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Placing an Order

Placing orders in BinWise allows the user to track every step of the ordering process. This opens
up complete visability into your program so you can manage costs, delivery expectations and item
par counts. This guide will walk you through the first part of placing an order in the BinWise
system - adding items to an order and sending it out to a vendor via email. You can order: Wine,
Liquor, Beer and Non-Alcoholic ltems.

Placing an Order (1)

ORDERS INVENTORY v WINE LIST -

ENTER PURCHASE ORDER @

VIEW PURCHASE ORDERS

ENTER INVOICE

VIEW INVOICES

BAR CODE SHOPPING CART

VENDORS - DETAILS

VENDORS - CONTACT UPLOAD

VENDORS - ADD ACCOUNTING CODES

OFF SITE TRANSFER - ADD

OFF SITE TRANSFER - VIEW

1. To place an order, from the Orders tab, choose “Enter Purchase Order.”
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Placing an Order (2)

ENTER PURCHASE ORDER - REALWINELISTS DEMO ! ’
SELECT AVENDOR BELOW [ CURRENT VENDOR DETAILS |
[ CREATE NEW/ VENDOR | To create a purchase order, fill in the amount to order and then click on the 'Create This

Purchase Order' button below. You will be able to add new items to the purchase order

DIRECT - $102961 88 on the next screen.
ESTATE - 562384 .34 | SHOW NON-WINE ITEMS ONLY |

°,KERMIT LYNCH - $48001.46

S={SOUTHERN WINE & SPIRITS - $17156.98 e
HENRY WINE GROUP - $7949 52 | CREATE THIS PURCHASE ORDER "W
ABCD WINES - $7381.04
ESTATES GROUP - $6273.55 BinWise Item Link List Order Qty 60 Day  Off
CHAMBERS - $3375.04 Barcode Amt Purchases Site
DBI - $2280.00
NEW VENDOR TEST - $1300.00 581 [Alma Rosal Chardonnay El Jabali 2007 [750] ON |6 0.00 0 0
123 WINE DEPOT LsT [
A. SALENTINE VINEYARDS
ACKER - AUCTION 756 [Andrew Willl Cabernet Blend Two Blondes 2006 [750] LCI)S'\jT 12 0.00 0 0
ALLIED

Ordering is done by selecting a vendor and adding items to a purchase order. There are two
screens for ordering items - the firstis the Vendor Selection. From this screen, a list of vendors
you currently order from, will be available.

1. Select the vendor that you would like to place an order from (make sure that this vendor has a
contact name and email address in the account by looking in the Orders Tab - Vendors - Details
screen)

2.0nce a Vendor has been selected - a list of items (wine, liquor and beer) that have been
previously purchased, will be shown on the right. Find the item that you want to add to the order
and enter in a quantity in the Order Amt box.

3. Once all of the items have been added - click Create This Purchase Order

Note: If you would like to add an item thatis brand new to your inventory - the item can be created
and added to the Order in the next screen.
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Placing an Order (3)

PURCHASE ORDER

KERMIT LYNCH g 04/07/2014 g 04/08/2014 PURCHASEORDER

g Vendor Creation Date Delivery Date
° ¥ Auto Subtotal
| CLICK HERE TO CREATE NEW INVENTORY ITEM |
}Andrew Will Cabernet blend two blondes 2009| @ H H “ ADD ‘
(825) [Andrew Will] - Cabernet Blend Two Blondes 2009 [750][Cost$25.00][List$50] Quantity Sub Total

Invoice Total : $649.98

Binwise Item Name Qty Cost Last SubTotalRemove]
Barcode Paid
435 [Araujo] - Cabernet Eisele Vineyard 750 1995 6 $108.33 $108.33 $649.98
Invoice Total : $649.98 UPDATE
Distribute this shipping charge among these items. 0.0

Forfees or small charges, create a separate "open’ line item and apply your charge amount to that item.
This and the next two steps cover the second screen in the ordering process.
On this screen you will see:
1. Vendor Name - you can also make edits to the vendor by clicking on the "edit" button
2. Creation Date: The date the order was created

3. Delivery Date: This is the date of the expected delivery. This is a veryimportant date - as this
will be the date that the vendor will see in the email order as the requested delivery date (we cover
what happens if your items are delivered on a different date in the "Receiving a Delivery" Guide)

4. Create New Item: clicking here will take you to a pop-up screen that shows the same add new
item screen that you can access from the Inventorytab. You can use the quick add, the custom
add or the add non-wine item tabs depending on which item you need to create in order to add to
your inventory and order.

