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Learning Outcomes 
In this lesson you will learn how to set up and use the Products and Services Register. 

Requirements and Prerequisites 
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Video 
There are videos available on this subject. 

Overview 
SoEasy’s Products and Services Register has many ways for you to maintain an extensive range of 
commodities that you sell to your customers. 
 
The Platform Set up Module  has already discussed Loading Suppliers into the Database  and the 
specific settings required. It has also discussed the concepts of Categories and Headings  and 
Adding Products and Services  so we will not be describing these processes here. 
 

Back to Top 

Products Register 
The term Products and Services Register  will be used often so we will abbreviate it to just the 
Products Register although the register will look after a wide range of commodities. 

About Products and Services 
The Products Register can be loaded with a wide range of Products and Services which will help you 
bill items to customers, keep control of stock and help you calculate the profitability on each job. 
 
There are four types of Product and Service: 
 
Products  Commodities you purchase or manufacture for resale 
  e.g. Tyres, Cars, Fittings, Pipes, Fruit and Veg… 
 
Services  Services you provide 
  e.g. Wheel alignment, Fitting, Window clean… 
 
Labour  Labour rates for services or individuals 
  e.g. John’s hourly rate, after hours rate… 
 
Non Stocked Items 
  Items that you do not normally have in your Products Register. 
 
Templates 
Items in your Products Register can be built into Templates and billed rapidly to a customer. 
 
For example, you may have an automotive workshop and provide three standard services: 
 

Quick Service  
  1 hour labour 
  5 litres of standard oil 
  10 point safety check 
 
Advanced Service 
  2 hour labour 
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  5 litres of premium oil 
  Tyre rotation 
  Water and fluid check 
  20 point safety check 
 
Premium Service 
  3 hour labour 
  5 litres of premium oil 
  Tyre rotation 
  Water and fluid check 
  Gearbox check 
  Differential check 
  30 point safety check 

 
Each component of the service is added to the Products Register and then 3 templates would be 
created so that when billing for one of the services you simply choose the appropriate template and 
the individual items are billed to the customer automatically, saving you time and providing valuable 
reporting capabilities. 
 
Categories and Headings 
Because each product is assigned to a Category you can report on the performance of an individual 
product or an entire Category of products. Each Category is assigned to a Heading, so you can also 
report on the performance of a group of Categories. 
 
Product Sales Report for March 
 
HEADING – Labour 
 

Category – John   Charged  Profit 
Standard Labour  $3,000  $1,000 
After Hours Labour $2,300  $1,150 

   
  Category – Mary   Charged  Profit 
   Standard Labour  $3,200  $1,050 
 
HEADING – Materials 
 
  Category – New Parts  Charged  Profit 
   Exhausts  $2,900  $1,134 
   Panels   $4,500  $1,600 
   Tyres   $6,456  $2,195 
 
  Category – Secondhand Parts Charged  Profit 
   Panels   $7,200  $3,200 
   Tyres   $1,400  $1,001 
 
This level of reporting is achieved by setting up and maintaining your Products Register 

 
If you require a more sophisticated method of monitoring Labour, we have a module called the Time 
Sheet Module  that provides a rapid logging of time sheets against jobs and a high level of individual 
staff reporting performance. See the Time Sheet Training Module  for more information. This module 
is used by many of the Trades such as plumbers, builders, gas fitters, and roofing contractors. 
 
We also have a Time Manager  module that will monitor every minute of the day. This module is very 
useful if you have a business where staff are primarily at their desk and performing services for 
customers. Businesses like legal firms, accountants, graphic artists, web developers would all use 
this module to maximise their billable time and keep careful track of client charges. 
 
The use of the Products Register or one of the Industry Specific modules can help you bill out the 
right components, monitor profit and eliminate time wastage. 

Back to Top 
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Screen Layouts 
The Products Register can be accessed in two ways. 

1. Via the Platform Main Menu  
 

 
 

2. Via the Database  
 

 
 
 



Products and Services Register __________________________________________________ Page 5 

 
© Copyright 2009 – The Matrix Trust�

The Products Register Screen  can display 2 formats: 

 
 
Format 1 is as above where the products by supplier are shown. 
With this screen, if you have a lot of products it can be difficult to scroll through to the one you wish to 
work with. 
 
