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NAME OF PROCESS

Removing a Sales Item from Inventory

Use Case / Objectives
From time-to-time it becomes necessary to remove an item from the system. There are
three steps that need to be taken as described below.

Configuration, Training, and Reporting

This document assumes you know how to perform basic Search functionality to find
information in the system (i.e., F4 search). The steps for this are not included within this
document.

Field definitions for applicable tasks are available in the Reference Glossary. To view
these definitions either click on the screen name in the task or scroll to the end of the
documentation to view the Glossary.

Menu options to access:

Main Operations->Sales File Maintenance->Sales Item Location File
Main Operations->Create Sales Order (optional)
Purchasing->Physical Inventory->Inventory Adjustments (optional)
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Deplete Quantity on Hand

Process Steps

Before a sales item can be removed from the system, there cannot be any items on hand at
the location; therefore, you will begin by checking the quantity on hand and removing them
for your inventory.

1. Log into the RolePlay environment using your credentials.

2. If you are not already on the Main Operations screen, click on the menu option on
the lefthand side of the screen.

3. In the Inquiry section, click on the Parts and Merchandise Inquiry option.

{1 signed Rental Contracts a

) Intempo Condition Report Inquiry

. Equipment Inquiry

(), Parts and Merchandise Inquiry -«
) Charge Customer Inguiry

). Cash Customer Inquiry

() Customer Transaction Inquiry

%] Availability Calendar

[E]  Reservation/Contract Link

a. The Parts/Merchandise Search screen opens.

Parts and Merchandise Inquiry

1/27/26 12:32:48 Parts/Merchandise Search Sys:
Cmp: Loc:
Group Items Mode ALl Locs
Type option, enter search criteria.
1=Search Word 2=Desc 3=Item # 4=Mfg Id 5=Stock Class 6=Vendor 7=UPC# B8=Catalog 9=Cross Ref 10=Vnd PT#
Opt  Search criteria Item types I/0
[ gooooo o

4. Type in the Search Criteria field and press Enter to locate the desired item.
5. If multiple items meet the criteria, locate the specific item in the list, type 1 in the
Opt field and press Enter to see the available quantities at each location.
a. The Parts/Merchandise Search - Availability by Location screen opens, displaying
quantities on hand by location for your item. NOTE: In this example, for Location
100 the quantity on hand is zero.

1/27/26 12:36:46 Parts/Merchandise Search LY Sys:

currency: USO cmp: y 0010

Tten/part #: FIL1348 OIL FILTER
Stock class: NAPA  NAPA AUTO PARTS WFG ID &1 FILLI4B ty breaks EA
1 7,785

Last cost uptates
8.640

Sell price: 9.845 Pref: B.710  Dealer:
Unit/neas: EA
Usual vend: 2843 ALLEN & KERBER AUTO SUPPLY

options: 1=Select 2=Location wainig Soud
0 Loc Availeole Rsvd0 NP0 Cus B/0 Tran in Iran ovt On truck Open ot  Open W/0 Orger Ot Y-T-0 LSt Yr
T oozo
[ 8825
0 ee36
[ 8835
0 eo40
0 0860

won
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6. If quantities exist then you can write a “no-charge” sales invoice to a cash customer or
you can do an inventory adjustment. Either method will work and will remove the
item from the G/L files.

a. For assistance with adjusting inventory, refer to the Maintaining Physical
Inventory [Roleplay] - PDF article on the resources website.
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Delete Sales Item Location File

Process Steps

1. Once the on-hand quantity is O (zero), from the Main Operations screen, in the Sales
File Maintenance section, click on Sales Item Location File.

Sales File Maintenance

3 Stock Class Master File -
>4  Stock Class Location File

S Sales ltem File

4 Sales ltem Location File <mm—

s Sales ltem Serial Numbers

% Sales ltem Messages

s Sales ltem Discounts

>4 Miscellaneous Charge Item

4G Price/Cost Update v

a. The Sales Item Location Maintenance - Launch screen opens.

1/28/26 07:58:37 Sales Inventory Location Maintenance Sys: DEMO V12
Cmp: RM Leoc: DMO
Location: Mode

Item number: |

Stock Class: [ |

2. Typein the Item number and Stock Class for your item and press Enter. NOTE: If you
do not know this information, press F4 to search and on the Parts/Merchandise Search
screen type 1 in the Opt field next to the item to be deleted then press Enter.