5. Item List: The Search Bar gives access to everyitem (wine, liquor, beer, etc) in your inventory -
including any brand new items you may have just created. Start by either typing the "Producer" or
"BinWise Barcode #" to find and select the item. Typing in more information narrows your choices
and may be helpful in the case where you have a lot of items from the same producer. You can
also search byfantasy, cuvee or vineyard name.
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Placing an Order (4)

ENTER ORDER - REALWINELISTS DEMO ! ‘I!Eﬂ

PURCHASE ORDER

KERMIT LYNCH 04/07/2014 04/08/2014 PURCHASEORDER

Vendor Creation Date Delivery Date
° e ¥ Auto Subtotal
[ cLICK HERE TO CREATE NEW INVENTORY ITEM | = e g
k825) [Andrew Will] - Cabernet Blend Two Blondes 2009 [750][Cost$55.00][Li[12 |[300.00 ‘ ADD ‘
ltem List Quantity Sub Total

Invoice Total : $649.98

Binwise Item Name Qty Cost Last SubTotalRemove]
Barcode Paid
435 [Araujo] - Cabernet Eisele Vineyard 750 1995 6 $108.33 $108.33 $649.98
Invoice Total : $649.98 UPDATE
Distribute this shipping charge among these items. 0.0

Forfees or small charges, create a separate ‘open’ line item and apply your charge amount to that item.

Once the item has been found in the Item List, you will enter in the requested quantity and total,
and then Add the item to the Purchase Order.

1. Quantity: Enter in the number of bottles you want to order

Note: All quantities should be ordered as bottle (or single item), not case quantities. For example:
if requesting a "Six Pack of Corona bottles," the quantity would be 6....not 1 Six Pack.

2. Sub Total: **Adollar amountis required here, you cannot leave this blank or at $0** If an item
has been previously purchased, the cost will reflect the cost from the last order or the last entered
cost. If the item is brand new to your inventory, it will have no cost available. If you know the cost or
if the cost has changed, you can manually enter in the subtotal. If needed, you can use a
placeholder cost for the time being and then update that costinfo during the "receiving of delivery"
process using the invoice provided by your vendor.

Note: Another way to update the cost of an item is to go into the "ltem Stats Page" and enterin the
"Cost" manually.

3. Click "Add" to place thatitem on the current Purchase Order.
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Placing an Order (5)

Invoice Total : $949.98

Binwise Item Name Qty Cost Last SubTotalRemove]
Barcode Paid
825 [Andrew Willl - Cabernet Blend Two Blondes 750 2009 12 $25.00 $25.00 $300.00
435 [Araujo] - Cabernet Eisele Vineyard 750 1995 6 $108.33 $108.33 $649.98
Invoice Total : $949.98 UPDATE
Distribute this shipping charge among these items. 0.0

For fees or small charges, create a separate ‘open’ line item and apply your charge amount to thatitem.

VE

-

Notes to Vendor

Internal Notes

Require Accounting Approval ‘® SEND TO VENDOR Create Order and *DO NOT SEND*
Alan Smith [Alan@Gmail.com]
=" '® Emily Smith [nrafferty+1@binwise.com]

|
SUBMIT/SEND ORDER
o

1. Shipping Charges: There are two ways to keep track of shipping charges. The first wayis to
create an item in the inventory called "Delivery Charge" and add that to the order via the Search
Bar. This method will keep the delivery fees separate from the cost of your items on the oder. The
other way is to input shipping or miscellaneous fees on your order is to use the shipping charges
box - this will distribute any amount over your entire order, nudging all costs up a bit.

2. Notes to Vendor: This is where you can send notes and questions to the vendor receiving the
order. The vendor rep can then reply with comments - the communication will be available to
review at a later time.

3. Internal Notes: This is where the user can communicate within the restaurant.

For example: if one person creates an Order, they can enter in notes so the person receiving the
delivery can follow the instructions. This allows people to connect within the restaurant and all
communication is documented within BinWise.