Select the Show All  button (highlighted in red as above) and the next screen appears: 
 

 
 
This screen will allow you to use the VCR Search buttons to scroll through products. 

Back to Top 
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Setting up the Products 
The Show All  screen can be set as the default by going into: 
Platform  – Set up  – Products  and selecting the Display Option . 
Change the value to Zero . 
 
At this screen you can also make other changes to the way that products are saved and worked with. 
Read through the options and make changes to suit. 

Back to Top 

Supplier or Optional Code 
 
Another setting that can be useful can be found in the Invoices set up  area. 
On the left of this screen is an option called Change Adding Item sort order .  
This option allows you to specify, that when adding an item to an Invoice, you use the Optional  or 
Supplier’s  product code . Whichever option you set will become the default sort order when looking 
up an item to add to an invoice or looking up an item in the Products Register.  
 
The default  is Code and it suits most situations. 
 
The Optional Code  can be specified when adding  or editing  a product in the Products Register. 
 

 
 
The system requires you to add at least the Supplier’s Code.  
 
You can also add an Optional Code  that is different  than the supplier’s.  
 
The Optional Code can be set up to suit your requirements and can be a bit more descriptive. 
If using one of SoEasy’s POS modules the Optional Code is used for placing on touch screen 
buttons. 
 
In the above example the Supplier’s code for chips is CHIPS, whereas we have specified the 
Optional code as 1 SCOOP OF CHIPS.  
 
On the next screen you can see how the Point of Sale screen will display the product. 
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Back to Top 

Finding a Product 
There are many ways to locate a product in the Products Register. 
 
VCR Scroll Bar 
If you are in the Show All  products screen you can use the features of the VCR Scroll bar to find a 
product. 
 
Search 
The Search button enables you to enter a product code and the product will be brought up for you to 
edit. This is a very handy method if you are using a barcode scanner and can scan the product into 
the search dialog. 
 
Keyword 
The keyword function allows you to enter some text that would appear in the product’s description 
and when you select OK, any product that has that word anywhere in its description will be displayed 
for you to choose from. The Keyword function is available in many areas where products are involved 
such as Quoting and Invoicing. 
 
By Supplier 
Products  should be loaded  against the supplier  who provides the items to you. This way you can 
order items from the supplier and the automatic stock management system can help you keep your 
minimum stock up-to-date. 
You can also view products supplied by a supplier. 

Back to Top 
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Exporting your Register 
If you have Microsoft Excel or Open Office, SoEasy can export and open a convenient spreadsheet 
of product data. 
 

1. At the Products Register you can select the Export  button and the currently displayed 
Products Register will be exported. 

 
2. When you go into the Products Register, the Products Register Menu  has an option to 

Export/Import products . 
 

Back to Top 

Importing products and services 
You can import a spreadsheet of products and services into the Products Register. 
This is a great way to initially set up your Products Register. 
 

1. Go to Platform  – Set up  
2. Select Importing  
3. Select Export/Import Products  
4. Follow the instructions 

 
It is a good idea to watch the video on how to Import Products and there is also a help guide 
available at the screen. 
 
IMPORTANT 
SoEasy can only import CSV files unless otherwise stated, so it is very important that when saving a 
spreadsheet that you save it as a CSV format . 
 

 
 
Once saved, the file must also be closed . Otherwise SoEasy cannot open the file. 

Back to Top 
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Units of Measure 
You can set up Units of Measure for products if desired, and set up Invoices so that the Units of 
Measure appear on the printed copy, (unless the Invoice/Quote is a customized format). 
 
To set up Units of Measure 

1. Go to Platform  – Products  
2. Select Utilities  
3. Select Edit Units of Measure 

 
To have Units of Measure appear on Quotes/Invoices 

1. Go to Platform  – Set up  – Invoices . 
2. On the left of the Invoice set up screen there is an option called Select details of columns . 
3. Here you can define what columns you would like to appear.  

Back to Top 

GST Applicable 
A product can be set as GST applicable meaning that when the item is added to an Invoice, GST 
should be charged. 
 

