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Inventory items are physical goods. These items have an actual quantity that you want to keep track of. They may or may not have a cost associated with them. They can be used as raw components to build subassemblies or finished products or can be sold as is. 
Note: These instructions explain how to setup items for purchase, sale, and for using in a bill of materials. The Planning FastTab is not covered. For more information regarding planning, talk to your Vertex support team. 
There are only a few fields that are mandatory for an item. They are the item number, base unit of measure, costing method, profit percentage, unit price, Gen. Prod, Posting Group, VAT Prod. Posting Group and Inventory Posting Group. All other fields are optional. 
Before you can add an item make sure all the units of measure, posting groups, and, if applicable, routings are set up. Routings are used in a bill of materials.
Add an Inventory Item
1. In the Search box, enter Items, and then choose the related link.
2. On the Home tab, in the New group, choose New to open an empty item card.
3. Fill in the General FastTab
1. Leave the No. field to automatically insert a number from a defined number series 
-OR-
If you manually create your own alphanumeric number, enter the item number
-OR-
If you use a number series specific to a type of item click on the three dot icon next to the number field or press F6 to open the number series table and select the correct number series. 
2. In the Description field, enter a description for the item.
3. Before you can assign a Base Unit of Measure you must assign which UofMs can be used for this item. 
1. On the Navigate tab, Master Data group, select Units of Measure. 
2. In the Code field, enter or select a code from the pull down. 
3. In the Qty. per Unit of Measure enter the quantity that should be associated with this unit of measure. At this point you will want to add all the UofMs that are associated with this product and assign quantities. For example, your Base Unit of Measure (how you will inventory the item) is an each which has a code of “EA” with a quantity of “1”. You purchase the item in a case of 50 which has a code of “CS50”. In the quantity field you would enter “50”. When you purchase the item, you are purchasing one case and when you receive it into inventory the system converts it to 50 eaches. When you sell the item, you sell it as an each. So no further setup would be needed for the Sales Unit of Measure. 
4. Click on the OK button when all UofMs have been setup. 
4. In the Shelf No. field, enter the shelf number. (Optional)
5. Check the box if using Automatic Ext. Texts. If the box is check, extended text will be added to sales or purchase documents for this item. 
6. In the Items Category Code field, enter or select the appropriate code. 
7. In the Product Group Code field, enter or select the appropriate code. 
8. In the Service Item Group field, enter or select the appropriate code. These items are inventory that are used for repair and maintenance. F1 for more information. 
9. The Search Description field will auto populated from the Description field. You can change it. 
10. The order and reserve fields show how much inventory is on hand, on order, in production, etc.
1. Inventory: Amount currently on hand.
2. Qty. on Purch. Order: The quantity on open purchase orders. This quantity is added to the quantity on hand when calculating the net available quantity.
3. Qty. on Prod. Order: The number of units allocated to production orders.
4. Qty. on Component Lines. Shows how many units are allocated as production order components. 
5. Qty. on Sales Order: The quantity required to fill any open sales orders for the item. This quantity is subtracted from the quantity on hand when calculating the net available quantity.
6. Qty. on Service Order: The quantity required for service orders. This quantity is subtracted from the quantity on hand when calculating the net available quantity.
7. Qty. on Job Order. Shows number of units allocated to jobs, listed on the outstanding planning lines. 
8. Qty. on Assembly Order. Shows the number of units allocated to assembly orders. 
9. Qty. on Asm. Component. Shows the number of units allocated as assembly components. 
11. Select the Blocked check box if the item must not be used in transactions.
12. The Last Date Modified field will auto update as the item is used. 
13. To set up optional default global dimensions, on the Navigate tab, Master Data group, choose Dimensions. 
14. To add a picture of the item, on the Navigate tab, Master Data group, choose Picture. 
4. On the Invoicing FastTab
1. In the Costing Method field, select the appropriate costing method. Note: We do not recommend using Average Costing. Standard is typically used for manufacturing items. Specific is typically used for serial tracked items. For more information on costing methods go to: http://msdn.microsoft.com/en-us/library/hh997373(v=nav.70).aspx
2. If you choose Standard costing method, fill in the Standard Cost field by using an initial value for the cost of one unit of the item. The Unit Cost field then initializes order lines and journal lines as they are created.