Sales ltem Location File

/23128 18263119 Parts ercnanaise Search Sis:
Cop: % Loc:
Mage ALL Lacs

raup Iten:
Tyme option, enter search criteris
e/l es history 4=PQ histery S=Item inguiry.

[
ot

numer STC Desertotion afiane

FIL1063 MAPA OIL FILTER - NAPA G0LD

[ Fruases MAPAOIL FILTER
FL230086 HAPA TR FILTER

@ FIL 2668 "—. HAPA AIR FILTER
FrLsaEy HAPA THLINE FUEL FILTER
FIL3032 NAPA FUEL FILTER

] FIL3286 MNAPA HYDRAULLL FILTERS
FrLsmsa HAPA FUEL FLLTER
FILaTs? MAPA FUEL FILTER

O Frusmee HAPA FUEL FILTER
FrLsoe niPn FILsses

FIL4B00SE NAPA  OIL FILTER
] FILapa2es HAPA  HYD FILTER
FIL4BBCED NAPA  FIL4BEADD HYORAULIC FILTER

Hare...

a. The Sales Item Location Maintenance screen opens for the selected item.

T ——"

1a3f2e 1wazinr

Display Functions

9 0 ©

B—
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3. Verify that this is the correct item then press F23 on your keyboard or click on F23
Delete in the Display Functions menu.
a. At the bottom of the screen, you will be asked to press F23 again to delete the
item or press F12 to cancel the deletion process.

Record deletion pending.jPress F23 to delete the record. Press F12 to cancel.

4, Deleted items are marked with a D in the status field on the Sales Item Location
Maintenance screen. NOTE: In this example, the Status is still A (Active).

1/28/26 08:25:56 Sales Item Location Maintenance Sys: DEMO viz
Cmp: RM Loc: DMO

Item number: 193 Mode [HyELTTE

Stock class: ACDEL ENGINE

Location: DMO IRVINE

Nescrintinn: PAN nrl

5. If there is ever a need to reactivate the item, go to the Sale Item Location
File/Parts/Merchandise Search screen, type 1 in the Opt field and press Enter.

Sales Item Location File

1/23/26 18:43:19 Parts/Merchandise Search Sys:
Cmp: = Loc:
Group Itenms Mode ALl Locs
Type option, enter search criteria
1=Select 2=Available/loc 3=Sales history 4=P0 history S=Item inquiry..
[ | — ]
Opt Item number Stk/C Description Available
[] FIL1083 NAPA OIL FILTER - NAPA GOLD ]
[] FIL1348 NAPA OIL FILTER 2
[C] FIL230084 NAPA AIR FILTER 1
[ FIL2444 < 2PA  ATR FILTER 3
[[] FIL3067 NAPA INLINE FUEL FILTER 8
[] FIL3032 NAPA FUEL FILTER ]
[[] FIL3166 NAPA HYDRAULIC FILTERS ]
[[] FIL3732 NAPA FUEL FILTER ]
[[] FIL3752 NAPA FUEL FILTER > ]
[] FIL3780 NAPA FUEL FILTER 8
[ FIL3964 NAPA FIL3964 8
[C] FIL406068 NAPA OIL FILTER 1
[] FIL400289 NAPA HYD FILTER ]
[C] FIL408G00 NAPA FIL4GO400 HYDRAULIC FILTER ]
More...

a. At the bottom of the Sales Item Location Maintenance screen, you will see the
message below:

[rhis item is marked as deleted, press <F23> to reactivate the record. |

6. Press F23 to reactivate the item and purchase inventory or press F12 to exit.
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Reference Glossary

Field Definitions for Tasks

Parts/Merchandise Search - Availability by Location

Item/part number - Displays the item number for which you are checking location
availability.

Stock class - Displays the stock class associated with the item number.

Manufacturer's ID number - Displays the number assigned to this item by the
manufacturer.

List price - Displays the manufacturer's suggested list price for the item. This amount
is not used for invoicing; it may be used for calculation of cost or selling price based
on the codes assigned for auto calculations.

Sell price - Displays the retail price normally charged for this item. In the event there
are no discounts or other pricing codes assigned for the transaction, this is the price
the system uses when this item is being sold.

