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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

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.


http://www.inflowinventory.com/
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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 entered
inFlow to improve your daily operations.

System Overview

inFlow Inventory is divided up into four main modules:

1 Sales i Sales Orders and Customer Information

1 Purchasing i Purchase Orders and Vendor Information

1 Inventory 1 Product Information, Stock Quantities, Stock Adjustments, etc.
1 Reports i 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
1 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

More Information on Purchasing

Inventory Module Overview
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From the Inventory Module, you can work on the following areas:
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Products i 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 i 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 1 create one product from other products.

More Information on Inventory

Reports Module Overview

From the Reports Module, you can:

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

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

Save report data in Excel format

Customize reports to suit your needs

Sample reports that are available include:

1
1
1
il
il
il

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

Customer Payment Report i who still owes me money?

Sales Order Operational Report i what orders are waiting to be shipped out?
Purchase Order Status 1 how much stock am | expecting to receive from vendors?
Inventory Summary i how much of each product do I have in stock?

€ and many mor e

More Information on Reports
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User Interface Overview

inFlow Home Page

@Ick to open a new tab

5
inFlow Menu Bultonj Currently open tabs SHORTCUT:
/] Dashboard
‘ ‘ D Reports
G settngs

INSPIRATION
“ a . “To open a shop is easy, o
‘ - keep it open is an ant” -Chinese
- Proverbs

VENDOR Purchase Order INVENTORY Sales Order CUSTOMER McDonald's is the largest toy
distributor in the world and the
#1 owner of property in the
wortd
WHY UPGRADE

Links to various sections of inFlow o ey

Premium or Regular edibons
foday!

10% off discount promo code
The Gal Stated page will show you the steps 10 get up and running with inFlow! VIHOBK (Last Day TODAY)

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
screen. Click and hold on to your mouse button to see a list of subsequent screens you have
accessed.




Overview

3. Working with Tabs

inFlow allows you to open multiple tabs in the same window which allows you to easily work with
entities simultaneous| yewtal@will opep e n
the Home Page which is the default page. You can then open any other page by clicking the

t wo

or

mor e

links or inFlow menu button.

4. Help

Click the Help button to see a list of help articles associated with the current screen. It also
contains a list of places where you can find help like Knowledge Base or Online Support Forum

etc.

More about inFlow Help

5. Shortcuts

On the right panel there are few shortcut links to Dashboard, Reports, Settings and Upgrade.

6. Links to various sections of inFlow

There are links to various sections of inFlow in the middle of the Home Page. The icons
representing five main sections: Vendor, Purchase Order, Inventory, Sales Order and Customer
are there and when you move the mouse over the icon, the other shortcut links for that particular

section are displayed above and below it.

Typical screen in inflow

A typical screen in inFlow Inventory has Search Box and Listing Panel on the left where you can
search through a list of Orders, Customers or some other type of entity. On the right, we have the
Details Panel where you can view or edit the detailed information for a particular entity.

Listing
Panel

.
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1. Search Box

Dtavn = Open o Pagess
Cuttoemee © Pedele COM

At the top of the left panel is the Search box. Click the arrow next to Search to view this panel full
screen. Here you can filter which entities you see, e.g. to see the orders from a particular
customer. Once you have set the search criteria options visible, you can perform a simple search
by clicking the Refresh button there.

To add an existing search criterion, click the dropdown next to an existing criterion, choose an
option there and click add. To remove it simply right click; right-clicking the Refresh button clears
all search criteria.
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2. Listing Panel

The Listing Panel is a list of entities. Clicking on one of the entries in the Listing Panel will bring up
that entity in the Details Panel on the right.

You can sort the entities by clicking on a column header at the top of the list. For example, to sort
by Order Number, click on the Order Number column. You can also choose to display the entries
in ascending or descending order. You can also choose which columns to display by right-clicking
a column header and selecting different columns. The columns you choose to show and widths of
these columns will be remembered next time you log in as the same user.

3. Tool Bar
The Toolbar at the top of the details panel contains buttons for working with the current entity:
New Creates a new entity of the same
Type
Save Saves the current entity
Preview Under this menu, you will find a list of documents related to this entity

and the option to Preview, Print or Export these documents as well as

the option to use -ceatedeYmpchnavievetheyPana 6 v e
Preview, send to your printer by clicking Print, or click the Export button

to export it as a PDF, Microsoft Excel or Microsoft Word file.

Duplicate Create a new entity based on the current entity. For example, this
allows you to quickly create a Sales Order based on a previous similar
order.

Versions Clicking this button will bring up a dialog showing old versions of this

entity. You may wish to look at the old versions to see a history of

changes or track down errors. The newest version will be shown at the
top. Old versions cannot be edited. This is available in the Sales Order,
Purchase Order, Customer, Vendor, Count Sheet and Product entities.

Sticky Adds Sticky Notes to your current entity. Sticky Notes are a useful way
of keeping internal notes on an entity. The Sticky Notes will not be
shown in the printed documents. For details on how to use sticky notes,

10
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Deactivate/Reactivate

Search
ltem Name/Code ~

Show e

Category

ciive

Active
Show Al

see the help article Using Sticky Notes. This is available in the Sales

Order, Purchase Order, and Count Sheet entities.

>

ftem

Entities can be deactivated so that they will be inactive and not shown in normal usage of inFlow.

Entities cannot be deleted entirely, so you have a full record of previous entities.

Reactivate

Attachments

4.Close Button

To view Inactive entiti edwnlistiethee ct
Listing Panel for the entities. Now select Inactive from the drop-down

box. An inactive entity can then be re-activated by clicking the

Reactivate button, which takes the place of the Deactivate button in the

toolbar for the entity.

You can add file attachments to most entities. For example, you might

want to keep some customer documents attached to the customer

information. To do this, click the Attachment icon in the toolbar. This will

bring up a dialog where you can add new attachments or delete
existing ones.

The Close button near the top right of the Details Panel allows you to close the current entity
when you are finished with it.

5. Details Panel (Header, Table and Footer)

The Details Panel is the largest section on the right comprising the header, table and the footer.
This is where you can fill in the specific information for the order, customer or other entity.

6. Status Bar

The status bar shows the status of the current action taken on the current page on the left and

the current user on the right.

11

0 S



Overview

inFlow Menu Button

Click the 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.

&l INVENTORY

[ rerorTs

-

General

Click General menu to go to Homepage from any other page. The General menu contains the
following menu items:

Homepage
@ ceneraL &
J Dashboard

> | Get Started
$ ) SALES

Q’ Import Data

4 PURCHASING | & Beorto

) Backup Data

s INVENTORY | @) Restoe eta

& Q Reset Al Data

[] RePorTS P
{G# SETTINGS

12
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Sales

The Sales menu gives you quick links to various aspects of inFlow related to taking and
processing customer orders or customer information. It contains the following menu items:

) GENERAL

E

$ ] PURCHASING

4y INVENTORY

[] RreporTs

4G# SETTINGS

w New Sales Quote

§9 New Saes Order

[[@ Soes Order List
Recent Orders
Open Orders

Invoiced Orders

Pad Orders

& New Customer

' Customer List

More about sales menu

Purchasing

The Purchasing homepage gives you quick links to various aspects of inFlow related to placing

purchase orders to your vendors, receiving shipments or vendor information. Purchase menu
contains the following menu items:

More about the Purchasing menu
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