 
  
The GST rules are: 
 

1. If an Invoice is a non GST Invoice, when adding an item to it GST will not be charged. 
2. If an Invoice is GST applicable and you try adding a non GST applicable item, it will be 

disallowed as a GST Invoice, as it can only have GST items added to it. 
Back to Top 
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Costing Methods 
When adding an item into the Products Register it is a good idea to establish a cost. 
This allows you to know the profit and margin when adding an item to a Quote or an Invoice. 
 

 
 
This information can be hidden but it is very useful. 
You can also change the cost of an item when adding it to the Invoice. 
 
The different costing methods are: 
 

 
 
None The item costs nothing 
Cost The item costs something 
Margin We make a margin off the sale price. For example, we sell it for $90 and we make 30%. 
Kitset The item cost is based on the individual costs of the items in the kitset. 
 
There is one other costing method called Use Cost Calculator  which allows you to calculate the cost 
of an item at the time of adding it to an Invoice. All items can be re-costed when adding to an Invoice 
but the Cost Calculator allows you to create formulae. 
 
The special cost techniques are explained in the following topics. 

Back to Top 
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Kitset 
Although Kitsets are still available they have been superseded with Templates as you can do a lot 
more. 
 
The concept of Kitsets is: 
 

1. Add individual items to the Products Register . 
2. Add an item and select that it is a Kitset .  
3. When you select OK, you will be taken to a screen where you build the items belonging to 

the Kitset. 
4. You then transfer the stock of individual items to the kitset and can keep track of individual 

items and Kitsets. 
 

As mentioned, this technique has been superseded by Templates, as Templates only deduct 
component stock when a Kitset/Template  is sold so the original component stock is retained. 

Back to Top 

Cost Calculator 
The Cost Calculator method allows you to create a charging list. Templates could also perform this 
process and would provide more detailed reporting. If you use the Cost Calculator  method, reporting 
will only show the one item, its total cost and total RRP. 
 

 
 

1. Enter the normal product type details. 
2. Select Cost  and Use Cost Calculator.  
3. Select OK. 
4. A Cost Calculator dialog will appear as per the next page. 
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5. In the dialog box, identify the items , costs , RRP, and standard quantities  to charge. 
 

6. When you add the item in the normal manner, i.e. selecting the List  or Key buttons in the 
Invoice/Quote screen, a Cost Calculator box will appear which you can complete. 

  

 
 

7. This will add the one item to the Invoice. 
Back to Top 
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Retail, Wholesale, Distributor 
You can set up to three pricing structures which we call Retail , Wholesale , and Distributor . 
 
This pricing structure would apply if you: 
 
Sell items to general customers at the Retail price  RRP 
Sell items to Wholesalers at a different price than Retail  Wholesale 
Sell items to Distributors at a different price   Distributors 
 
If you don’t have Wholesalers and Distributors then this pricing policy is not important. 
You can also set individual discount rates per customer and in the Enterprise Version of SoEasy 
there is a Price Exception  module available, which allows you to set specific prices for product for 
specific customers. 
 
To use the Retail, Wholesale and Distributor pricing: 

1. Set up the price structure in your Products Register . 
2. Go to Platform  – Database and edit/add  a contact to the database. 
3. In the dialog box choose which price structure  the contact should use. 
4. When a Quote/Invoice/Credit Note is created the relevant pricing structure will be used. 

Back to Top 

Maximum Discount 
When adding an item to the Products Register you can set a maximum discount that can be given 
when billing an item. 
 
If a sales person provides a discount above the maximum set, they will be warned that they are 
exceeding the maximum applicable discount. 
 
You can report on Discounts as long as the discount was provided as a percentage  and not an 
actual physical price reduction. 
 
A note about discounting  
Many people will ask for a discount and a keen sales rep will try to win the sale by using a discount. 
Unchecked discounting becomes a daily occurrence and erodes profitability. 
 
Avoid discounting. Winning on cost only lasts until your competition offers lower than you and in 
many cases no one ends up making any money. 
 