Unit of measure - Displays the code that represents the smallest unit of measure in
which this item is sold, purchased, or stocked.

2nd unit of measure/quantity - Displays the code that represents the second unit of
measure in which this item is sold, purchased, or stocked. This field also displays the
quantity of items in the first unit of measure that is equivalent to one unit in this
second unit of measure.

3rd unit of measure/quantity - Display the code that represents the third unit of
measure in which this item is sold, purchased, or stocked. This field also displays the
quantity of items in the first unit of measure that is equivalent to one unit in this
third unit of measure.

Usual vendor - Displays the number of the vendor from whom you usually purchase this
item. This is the vendor used on reorder and analysis reports for this item.

Display Costs (F19)

Cost - Displays the last or most current cost of this item. This field is automatically
updated when the item is received against a purchase order in the system.

Average - Displays the average cost of the item, which is calculated as the total cost of
all items received divided by the quantity of items received.

Last cost update - Displays the date of the last time the Cost field was updated by the
system.

Quantity Breaks - Displays quantity breaks that were set up for this item in Sales Item
Discount Maintenance.

Quantities List

Location - Displays the code for the location where the available quantities are found.
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Available - The total quantity available for the item.

Reserved/Sales Order - The quantity on reservations or sales orders.

Open PO - The quantity of the item on open purchase orders.

Customer back order - The quantity that is on back order to the customer because it
was not available at the time it was ordered.

Transfer in - The quantity on incoming transfers to this location. This field is updated
via Create, Update, or Receive Transfers.

Transfer out - The quantity transferred out but not yet received in the destination
location.

On truck - The quantity located on service trucks. Use option 9-Truck Stock to
determine which trucks the equipment is on.

Open rent - The quantity on rental contracts. This field is updated via Create Rental,
Update Rental, Partial Return, Full Return, or Exchange Equipment.

Open work order - The quantity on open work orders as repair parts or items to sell.
Order date - The most current sales order date for this item.

Sold YTD - The quantity of this item that has been sold year-to-date.

Sold last year - The quantity of this item that was sold in the last year.

Sales Item Location Maintenance - Launch

Location - Enter the code for the location for which you want to add, change, or
inquire on a sales item record.

Item Number - Enter the item number you want to add, change, or inquire on. If you
do not know the number you want to change or inquire on, press F4 to search for it.
Stock Class - Enter the stock class associated with the item number.

Sales Item Location Maintenance

Item number - Displays the item number you want to add, change, or inquire on.
Stock class - Displays the stock class associated with the item number.
Status code - Displays the current status for the sales item. Valid codes are:

o A-Active

o D - Deleted

o S - Suspended
Location - Displays the code for the location for which you want to add, change, or
inquire on a sales item record.
Description - Displays a brief description of the item.
Last Cycle - Displays the date of the last time this item was cycle counted at this
location.
UPC Code - If applicable, this field displays the code associated with this item's UPC
number. Two codes are supported, and the default code is UP.
Quantity on Hand - Displays the quantity that is currently on hand for this item as this
location.
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e Quantity Reserved - Displays the quantity of this item that has been reserved at this
location via Create Sales Quote.

e Vendor Back Order - Displays the quantity of this item that is back ordered from the
vendor.

e Quantity on Open Purchase Order - Displays the quantity of this item that is on an
open purchase order for this location.

e Quantity in Transit - Displays the quantity of this item that is currently in transit to or
from this location.

e Customer Back Order - Displays the quantity of this item that is on back order to
customers of this location.

e Quantity Sales Order - Displays the quantity of this item that is on an open sales order
for this location.

e Open Rental - Displays the quantity of this item that is currently on rent from this
location.

e Open Work Order - Displays the quantity of this item that is currently on open work
orders for this location.

e Bin location 1 - Enter the location designation of the first bin used to store the item.
You can specify to print physical inventory count sheets by bin location.

e Bin location 2 - Enter the location designation of the second bin used to store the
item.

e Bin location 3 - Enter the location designation of the third bin used to store the item.

e Usual vendor - Enter the number of the vendor from whom you usually purchase this
item for this location. This is the vendor used on reorder and analysis reports for this
item.

e Vendor 2 - Enter the number of an alternate vendor you might use to purchase this
item if the usual vendor cannot supply it.

