Presto Warehouse
  5/3/2016 
[bookmark: _Toc321147149][bookmark: _Toc318188227][bookmark: _Toc318188327][bookmark: _Toc318189312][bookmark: _Toc321147011]Presto
Warehouse user manual






Table of Contents
Introduction	4
Sign On	4
Supply Chain	7
C200. Warehouse	8
C230. Orders	8
C231. Shop Catalogs	9
C232. Catalog Item List	10
C234. View Shopping List	13
C235. View Shopping Cart	17
C237. Checkout	19
C250. Order Tracking	21
C251. Order Items	22
C252. Order Accounts	23
C253 Cancel Order	24
Order Approval Process	25
C241. Order Approval	27
C242. Order Approval – User	28
C244. Order Approval – Account	29
Order Fulfillment	30
C260. Distribution	30
Pick Lists	30
Printing	30
C262. Post Pick Lists – Posting	32
Delivery Tickets	33
Print Delivery Tickets	33
C263. Post Delivery Tickets 	- Posting	34
Handling Variances	35
Cancelling Orders	36
C253. Cancel Order	37



[bookmark: _Toc450053176]Introduction

	The Presto web based Warehouse system is a powerful new tool designed to facilitate warehouse management and ordering.  It does this by addressing the needs of three groups of users: center level users who place orders, warehouse employees responsible for order fulfillment, and those who maintain inventory.
	This booklet is intended to serve as both an instructional and reference manual for each of those three groups.   It does this by illustrating the complete process for creating an order, picking and delivering the items, and performing an inventory.
	
[bookmark: _Toc450053177]Sign On
The System Sign-on screen validates the user’s access to Presto web access.  This is a starting point for online access to all Brevard Public Schools to which the district has access. 
Please use the following link to access Brevard’s Presto web interface:
https://brevard1.brevard.k12.fl.us:8032/presto/presto
Or, navigate the Edline Staff Portal Web Page and select Presto - Student Attendance.
[image: ]

The log-in is the same as the JWalk and the Green screen interfaces.

All keyboard functions available on the Green Screen are still available with this system.

You may use a combination of touchscreen, keyboard, and mouse where appropriate and/or desired.
[image: ]

When a valid User name and Password is entered, the 
A001 System Sign-on menu
appears.



Figure 1 Sign On page

[image: ] 
On the MAIN MENU,
Mouse click on[image: ]
Or
type 1 then Enter key 
[image: ]
to reach the A001 System menu. 

Select Business and Student SystemsFigure 2 Main Menu
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System Sign-on - The System Sign-on screen validates the user’s access to Presto web access.  This is a starting point for online access to all Brevard Public Schools to which the district has access. 
This document is intended for Supply Chain Management personnel who are responsible for activities in support of the school district.

Figure 3 A001. System Sign-on

The [image: ] button can be used to end the session and sign-off.
The [image: ]button returns you to the A001. System Sign-on panel.
The [image: ] button opens the dialog box Spool File Listing. Select a spool file to open the file as a pdf, in a new browser tab.
The [image: ]button functions like the keyboard <ENTER> key.
Clickable Function keys as[image: ] and Underlined Menu links
perform as respectively labeled
Click on the link:
C000. Supply Chain Management
This will take you to the Supply Chain main menu.
NOTE:  Typing the panel Letter and Number[image: ]in the panel field will take you directly to the screen.

[image: ]
Figure 4 C000. Supply Chain
[bookmark: _Toc450053178]Supply Chain
This menu is intended for supply Chain Management personnel who are responsible for activities in support of the school district.
Basic steps of the Ordering process are:
Place an order.
Check out the order.
Approve the order.
Print the Pick List.
Post the Pick List.
Print delivery tickets and/or pickup tickets.
Post the delivery tickets and/or the pickup tickets.