If providing a discount, achieve a benefit for your own company such as Cash on Delivery or 
increased quantity of sale. Avoid discounting. 
 
The Sales Manager Module has a special discounting function that if a sales rep is on a commission 
and they offer a discount, the discount is effectively deducted from their commission. See the tutorial 
on The Sales Manager Module . 

Back to Top 
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Quantity Price Discount 
The Quantity price Discount option provides a quantity purchase price structure. For example: 
 

Purchase  RRP  Totals 
1 widget  $10.00 each  $10.00 
100 widgets $8.00 each  $800.00 
1000 widgets $6.00 each  $6,000.00 

 
To set up a Quantity Price Discount: 
 

1. Complete the normal product details and set the first Quantity that a discount is applicable 
for. See Arrow 1. 

 

 
 

2. When you select OK a dialog box will ask for three pieces of information: 
 

·  Quantity at which a discount starts. 
 

·  Number of Discount Rates – Enter the number of quantity price breaks. 
This can be altered later. (e.g. 10,100,1000 = 3 discount rates) 
 

·  Increment between breaks – (e.g. quantity price breaks are 100, 200, 300, 400 so 
the increment is 100). These values can be modified later. 
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3. Select OK and a Quantity Price Break screen will appear. 
 

 
Arrow 1 The price  structure for one unit . 
Arrow 2 The different price structures for quantities . Select them with your mouse to edit. 
Arrow 3 Add another price break. 
Arrow 4  Select when finished to exit 
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4. When editing a line in the Quantity break discount screen, the prices are edited by changing 
these values: 

 

 
 

5. You can always edit the price structures by simply editing the product and selecting OK. 
 

6. When you add a Quantity Price Discount product to a Quotation or an Invoice, the dialog 
box will automatically display price quantities for you to choose from. 
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Deleting Quantity Price Break Discounts 
 
If you edit a Quantity Price Break Discount product, when you select Delete , you will also delete 
the quantity breaks. 
 
There is also a utility at (Platform Main Menu  – Products  – Utilities ) called Remove Kitset 
Details  which will also delete Kitsets. 

Back to Top 

Dimensions 
Some products may be sold by dimensions. For example, you sell concrete by the cubic meter. 
A particular job has a dimension of 10 meters by 3 meters by .08 meters (80mm) deep. 
 
When adding concrete as a product into the Products Register you could specify that it is a 
Dimensional  product. 
 

 
 
Then when you add the product to a Quotation or Invoice, you will be asked for the dimensions. 
 
SoEasy can handle four different dimensions: 
 

·  Individual units 
·  Quantity X length 
·  Quantity X length X width 
·  Quantity X length X width X depth 

 
 

Back to Top 
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Notes 
There are two sets of Notes that you can incorporate into a product: 
 

·  Notes that will appear on an Invoice/Quote. 
·  Private Notes that only show during the adding but do not appear on the Quote/Invoice. 

 
The notes can be up to 4,000 characters long and if you would like to create a second line, whilst in 
the notes section hold the Ctrl key down and press the Enter  key. 
 
For the notes to appear on a printed Quote/Invoice you must have notes set as part of the Invoice 
layout.  See Platform  – Set up  - Invoices . On the left side of the Invoice layout select the option 
Select details of columns . Select the option Notes on item being invoiced . 
 
Displaying Notes 
If you would like the Invoice screen to always display the Notes: 

1. Go to the Invoice Screen . 
2. Choose the menu option Displays.  
3. Choose Show Notes . 
4. To set the screen as the default choose the menu option Displays  

and select ** Select Current as Default.  
Back to Top 

Web Link 
If you have a web link to the product enter it in the Web Link  section (Arrow 1). 
 

 
 
If you want to visit the product’s web page, select the web link  icon (Arrow 2). 

Back to Top 
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Stock Control 
If you want to keep control of your stock select the option Control Stock?  
 

 
 
On hand  The quantity of the product that you currently have in stock.  
On order  The quantity of the product that you have on order. 
Minimum level What is the minimum level of this item you want on hand at all times? 
Normal order What quantity of the product do you normally order? 
Minimum order If the supplier requires a minimum order, what is the minimum order quantity? 
 