4. Ordering Options: The default method will send the order to the vendor via email. The second
option is the "Create Order and DO NOT SEND". This is used for a situation when an order is
placed outside of BinWise (For Example: Phone OR In Person, Text). An Order still needs to be
created in BinWise, but there is no need to send it to the Vendor Rep. It will act as a normal
Purchase Order, without the email aspect.

Note: "Require Accounting Approval" is a boxthat can be checked off if there needs to be an
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approval process from someone other than the person creating the Order. When this boxis
checked off, it will require the person who is set up to approve POs to approve the order by
clicking on a confirmation link sent via email before the order is emailed to the Vendor Contact.

5. SUBMIT/SEND ORDER: Click this boxto confirm order.

View Open Orders (6)

Open Purchase Orders

03/01/2014
\-/i 03/13/2014

Total: $4,210.00
e Itis critical to follow up any order that your \/Ael?ggr does not quickly confirm with a phone call.
© o

Any purchase order not closed will not update your prices for inventory or add to your current perpetual count.
Vendor e Originator

209945 KERMIT LYNCH o 03/14/114 $2,105.00 Emily Smith
N
wrote 40 seconds ago "PO#209945 has been confirmed as received ° e
Sy S —

Contact ph# Vendor Approved By Vendor Internal
Confirm Notes Notes

000-0000

vi

YES N/A NO NO  EDIT

o" "
Sy

Clicking on “Submit Order” takes you to the "View Purchase Orders" Screen. You can also access
this screen by choosing "View Purchase Orders" from the Orders tab.

i‘r;

Your most recent invoice will come up on the top line.

1. Date Ranges: Set the range of the invoices that you want to view - they will sort by Delivery Date
with the mostrecent on top

2. PO#: This is your Purchase Order Number from BinWise....not the Vendor
3. Originator: This is the BinWise user who Placed the Order
4. Delivery Date: This is expected delivery date - Very Important to keep accurate

5. Total: This is the total dollar amount on the Order. Upon receiving the delivery - use this number
to compare against the Vendor's invoice

6. Contact: This is the Vendor Rep Contact and their Email

7. Vendor Confirm - When the Order is first sent out, this will read "NO". Once the Vendor Rep,
receives the emailed order and they confirm, this will change to a "YES".

Note: Make sure to check the "View Open Purchase" screen for all Orders that have a "NO" in this
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column over a week old. This mayindicate that the vendor never received the Order and the
deliveryis not expected to come. If this is the case, reach out the vendor rep directly and see what
the issue is.

8. Vendor Notes: This is a snapshot of the notes that the Vendor Rep has written either in
response to a question or comment on the order OR they needed to include details about the
order so that the user is aware.

9. Internal Notes: This is a snapshot of the notes that are being used internally for everyone who
is handling the Order. If one person creates the PO and another receives the Order - they can use
these notes to communicate. This will show up on the Order when the person prints out a copy of
the order to use as a guide.

10. EDIT: Click on this to access the Order to make edits and close out the Order when the
delivery has been received. (More in the "Receiving an Order" Guide")

VIEW: History of the order including the items on Order and notes between Vendor Rep and
BinWise User

PDF File: Acopy of the order and a history of communication back and forth between BinWise user
and Vendor Rep. Print this and use as a guide when receiving an Order. (More in the "Receiving
an Order" Guide")
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View Open Orders (7)

binwise

Hello Steve Smith:

RealWmeLists DEMO is usmg BmWise's purchasing platform to electronically place orders with you.

Instructions are mcluded below on confirmng this order.

Please do not reply to this email. This mailbox is not monitored and you will not recetve a response.
#** ITEMS & PRICING ***

Duckhom - Metlot 2001
12.00 x $66.72 = $800.64 (BW= 321)

Dujac - Bonnes-Mares 1996
12.00 x $0.00 =$0.01 (BW=# 1144)

Absolut - Vodka Blackberry 0
12.00 x $29.17 = §350.04 (BW= 1645)

Duckhom - Czbemet Sauvignon Estate Napa Valley 2008
12.00 x $0.00 = $0.01 (BW= 2641)

This screen gives you an example of what the vendor email that they will see to confirm your
order. Part 1.