[bookmark: _Toc450053179]C200. Warehouse
[image: ]From here, navigation is controlled by the menu options on the screen.  The windows relevant to ordering are grouped under C200. Warehouse | C230. Orders| C231. – C238. Shoppers.  From the Shoppers menu, as the menu items indicate, you can shop catalogs, place direct orders, view your shopping lists and your shopping cart, checkout, i.e. place an order, and track your orders.
Figure 5 C200. Warehouse
[bookmark: _Toc450053180]C230. Orders
[image: ]
Figure 6 C230. Orders

[bookmark: _Toc450053181]C231. Shop Catalogs
[image: ]
Figure 7 C231. Shop

To view catalogs in the C231. Shop Catalogs screen, the user must select a catalog from the catalog dialog box. The catalog dialog box will only display the warehouse catalogs the user has authority for.  Once a catalog is selected, click on one of the categories then submit to view the items on C232. Catalog Item List.


[bookmark: _Toc450053182]C232. Catalog Item List
[image: ]
Figure 8 C232 Catalog Item List
Select an item by entering a value in the “Qty” quantity box.  When finished with selecting the items, click on Submit, or use the keyboard Enter key, to update the Item Total.

[image: ]
Figure 9 C232. Catalog Item List Select Items
When ready, click on ‘Add to Cart’ to add to the user’s shopping cart.
Items can also be added to a shopping list which can be used to store frequently ordered items and simplify placing an order for those items in the future.

To add an item to a list, click on the “shopping list” to select an existing list or create a new list.  There are two default shooing lists that are automatically defined by the system.  They are “Default Shooing Lists” and “New Year List”.

Once a list name is entered or selected, click on the “Add to List” button to add the item to the list.

[image: ]
Figure 10 Shopping List Name

Note: If you are going to use more than one accounting string to pay for an item, you must determine the quantity and enter such quantity (i.e. total order for WHS 11072 paper will be 20, but 10 will be charged to one accounting string and the other 10 to another accounting string.  Only enter 10 at this time.  When you go to view cart is where you will be able to enter the other 10.


[bookmark: _Toc450053183]C234. View Shopping List
To View the items in the Shopping List, use one of the following ways:
· [image: ] Click on the View List icon, OR

· [image: ]Click on the shopping list, then F11,  OR

· [image: ] Type C234 in the Panel field, then Enter, OR

· Finally, thru the menu links C000. Supply Chain Management > 200. Warehouse > 230. Orders > 234 View Shopping List

[image: ]
Figure 11 C234. My Shopping List

Note: You may have to reselect your Shopping List when you reach the C234. My Shopping List panel because of security settings and school policy.
[image: ]
Figure 12 C234. My Shopping List details
Qty  - Quantity                                                       
Specify the desired quantity of the item to order. Changing the Quantity to zero or spaces will cause the item to be removed from the list.

N - Note Indicator                                                
     An '*' will display in this location if a note exists for this item. 
     A note can be entered via F2 keyboard.

A - Add to Cart                                                   
     Add the item to the shopping cart.                             
     Valid values are:  Y     - add to cart.                        
                        	 blank - no action.

D - Delete Item From Shopping List                               
     Delete the selected item from the shopping list.               
     Valid values are: Y     - delete the item from the list.       
                      	 blank - no action.

Pckup? - Customer Pickup Indicator                                   
     Indicate if the customer will be picking up the item from the warehouse.                                                 
     Valid values are: 'Y' - customer will pick up the item.        
                        ' ' (blank) - item will be delivered. 

[image: ]
Figure 13 C234. My Shopping List Add to Cart

While viewing the items in the shopping list , the user can add individual items to the cart by entering a “Y” in the A – add to cart box, or a user can add all items on the list to the cart by clicking on the “Add to Cart” button.

To remove items from the shopping list, put a “Y” in the D box and Enter Key or the Submit button.

Use the Shopping List Export button to export the shopping list to an excel spreadsheet.
[image: ]
Figure 14 C234. My Shopping List Export



[bookmark: _Toc450053184]C235. View Shopping Cart
To View the items in the Shopping Cart, use one of the following ways:
· [image: ] Click on the View Cart icon,

· [image: ] Type C235 in the Panel field, then Enter

· Thru the menu links C000. Supply Chain Management > 200. Warehouse > 230. Orders > 235 View Shopping Cart

[image: ]
Figure 15 C235. Shopping Cart

Note: Look for duplicate entries (possible cause i.e., pressing Submit more than once).  If you have a duplicate entry you can remove the item by placing a “Y” in the D – box and press Enter or Submit button.