Once you have made these settings SoEasy will help you manage your stock values. 
 
Stock Control Rules 
 

1. If creating a Quotation, each item will not  be deducted from stock until you convert the 
Quotation into an Invoice. 

2. When creating an Invoice, each item will be deducted  from stock immediately. 
3. When creating a Credit Note, each item will be returned  to stock immediately. 
4. When creating a stock order, each item will have their On Order  value updated. 
5. When receiving the items for an order you have placed, On Order  will reduce  whilst In 

Stock  will increase . 
 
Ordering Stock 
 
The Stock Ordering System is described in detail later on in this manual. 
 
The Stock Ordering System can be accessed by going to Platform – Products Register – Order 
System . 
 
Stock Audit 
 
Every stock transaction is tracked through a comprehensive Stock Audit  system. 
 
The Stock Audit  trail can be viewed through Platform – Products Register – Stock Audit . 
 

Back to Top 
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Alternative Stock Op Code 
The Alternative Stock Op Code function allows you to assign stock management to another product 
in the Products Register. 
 
For example, we sell shoes but the colours and sizes vary and we only want to keep stock control on 
the basic style of shoe. 
 

1. We add the shoe style to the Products Register (Op Code  = SHOE MYSTYLE). 
2. For the MYSTYLE shoe range, we add a product for each shoe colour into the Products 

Register. 
3. We set the Alternative Stock Op Code for adjusting stock  to the SHOE MYSTYLE code. 
4. When we sell a coloured shoe, the stock for “SHOE MYSTYLE” is adjusted instead of the 

coloured shoe. 
 
The Alternative Stock Op Code function can be used in many ways where you want one product to 
keep track of the stock of many items. 

Back to Top 

Commissions 
When a rep sells a product you can specify that they receive a specific commission. 
Commissions are covered in detail in the Sales Manager Module . 

Back to Top 

Warnings 
In some circumstances you may want a user to be prompted with a question when a specific item is 
sold to a customer. 
 
For example, when you sell a burger you may also want the user to be prompted with a message to 
ask the customer if they would like fries with that. 
 

 
 
 
At Arrow 2 you can add a code of a product you may also want to bill when the user is prompted with 
the warning. 

Back to Top 
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Do Not Print on Invoice 
Items can be added to an Invoice that will appear on the screen and Job Card but will not actually be 
printed on the Invoice. For example: 
 
You sell garage doors and the main component that people buy is: 
 
Garage Door and fitting  RRP $2,659.00 
 
To fit the garage door requires: 

2 hinges 
1 lock 
56 screws 
1 cord 
 

You only want the items deducted from stock, and the costs brought through to the Invoice 
profitability section. You do not want these items appearing on the actual printed Invoice. 
 
To achieve this you can set the item as Do not print on Invoice . 
 

 
 
The rule for Do not print on invoice  is that you cannot set an RRP value. 
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You can also set Do not print on invoice  on any item that you are adding to a Quotation or Invoice. 
 

 
 
Arrow 1 Add an item in the usual manner and then select Hide when print  (Arrow 2). 
Note: This feature may not work for customized invoices unless specifically created. 

Back to Top 

On Web List 
If you want to export items from your Products Register to a CSV file so that they can be incorporated 
into your web page, set the item to be On Web List . 
 

 
 

When you have completed your selection, go to Platform – Products Register  and select the option 
Web Price List . 
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Serialised Products 
You can keep track of Serialised Products by adding an item to the Products Register and setting it 
as a Serialised Product . 
 

 
 
When you add a serialised product to a Quotation, Invoice, or Credit Note, you can only add one item 
at a time. 
 
As you add the item to a Quote/Invoice/Credit Note, you will be asked to enter the serial number . 
 
Find 
To find the Invoice that a serialised product has been charged on: 

1. Go to Platform  – Debtors  – Invoices . 
2. In the menu bar there is an option called Find – Serialised Product.  
3. Enter the serial number  and if it is found as an item in an Invoice, the Invoice will be 

displayed. 
Back to Top 

Barcode Labels 
You can print Barcode Labels for products that you have loaded into SoEasy. 
 