3. For costing methods other than Standard, fill in the Unit Cost field by using an initial value when you create the item. When you run the Adjust Cost – Item Entries batch job, the field is updated to contain the most recent average unit cost.
4. In the Unit Price field, enter the sales price of one unit of the item. The Last Direct Cost field is updated every time that a purchase is invoiced.
5. In the Overhead Rate field, enter the overhead rate if applicable. 
6. In the Price/Profit Calculation field select the appropriate calculation. 
7. If you selected Price=Cost+Profit for the Price/Profit Calculation field, enter the percentage of profit to be made on this item. The selling price is then subject to fluctuation based on the purchase cost of the item. 
8. If you did not select Price=Cost+Profit for the Price/Profit Calculation field, in the Unit Price field enter a unit selling price for the item.
9. In the Gen. Prod. Posting Group field, enter the appropriate posting group.
10. Leave the VAT Prod. Posting Group blank.
11. In the Inventory Posting Group field, enter the appropriate posting group. 
12. If you are allowing Invoice Discounts for this item, check the box for Allow Invoice Disc.
13. In the Item Disc. Group field, enter the group if applicable. 
14. In the Sales Unit of Measure field enter the unit of measure to be used when selling the item. Note: You cannot have multiple units of measure on the same item. If you sell the item in more than one quantity (ie. A single unit or a package of 5) then you must set up another item number for the other selling quantity. 
15. If the item is taxable, in the Tax Group Code field, select the correct tax group code. The system uses the tax group code in combination with the tax area code on the sales line to determine the sales tax amount and the general ledger accounts to post the tax to. 
5. On the Replenishment FastTab—For Purchased Items
1. In the Replenishment System field, select Purchase to specify that your standard way of supplying the item is by buying it.
2. In the Lead Time Calculation field, enter a date formula to specify the time that is required to replenish this purchased item, such as 1W. This field is used date calculations, as follows: order date + default safety lead time + lead time calculation = planned receipt date.
3. In the Vendor No. field, specify a default supplier of the item. The planning system creates orders to this vendor.
4. In the Vendor Item No. field, enter the vendor’s own item identification, if it differs from yours.
5. In the Purch. Unit of Measure enter the appropriate unit of measure to use when the item is purchased. 
6. The fields under Production and Assembly are not used for purchased items. You can ignore these fields for purchased items. 
6. On the Replenishment FastTab—For Assembled Items
1. In the Replenishment System field, select Assembly to specify that your standard way of supplying the item is by assembling it.
2. In the Assembly Policy field, choose Assemble-to-Order if the item is typically not in stock, but is assembled with regard to a sales order.
3. Ensure that the assembly item consists of at least one component. The Assembly BOM check box on the General FastTab is selected.
4. The fields under Purchase and Production are not used for assembly items. You can ignore these fields.
7. On the Replenishment FastTab—For Production Items
1. In the Replenishment System field, select Prod. Order to specify that your standard way of supplying the item is by producing it.
2. In the Manufacturing Policy field choose from one of the two options.
1. Make-to-Stock. Considers the first level of the BOM and allows only one item per production order. A make-to-stock item is produced to inventory levels. These are typically standard items with a relatively short manufacturing lead time or items that are used as required subassemblies for other items. You generally use this manufacturing policy with fixed reorder quantity or maximum quantity reorder policies.
2. Make-to-Order. Explodes the BOM and creates an additional production order or production order proposal line for each level in the BOM structure where that item's manufacturing policy has also been defined as make-to-order. If you make multilevel production orders, then the manufacturing policy for the parent item and the component items at all levels must be make-to-order. An automatic reservation is created between the requirement and the corresponding replenishment order proposal. This preserves the customized information on the relevant orders and links them for inventory and costing. You generally use this manufacturing policy with order or lot-for-lot reordering policies.
