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Overview

Getting Started with inFlow Inventory

Thank you for choosing or evaluating inFlow Inventory for your business.

We recommend beginning by doing the Startup Questionnaire if you have not already done so. To
access it, select Get Started from the General menu through the inFlow menu button. Now click
Startup Questionnaire. This will guide you through setting up your basic company information and
some options related to inventory and taxing.

Learning inFlow Inventory

inFlow is designed to be easy to learn. Here are some ways that we suggest you become familiar
with the system.

To get help, you can use our built-in tooltips by leaving your mouse over the button or field label,
search for help in the Knowledge Base, or visit our Online Forum at
http://www.inflowinventory.com.

More information on where to find help

Inventory also has a Sample Database that you can experiment with to become familiar with the
system before entering information into your real database.

More information on the Sample Database and Real Database

To get an overview of the functionality that inFlow provides, take a look at the system overview
help article. You may also wish to look at the user interface overview help article to get an
introduction on how to use inFlow.

Setting up your Business Data

inFlow Inventory keeps track of various different types of business data related to your products,
customers, vendors and inventory.

We recommend putting all of your information into inFlow. The more information you keep in
inFlow, the easier it will be to take customer orders and the more informative the reports will be.

Importing Data using the Import Tool

If you already keep your data in a computerized system, like Excel or Quickbooks, then you can
use the Import option from the inFlow menu to bring the data into inFlow.

More information on Importing Data

Importing Data Manually

If you do not already keep your data in a computerized system, you will quickly see the benefits in
terms of ease of access and order entry. We recommend starting by entering your Product
Information.

How to enter product information
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Overview

Once you have entered your product information, you should enter in how much inventory you
have in stock and where it is stored. The easiest way to do this would be by using the Adjust Stock
function from the Inventory module.

How to adjust stock

You can then enter your Customer Information.

How to enter customer information

Alternatively, you can choose to add in customer information gradually as you take orders.

You can also choose to enter Vendor Information now if you do a lot of purchasing from different
vendors.

How to enter vendor information

Once you have familiarized yourself with the basics of inFlow by experimenting with sample data
or browsing help articles, and you have enteredyour busi ness data, youodre
inFlow to improve your daily operations.

System Overview

inFlow Inventory is divided up into four main modules:

1 Salesi Sales Orders and Customer Information

1 Purchasing i Purchase Orders and Vendor Information

1 Inventory i Product Information, Stock Quantities, Stock Adjustments, etc.
1 Reports 1 Reports offered by inFlow to gather and share information

Sales Module Overview
From the Sales Module, you can:

Keep track of customer information

Take sales orders from customers

Issue quotations to customers

Process customer orders, including picking, packing, and shipping
Send invoices to customers

Mark customer invoices as paid

Handle customer returns
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More Information on Sales

Purchasing Module Overview

From the Purchasing Module, you can:

1 Keep track of vendor information and product catalogs
9 Issue purchase orders to vendors

1 Receive goods from a vendor

1 Issue payment to a vendor

1 Handle goods to be returned to a vendor
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More Information on Purchasing

Inventory Module Overview
From the Inventory Module, you can work on the following areas:

Products 1 set up your product information, including prices

Product Categories i set up a categorization for your products

Transfer Stock T move stock from one location to another within your company

Adjust Stock i correct erroneous stock levels by making adjustments to stock quantities
Count Stock i do a cycle count or physical count of your inventory to verify stock quantities
and correct and track down discrepancies

Current Stock 7 look at a detailed breakdown of what stock you have and where it is
History i view a full history of stock movements or search by date or product

Reorder Stock i automatically create purchase orders for products that are low in stock
Work Order i create one product from other products.
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More Information on Inventory

Reports Module Overview
From the Reports Module, you can:

1 View reports with information on various aspects of your business
1 Print reports

1 Save reports in PDF format to be saved or e-mailed out

1 Save report data in Excel format

1 Customize reports to suit your needs

Sample reports that are available include:

1 Sales by Product Summary 1 what are my best-selling products?

1 Customer Payment Report i who still owes me money?

1 Sales Order Operational Report i what orders are waiting to be shipped out?

1 Purchase Order Status T how much stock am | expecting to receive from vendors?
1 Inventory Summary i how much of each product do | have in stock?

T é and many mor e

More Information on Reports




Overview

User Interface Overview

inFlow Home Page

1. inFlow Menu Button

Click inFlow Menu Button to see a full list of functions available in inFlow. It has six main sub
menus: General, Sales, Purchasing, Inventory, Reports and Settings.

2. Back and Forward

You can navigate back and forth in the same window through the Back and Forward buttons.
Click the Back button to go back to the previous screen. Click and hold on to your mouse button
to see a list of Previous screens you have accessed. Click the Forward button to go to the next




















































































































































































































































































































































