If more than one accounting string will be used, here is where you want to enter the remaining quantity for the order, once you verify the first part of the order press Submit, then press “Shop More” and enter the rest of the quantity, This will generate a separate accounting screen to enter the second accounting string.

[image: ] Empty the Cart                                         
      Click on this position to delete all items from the cart.

[image: ] Create the Order                                              
      Click on this position to create the order.                    
    
NOTE: Before an order can be created, each item must be checked out by the Checkout screen. When all items have been checked out, the Post Indicator will display a 'Y' for each item. 

If the user tries to create an order before all items have been checked out, an order will not be created. After an order has been created, the Order tracking screen will be displayed.    


[bookmark: _Toc450053185]C237. Checkout

[image: ]
Figure 16 C237. Cart Checkout
 To Checkout Items in the Cart, use one of three ways:

· While in the View shopping Cart screen, click ‘Checkout’ or click on an item to it and press F11keyboard or 11=View icon.

· [image: ] Type C237 in the Panel field, then Enter

· Thru the menu links C000. Supply Chain Management > 200. Warehouse > 230. Orders > 237. Cart Checkout

The checkout screen will display one item at a time from the shopping cart.  If account information for a shopping cart item has been previously entered, the accounts(s) and the amounts will be displayed. If account information has not been entered for the item displayed the message ‘No account records found’ will be displayed. The user will enter the account number(s) that will be used to pay for the item and the dollar amount(s).  Multiple accounts can be used to pay for an item.

If an account mask has been set up in the Item definition screen for the item (see Supply Chain Management > Settings > Permanent > Items > Item Definition, Cost Information tab, ‘Account Mask’ field), when the user entered on the ‘Account’ lines.

The total dollar amount(s) the user enters for the accounts must equal the Item Total for the item.  Click on ‘Submit’ to save the account/amount information.  This makes the item ready to post. Click on ‘Next’ to view the next item in the cart.  When there are no more items in the cart, the message “No additional shopping cart items’ will be displayed.  All items in cart must have account number information entered and saved before the final step of the checkout can be done.

To complete the checkout process, click on ‘View Cart’ to verify all items in the cart have a checkmark in the ‘P’ column.  If one of the items is not ready to post, click on the item and press F11 which will take you to the checkout screen where the account amount info can be entered and saved.  Then click on ‘View Cart’.
[image: ]
Figure 17 C235. Shopping Cart verify checkout

Note: Second opportunity to remove duplicate entries.

[bookmark: _Toc450053186]C250. Order Tracking
[image: ]
Figure 18 C250. Order Tracking
In the ‘View shopping Cart’ screen, when all items in the cart are ready to post, click on ‘Finish to create the order which will take you to the ‘250. Order Tracking’ screen. If the cart has items from multiple warehouses, when the ‘Finish’ button is clicked, one order for each warehouse will be created. Also, if the cart as items marked for customer pickup, a separate work order will be created for these items.

It is possible to have two orders created for the same warehouse when the ‘Finish’ button is clicked.  One order would be for items to be delivered and the other order would be for items that will be picked up by the customer.

When an order is created via the ‘Finish’ button on the 
‘View Shopping Cart’ screen the Committed dollar amount on the expenditure Finance Ledger Activity file and Finance Ledger Budget file for each account used to pay for the order items is incremented by the dollar amount the account is paying for.  The accounting period for which the committed dollar amount is incremented is derived from the year/month of the date on which the order was create.  The fiscal period must be open before an order can be created.

[bookmark: _Toc450053187]C251. Order Items
[image: ]
Figure 19 C251. Order Items

In the C250. Order Tracking screen click an item to and press F11 to go to the C251. Order Items screen. This screen will display the items within the order.  F6/6=Next  can be used to scroll through the orders.
[bookmark: _Toc450053188]C252. Order Accounts
[image: ]

In the Order Items Screen, click an item and press F11 to go to the C252. Order Accounts screen.  This screen will display the account information. Press F6 to scroll through the items within an order. Press F7/F8 to scroll up and down through the account list when more than twelve accounts are used for one item.  Press F11 to return to the Order Tracking screen.