There are two types of labels available: 

1. A4 sheets of labels 
2. Individual labels 

 
If printing individual labels you will need a dedicated Barcode Label Printer. 
 
IMPORTANT! 
It is very important to test labels and make sure t hat they can be read by your barcode 
scanner before mass printing. The “darkness” settin g of the print can determine if a label can 
be easily read or not.
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To set up a dedicated Barcode Printer 
 

1. Make sure you have already loaded the Barcode Printer driver according to the 
manufacturer’s specifications. 

2. Go to The Front Company Menu.  
3. Select Set Printers  (left of the screen). 
4. In the list of printers select the Barcode Printer.  
5. Once you choose the printer you will be taken to another screen where you can choose the 

default label  size. 
6. Barcode label printer information is being updated regularly and to troubleshoot settings you 

can select the Printer Help  button where you will be taken to our online support pages on 
the subject. 

 
To Print a Barcode Label 
 

1. Go to Platform . 
2. Select Products.  
3. Select  Print barcode labels.  
4. Search for the supplier . 
5. Select a product with your mouse and a dialog will appear where you can choose how many 

labels you wish to print. 
 

 
 
Notes 

·  Be careful about the Quantity to print. 
·  Price always includes GST. 
·  You have the option to print to a label printer or A4 sheet of sticky labels. 
·  The A4 sheet should have a layout of 3 columns by 11 deep . 

  
To print a specific supplier’s product labels 

 
This is a special feature that calculates the total quantity of stock for the supplier and works out 
the total number of labels you wish to print. It is ideal for setting up all your products with product 
labels. 

 
1. Go to Platform . 
2. Select Products . 
3. Select  Print bar code labels . 
4. Search for the supplier . 
5. At the bottom of the screen is a button Print all labels.  

Back to Top 
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Templates 
Templates provide an excellent method of billing groups of items to a Quotation or Invoice very 
efficiently. 
 
A Template can be used to provide a common list of materials for a job to pick and choose which 
items were used and bill them against the job. 
 
To create a Template 

1. The products must be added to the Products Register first. 
2. Go to Platform  – Products . 
3. Select the option Templates  

 

 
 
Arrow 1 Add  a new Template. 
Arrow 2 Edit  the current  Template name and settings. 
Arrow 3 Add  an Item from the Products Register to the Template. 
Arrow 4 Edit  an Item. 
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When you add a new Template or edit the Template name you have several options: 
 

 
 
Arrow 1 Hide any associated items on the invoice and show only the description and total RRP. 
 
Arrow 2 Apply a standard discount to all RRP charges when billing the Template. 
 
Arrow 3 Options: 
 
  Standard  A standard Template where, when you are adding a Template to an  
    Invoice, you can set the individual quantities of each item to charge. 
 
  Kitset   When adding the Template to an Invoice, instead of being asked for  
    individual quantities of items to charge, you are asked for a quantity  

that will be multiplied against all items of the kitset. 
 
  Kitset rounding  Using the same technique as Kitset but quantity values are rounded up. 
 
    E.g., a Kitset is made up for fence hire. A fence panel is actually  
    2.2 meters but we want to charge by the meter. The kitset would look  
    like: 
 
    Fence hire per meter  
    0.455 x Fence Panel 
    1 x Connector 
 

When billing the kitset; you bill out 95 meters; the quantities would 
be 95 * 0.455 = 43.225, which if using the rounding option, would round 
up to 44. 
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Using Templates 
You can use a Template at the Quotation, Invoice or Credit Note screen. 
 

 
 

1. Create an Invoice . 
2. Select Template  (Arrow 1). 
3. Select the Template  you would like to work with. 
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4. You can change  the quantity to be billed by selecting the item with your mouse (Arrow 1). 
5. You can also be prompted with each item in the Template as it is billed against the client 

(Arrow 2). 
6. You can immediately bill all items  on the Template against the Invoice (Arrow 3). 
7. To exit  the screen and return to the Invoice, select the Return  button (Arrow 4). 

 
8. You can also edit the Template (Arrow 5). 

 
When you return to the Invoice you will find all the items have been billed against it. 
 