The first part of the email lists the items on the order: Item, Quantity, Cost, Sub Total and
BinWise Barcode #
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View Open Orders (8)

Requested delivery date: 2/142014 a

S—

Purchaser: RealWineL ists DEMO e

Order placed by: nrafferty@bmwise.com

PO#: 200924 o

pa—

PO date: 2132014 e

ey

ey

*** PURCHASE ORDER NOTES *** e
s
Duckhom 2008 - cost?

Delivery date feb. 147

Please confim the order with Real WmeLists DEMO by clicking on the lmk below: G

o

http:/bmwise.com vendor-confirm-order/a7f067¢70820475492abfd0213ce8dce'dd07bd 113bb24b099¢c14d28083342830

The second half of the email lists:

1. Requested delivery date:

2. Purchaser: (This will be your Restaurant)

3. Order Placed by: (This will be your BinWise user account email)
4. PO#

5. PO Date:

6. Purchase Order Notes: (These are the Vendor Notes written when you are Placing an Order.
The vendor contact can communicate back with answers to questions/comments)

7. Once the vendor is ready to confirm the order, they will click on this link, they will be taken to a
confirmation page where they can respond to your note which will turn the “NO”s in both Vendor
Confirm and Vendor Notes columns to “YES”s in the previous step the “Purchase Order View
Screen”.
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Your order has been sentto the vendor and is now in "VIEW OPEN PUCHASE ORDERS." Once the
items have been received, the items will be updated in the your account.
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Receiving Product/Closing an Order

The second phase of Ordering Products is receving the delivery and closing out the purchase
order. By closing out the order, this will update the items and quantites in your inventory so your
account will have an accurate Perpetual Inventory. Steps will involve printing out a copy of the
Purchase Order to use upon receving delivery, making adjustments on the Purchase Order that
include changes from the Vendor and closing the Order - adding those items and quantities to
BinWise.

Receiving Product/Closing an Order (1)

ORDERS INVENTORY v WINE LIST

ENTER PURCHASE ORDER

VIEW PURCHASE ORDERS

ENTER INVOICE

VIEW INVOICES

BAR CODE SHOPPING CART

VENDORS - DETAILS

VENDORS - CONTACT UPLOAD

VENDORS - ADD ACCOUNTING CODES

OFF SITE TRANSFER - ADD

OFF SITE TRANSFER - VIEW

1. When you have received a delivery, from the “Orders” tab, choose “View Purchase Order”
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Receiving Product/Closing an Order (2)

VIEW PURCHASE ORDERS - REALWINELISIS DEMO _-

Open Purchase Orders

0 03/01/2014
p—y

03/13/2014

Total: $4,210.00

o Itis critical to follow up any order that your \;.\efggr does not quickly confirm with a phone call.
S

-

Any purchase order not closed will not update your prices for inventory or add to your current perpetual count. 9 @

Confi Notes Notes
209945 KERMIT LYNCH nrafferty@binwise.com 03114114 $2,105.00 Emily Smith [nrafferty+1@binwise.com] 000-0000 YES N/A e NO NO EDIT wam,
As
Neal wrote 40 seconds ago "PO#209945 has been confirmed as recelved'o ° N4 VIEW Lot
S N

This window will have a list of every open order currently in your account. Use this screen to verify
that the vendor has received the emailed order and to edit/close the order.

When receiving a delivery - click on VIEW to print out the order and place on a clipboard. This will
be a valuable tool to make sure each of the items received are in fact the correct items. Make sure
to check items, vintage, quantity, cost and final pricing. If any information differs from the original
order - take note and then make adjustments in the order by clicking on the EDIT button. Use the
info below as well to navigate the window.

Your most recent invoice will come up on the top line.

1. Date Ranges: Set the range of the invoices that you want to view - they will sort by Delivery Date
2. PO#: This is your Purchase Order Number from BinWise....not the Vendor

3. Originator: This is the BinWise user account who Placed the Order

4. Delivery Date: This is expected delivery date - Very Important to keep accurate

5. Total: This is the total dollar amount on the Order. Upon receiving the delivery - use this number
to compare against the Vendor's invoice

6. Contact: This is the Vendor Rep Contact and their Email

7. Vendor Confirm - When the Order is first sent out, this will read "NO". Once the Vendor Rep,
receives the emailed order and they confirm, this will change to a "YES".