[bookmark: _Toc450053189]C253 Cancel Order
[image: ]
Figure 20 C253. Cancel  Order

Canceling an Order

An order may be canceled any time before the Pick List is printed. If the Pick List has been printed, the order may not be canceled unless it is and order that was partially delivered where the customer did not receive all items ordered.  In this case the user may cancel the remainder of the order.

When an order is canceled before the Pic List is printed, the dollar amount charged to the account(s) used to pay for the order will be backed out of the committed dollar amount on the expenditure Finance Ledger Activity file and Finance Ledger Budget file.


[bookmark: _Toc450053190]Order Approval Process
The Order Approval – Center window displays a list of all orders which you, the logged on user, have authority to approve.  Selection criteria are available at the top of the window to limit the displayed orders, and the appropriate approval column is keyable.  Simply entered the desired value into the field and press enter.  Acceptable values are:
· A – Approved
· R – Rejected 
· P – Pending
· N – No approval necessary

[image: ]
Figure 21 C240. Approval Status

After an order has been placed, it must be approved before the item can be filled and delivered by the warehouse.

Overall approval status of an order cam be viewed at Supply chain Management > Warehouse > Orders > Approvers > Approval Status.  The Approval Status screen displays information at the order level. 

To print order approvals, use Supply Chain Management > JOBS. 
Open Selection Panel select C100CTLCB110 Print Order Approvals from the selection dialog box.

[image: ]
Figure 22 JOBS. Batch Submission

To print order approvals use JOBS [image: ]
Figure 23 JOBS. Print Order Approvals

[bookmark: _Toc450053191]C241. Order Approval
[image: ]
Figure 24 C241. Order Approval - Center

The Order Approval –Center screen displays information at the order level. For orders displayed, the approval level value for center will be updateable.  To approve an order, change the ‘P’ (pending) to ‘A’ (accepted) and click on ‘Save’. To reject and order, change the ‘P’ to “R’ (rejected) and click on Submit. 



[bookmark: _Toc450053192]C242. Order Approval – User
The Order Approval – User window displays a list of all orders which you, the logged on user, have authority to approve.  Selection criteria are available at the top of the window to limit the displayed orders, and the appropriate approval column is keyable.  Simply entered the desired value into the field and press enter.  Acceptable values are:
· A – Approved
· R – Rejected 
· P – Pending
· N – No approval necessary
[image: ]
Figure 25 C242. Order Approval - User


[bookmark: _Toc450053193]C244. Order Approval – Account

[image: ]
Figure 26 C244. Order Approval – Account

The Order Approval – Account window displays a list of all orders which you, the logged on user, have authority to approve.  Selection criteria are available at the top of the window to limit the displayed orders, and the appropriate approval column is keyable.  Simply entered the desired value into the field and press enter.  Acceptable values are:
•	A – Approved
•	R – Rejected 
•	P – Pending
•	N – No approval necessary


[bookmark: _Toc190254156][bookmark: _Toc450053194]Order Fulfillment
[bookmark: _Toc450053195]C260. Distribution
[image: ]
Figure 27 C260. Distribution
[bookmark: _Toc190254157][bookmark: _Toc450053196]Pick Lists
[bookmark: _Toc190254158][bookmark: _Toc450053197]Printing
Job. Generate Pick List
After orders are approved, they can be picked and delivered.  The first step in fulfilling orders is to print the Pick List.
Select Program CB261 on the Batch Submission panel.  Specify a Page Title and check the Print Title and Print Request boxes, if desired.  The Run Mode is irrelevant for this program.  Select a Sequence.  Report Totals, Destination, and Copies are not used by this program.  Typically, this data is specified for a Request just once and then reused, changing the Selection Criteria.
[image: ]
Figure 28 Job. Generate Pick List CB261

The Delivery, Whse, Pick#, Reprint, Route, and Pickup fields are important.  
Use them to indicate the intended Delivery Date, Warehouse, and Delivery Route for the Pick Ticket.  You can specify a Pick Ticket number or, by leaving it blank, let the system generate one for you.  Reprint is used only to indicate that you would like to reprint an existing Pick Ticket and requires that the Pick# field contain a valid value.  If the Pick List is for items that will be picked up instead of delivered, put a “Y” in the Pickup field.
[bookmark: _Toc450053198][bookmark: _Toc190254159]C262. Post Pick Lists – Posting