3. Choose the Routing No. field, and then select a routing to manage the item’s manufacturing process. 
4. Choose the Production BOM No. field, and then select a production BOM to manage the product structure of the item. 
5. In the Flushing Method field, select one of the following options:
1. Manual. To manually calculate and post material consumption.
2. Forward. To automatically calculate and post consumption when the production order is released. 
3. Backward. To automatically calculate and post consumption when the production order is finished. 
6. In the Scrap % field, specify the percentage of the item that you expect to be scrapped in production. This percentage is used to calculate unit prices and net requirements.
7. In the Lot Size field, specify how many units of the item are produced in one production batch. This number is used to calculate the item’s standard cost and to distribute the fixed costs of manufacturing the lot.
8. On the Planning FastTab
1. In the Reordering Policy field, select one of the following options.
1. Blank. Does not calculate order proposals for this item. You manually plan for the item. 
2. Fixed Reorder Qty. Uses the quantity that is specified in the Reorder Quantity field as the standard lot size. The quantity may be adjustment to meet additional requirements or the specified inventory level. The Reorder Quantity is used for calculating the overflow level. Complete the Reorder Point Parameters fields. 
3. Maximum Qty. Uses the quantity that is specified in the Maximum Inventory field to determine the maximum lot size. The quantity may be adjusted to meet additional requirements or the specified inventory level. The Maximum Inventory field is used for calculating the overflow level. Complete the Order Modifiers fields. 
4. Order. Generates an order for each requirement and does not use the planning period. An automatic reservation between the requirement and the corresponding replenishment order proposal is created. This preserves the customized information on the relevant orders and links them for inventory and costing. Creating a manual reservation is an alternate method for setting aside items in inventory and designating them for use in a specific order.
5. Lot-for-Lot. Generates an order proposal with a quantity that meets the sum of the requirements that are due in the planning period. Complete the Lot-for-Lot Parameters fields. 
2. In the Reserve field, select one of the following options to specify if and how the item is reserved.
1. Never. You cannot reserve the item.
2. Optional. You can reserve the item manually. 
3. Always. The item is reserved automatically as soon as there is demand. 
3. In the Order Tracking field, select one of the following options to specify if and how links are dynamically created between supply and demand events for the item.
1. None. No order tracking links are created.
2. Tracking Only. Order tracking lines are created dynamically every time that a supply can cover a demand. 
3. Tracking and Action Msg. Order tracking lines are created dynamically. Action messages are created in the advanced planning system. 
4. Check this Critical box if this is a critical item. This means the item is included in the availability calculations to promise a shipment date to a parent item to be sold. 
5. In the Safety Lead Time field enter a lead time if applicable. 
9. Ignore the Foreign Trade FastTab unless you are selling to other countries.
10. The Item Tracking FastTab fields are used if this item is serial or lot tracked. Contact your Vertex support team for assistance.
11. The Warehouse FastTab is only used to setup warehouse instructions for this item. Contract your Vertex support team for assistance.
Item Variants
Item Variants can be useful if you have large quantities of nearly identical items that only vary slightly, for example, in color. Instead of setting up each variant as a separate item, you can set up one item and then specify the various colors as item variants. 
1. Create the master item or choose the item to add the variants to.
2. On the Navigate Tab, Master Data group, choose Variants. 
1. In the Code field, enter a code for the variant. 
2. In the Description line, enter a description of the variant. 
Extended Text
If you need more than one line to describe the item on sales or purchase document, you can use the extended text feature. 
1. Create the item or choose the item to add the extended text to. 
2. On the Navigate tab, in the Master Data group, choose the Extended Texts button.
3. On the Home tab, in the New group, choose New.
4. Fill in the fields. Fill in one or more lines with the text that you want to use.
5. On the FastTabs, select the documents to which you want the extended text to apply.
Item Tracking Codes
Item tracking codes are used with serial or lot tracking numbers.
1. In the Search box, enter Item Tracking Codes, and then choose the related link.
2. Create a new Item Tracking Code card. On the Home tab, in the New group, choose New.
3. On the General FastTab, enter a code and a descriptive name in the fields.
4. On the Serial No. and the Lot No. FastTabs, define policies of item tracking by serial and lot numbers respectively.
5. On the Misc. FastTab, set parameters for warranty and expiration.
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