e \Vendor 3 - Enter the number of a second alternate vendor you might use to purchase
this item if the other two vendors cannot supply it.

e Last vendor used - The system populates the number of the last vendor you used to
purchase this item for this location.

e Last cost - Enter or accept the last or most current cost of this sales item for this
location. This field is automatically updated when the item is received against a
purchase order in the system. You can also enter or accept the code for the currency
in which all monetary amounts on this screen are displayed/entered.

e Last cost update - Enter or accept the date of the last time the Last Cost field was
updated by the system. This date is automatically populated by the system, so change
it only on an exception basis.

e ABC - If you have control record SAABCP set to Y to calculate an activity level for this
item at this location, this field displays the activity level code that the system
calculated. When creating a new item, you can manually enter this code, but it might
change when the calculation is run at the end of the month.
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e List price - Displays the manufacturer's suggested list price for the item at this
location. This amount is not used for invoicing; it may be used for calculation of cost
or selling price based on the codes assigned for auto calculations.

e Regular price - Enter the retail price normally charged for this item at this location.
In the event there are no discounts or other pricing codes assigned for the transaction,
this is the price the system uses when this item is being sold from this location.

e Auto calculate regular price based on Cost or List - If you want to use the sales item's
cost or list price to automatically calculate its regular (retail) price, indicate which
one to use: List Price (L) or Cost (C).

e Percentage of Cost or List - If you entered a code in the Based on field, enter the
percentage by which the list price or cost should be multiplied to arrive at the regular
(retail) price.

e Preferred price - Enter the price that is used when this item is sold from this location
to a customer with a price code of P in their master record.

e Auto calculate preferred price based on Cost, List, or Regular - If you want to use the
sales item's cost or list price or regular price to automatically calculate its preferred
price, indicate which one to use: List Price (L), Cost (C), or Regular Price (R).

e Percentage of Cost, List, or Regular - If you entered a code in the Based on field,
enter the percentage by which the list price or cost or regular price should be
multiplied to arrive at the preferred price.

e Dealer price - Enter the price that is used when this item is sold from this location to a
customer with a price code of D in their master record.

e Auto calculate dealer price based on Cost, List, Regular, or M - If you want to use the
sales item's cost, list price, regular price or the formula of List price + Last cost / 2 to
automatically calculate its dealer price, indicate which one to use: List Price (L), Cost
(C), Regular Price (R), or formula (M).

e Percentage of Cost, List, or Regular - If you entered a code other than M in the Based
on field, enter the percentage by which the list price or cost or regular price should be
multiplied to arrive at the dealer price.

e Freight percentage - Enter the percentage of the sale price of the item to charge for
freight.

e [Excise tax percentage - Enter the percentage of excise tax to charge for this item.

e Material code - Enter the code that classifies this item for VAT taxation purposes.

e Taxable - Indicate whether you apply tax to this item when you sell it from this
location. If the customer to whom you are selling the item is marked as non-taxable,
this setting is ignored.

e Commissionable - Indicate whether sales of this item from this location are calculated
for sales representative commissions.

e Discountable - Indicate whether this item is discountable at this location. If set to N,
this setting overrides discounts set in the customer master file and sales item
discounts set in Sales Item Discount Maintenance. This setting does not disallow
manually entered discounts.
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e Stock status - Enter NS if this sales item is considered a non-stock item that is not
included on reorder reports and physical inventory count sheets. Use the Default
Codes program in Cross Application Maintenance to set up additional user-defined
stock status codes using code SS.

e Cost overhead percentage - If applicable, enter the percentage to add to this item's
cost when the cost is displayed. The inflated cost is displayed for users with security
code Z01 in their user profile. Users with security code Z02 will see the item's actual
cost.

e Expected profit percentage - Enter the profit percentage you expect to achieve when
this item is sold from this location. You can set the system to warn you during a sales
transaction if this profit percentage is not met. Run the Inventory Profit Analysis
report to review the profit percentage on sales transactions.

e Substitute item - Displays the number of the item that was most recently set up as a
substitute for this item in Sales Item Cross Reference Maintenance. This item can be
sold from the location as a substitute for the item in this location record.

e Substitute stock class - Enter or accept the stock class associated with the substitute
item you entered.
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