After the items have been picked, the Pick List must be posted.  The quantities may be entered manually, saved, and posted.  If all quantities ordered were actually picked, you can simply click Post, and the Quantity Ordered values will default into the Quantity Picked.
[image: ]
Figure 29 C262. Post Pick Lists

[bookmark: _Toc190254160]

[bookmark: _Toc450053199]Delivery Tickets
[bookmark: _Toc190254161][bookmark: _Toc450053200]Print Delivery Tickets
Our next task is to print the Delivery Tickets.
Select Program CB263 on the Batch Submission panel.  Specify a Page Title and check the Print Title and Print Request boxes, if desired.  The Run Mode is irrelevant for this program.  Select a Sequence.  Report Totals, Destination, and Copies are not used by this program.  Typically, this data is specified for a Request just once and then reused, changing the Selection Criteria.
[image: ]
Figure 30 JOBS Generate Delivery Tickets

The Del Date, Whse, Tick#, Reprint, Rte, and Starting JE fields are important.  Use them to indicate the intended Delivery Date, Warehouse, and Delivery Route for the Delivery Ticket and the Journal Entry number for the interface with Finance.  You can specify a Delivery Ticket number or, by leaving it blank, let the system generate one for you.  Reprint is used only to indicate that you would like to reprint an existing Delivery Ticket and requires that the Tick# field contain a valid value.  The Starting JE field may also be left blank, and the system will generate the next available Journal Entry number for you.
The resulting Delivery Ticket should be printed out and filled in as items are delivered.
[bookmark: _Toc190254162][bookmark: _Toc450053201]C263. Post Delivery Tickets 	- Posting

Finally, after the items have been delivered, the delivery ticket should be posted.  The quantities may be entered manually, saved, and posted.  If all quantities picked were actually delivered, you can simply click Post, and the Delivered values will default into the Received fields.
[image: ]
Figure 31 C263. Post Delivery Tickets

[bookmark: _Toc190254163][bookmark: _Toc450053202]Handling Variances

On occasion, all the items on a pick list or delivery ticket may not actually be picked and posted.  When this happens, we have a variance.  When an item is posted, the actual number picked is removed from an “ordered” counter in the Warehouse Item Master.  However, the remaining items are still marked as ordered.  To handle this we make two assumptions.  The first is that the non-picked items cannot later be picked on the same order, i.e. they must be reordered.  The second is that we must perform steps to remove this excess quantity from the “ordered” counter.  We do this so that we have a record that the variance occurred.  
The procedure consists of two simple steps: print a variance report, and cancel the remaining order.
To print the variance report, we navigate to the Batch Submission panel and select program CB262, Pick List Variances Report.  If you would like to run this for a specific Warehouse or even a specific Pick Ticket, specify that on the Criteria line.
[image: ]
Figure 32 Job. Print Pick List Variances
The output will follows give us a list of all pick lists with variances.  Multiple orders are allowed on a pick list and so the system will print the order number and order date for each item.  These can then be cancelled on C253. Cancel Order.
Note:  The order cannot be cancelled until the part of the order that can be filled has been filled.  Therefore, the delivery tickets for the items which were picked must be printed and posted.  At this point, the order can be cancelled.

[bookmark: _Toc190254164][bookmark: _Toc450053203]Cancelling Orders

Orders can be cancelled after they have been created, of course, and either before the items on the order have been put onto a pick ticket or after the available items have been delivered.  To access the Cancel Order page, navigate to C253. Cancel Order.


[bookmark: _Toc450053204]C253. Cancel Order [image: ]
Figure 33 C253. Cancel Order
Simply select your order and press F10 twice.  The first time, you will be prompted with the message “Are you sure? Press F10 again.” as seen below.
Cancelling an order will make the appropriate quantities available to be ordered again.  That is, an entire order will have its quantities made available, but a partially filled order will only return the unpicked items to inventory.
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