 
 

Back to Top 
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Ordering System 
Ordering products from suppliers is achieved through the Products Ordering System. 
 
Rules 
The supplier must be in the database.  
The products you order must be in the Products Register. 
 
 

1. Go to Platform  – Products . 
2. Select the button Order System.  

 

 
 

3. The common ordering functions are available at Arrow 1 
 

a. Add/Edit  and Order. 
b. List current Orders. 
c. Receive  Stock. 
d. Update  non-ordered stock (receive stock you have not made an order for). 

 
4. Other order system options are available at this screen: 

 
a. Archive 

i. When an order has been receipted it is archived. 
1. Archive  an order. 
2. Print  a copy of an archive order. 

 
b. Current Orders 

1. Search  orders by supplier. 
2. Quick Print allows you to quickly print an existing order. 
3. Delete  an order. This does not archive the order. 
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To create a new Order 
 
1. Go to Platform  – Products  and select the button Order System.  
2. Select the option Add/Edit Orders . 

 

 
 

3. Select Add an Order  and choose the supplier you wish to order from.  
Three order options will be provided: 
 

 
 
 

a. Stock Level  will create an automatic order based upon items that have fallen 
below the levels you set when you added the item to the Products Register. 
 

b. Selection  will allow you to make a selection of Items that have fallen below the 
minimum levels. 
 

c. One-Off  will allow you to order any items that the supplier provides. 
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4. An option to print/fax/email the order is provided. 
 
Other Screen Options 

 

 
 
Arrow 1 Change  the delivery  details. 
Arrow 2 Edit an ordered item. 
Arrow 3 Add  another item to the order (see also Keyword option). 
Arrow 4 Add notes that will appear on the order. 
Arrow 5 Add  a product to the Products Register so you can order it. 
Arrow 6 Print  the order. 
 
You can also scroll  through any other orders by using the standard VCR Scroll bar at the bottom of 
the screen. 

Back to Top 
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Receiving Stock 
If you are maintaining the stock system it is important to receive stock in so that the quantities are 
kept up-to-date. 
 
You can receive stock in two ways: 

1. Ordered Stock 
2. Non Ordered Stock 

 
Ordered Stock 
This is the process for receipting stock in that you have placed an order for in SoEasy. 
 

1. Go to Platform  – Products . 
2. Select the button Order System.  
3. Select Receive Stock.  

 

 
 

4. Select the order you are receipting in with your mouse. 
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5. The Mark off Received Stock  screen will appear. 
 

 
 

6. Select the Received  button next to the item you are receiving (Arrow 1) and the Mark Off 
Orders Received dialog will appear. 

 
7. Enter the details of the received goods (Arrow 2) and select Ok. 

 
8. Note: If you did not receive all the items required but the order is complete, select the Item 

is Complete  button. 
 

9. Work through all items until the order has been fully receipted. If it has not, select the Menu 
button. 

 
10. When an order is completed it will be archived  for you. 

 
11. As you receipt stock, the Products Register will be updated. The on order  will reduce and 

the in stock  will increase. The stock audit trail will also be updated with the transaction. 
 

Non Ordered Stock 
If you do not use SoEasy’s Order System you can receipt stock in three different areas: 
 

1. Edit  a product  in the Products Register. This would work but would not be as efficient as 
the next method. 
 

2. In the Creditors Module  there is an option called Update Stock.  
 

3. In the Products Register – Order System  there is an option Update non-ordered stock.  
 

Back to Top 
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Conclusion 
SoEasy’s Product Register is a very comprehensive system with many features and functions.  
 
For most small businesses many of the functions are not required and they have been designed to 
be non obtrusive. It is still a very good idea to become familiar with all of the Product Register 
features so you can design your present and future needs. 
 
The Stock Audit function allows you to identify stock movement and also identify if there are any 
unusual transactions. 
 
If you convert stock from one product to another, SoEasy has a special module called the Stock 
Convertor Module . For example, if you have 200ltr drums of oil and convert it to 4 litre cases, 
SoEasy’s Stock Convertor module is ideal for managing the conversion. To find out more please 
refer to the Specialist Modules Training Module .  
 

Back to Top 
 