Note: Make sure to check the "View Open Purchase" screen for all Orders that have a "NO" in this
column over a week old. This may indicate that the vendor never received the Order and the
deliveryis not expected to come. If this is the case, reach out the vendor rep directlyand see what
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the issue is.

8. Vendor Notes: This is a snapshot of the notes that the Vendor Rep has written either in
response to a question or comment on the order OR they needed to include details about the
order so thatthe useris aware.

9. Internal Notes: This is a snapshot of the notes that are being used internally for everyone who
is handling the Order. If one person creates the PO and another receives the Order - they can use
these notes to communicate. This will show up on the Order when the person prints out a copy of
the order to use as a guide.

10. EDIT: Click on this to access the Order to make edits and close out the Order when the
delivery has been received. (More in the "Receiving an Order" Guide")

VIEW: History of the order including the items on Order and notes between Vendor Rep and
BinWise User

PDF File: Acopy of the order and a history of communication back and forth between BinWise user
and Vendor Rep. Print this and use as a guide when receiving an Order. (More in the "Receiving
an Order" Guide")

Receiving Product/Closing an Order (3)

EDIT PURCHASE ORDER - REALWINELISTS DEMO _ -

a3
CLOSE PO ::: ENTER SINGLE INVOICE ‘ CLOSE PO ::: ENTER MULTI INVOICE (BROKER)
Q ACCOUNTING APPROVAL @
WARNING: This will release/send this order to the vendor.
P.0O.# 209945
PO Created On: 03/13/2014
o
KERMIT LYNCH v yo PURCHASE ORDER v
Vendor Invoice # Form Type
-
e 03/13/2014 2l
N—" Invoice Date e
o —
e 03/14/2014
p—
Delivery Date

I [
‘ PO already sent to vendor.

Vendor Contact Name l Vendor Contact Email

Purchase Order Total : 2105.00 Receiving Dept. Confirmation by : N/A

This is the top half of the Edit Screen for an Open Orders - you will view this when you have
selected "edit" from the prior screen to prepare for receiving an order.
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This part of the screen deals with the details of the order including delivery date and invoice
number. Make sure to have accurate dates for each of these fields. Delivery Date will be used for
the timeline for the entire site - be sure to use correct date

Note: The second half of the screen is where the items can be adjusted.
1. Invoice #: Enter in the invoice number from the paper invoice that came with the order.
2. Invoice Date: This date will default to the current date. You can adjustif necessary.

3. Delivery Date: This is an important date as all reporting uses this date to track the progress
and the time line of the items on the Order. In the creation process, a requested date was sent out
to the Vendor Rep. Upon delivery, if the date differs from the requested date, make sure to adjust
to the correct date.

4. Close PO: Enter Single Invoice: This will close out the entire invoice

5. Close PO: Enter Multi Invoice (Broker): This will close out the invoice in multiple steps. For
example, if you only received half the order, check off the items that have arrived and click this
button to "receive" those items into inventory. When the second half of the order arrives, then use
the first option "CLOSE PO: ENTER SINGLE INVOICE"

6. PDF File: There is an option to print out the invoice (if needed)

Note: Make sure to do these steps AFTER you have made adjustments/edits to the items that
have been received in the delivery (i.e Wine, Liquor and Beer)

When the adjustments to the items have been made, come back here.

1. Check the and verify the Delivery Date is correct

2. Enterin the Invoice # that has been attached to the delivery

3. Close the Order - two options: Close as a Single Invoice (used a majority of the time) OR Multi
Close

4. The Order has been converted into an invoice and can now be viewed in the Orders Tab - View
Invoices

By receiving the order and closing out the purchase order, the items, quantities and costs are now
updated in your account.
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Receiving Product/Closing an Order (4)

Furchase Order 10tal : 2105.00 Recewving Dept. Confirmation by : N/A

Notes to Vendor 9
(2 e

Description Latest Cost SubTotal Edit Remove Mulhi-Close
531 e Alma Rosa - Chardonnav El Jabali 2007 ° 8 e 17.50 e 105.00 ° Edit Remove e o
~— e b4 - - 4 =
756 Andrew Will - Cabernet Blend Two Blondes 2006 12 166.67 2000.00 dit Remaove

Invoice Total: 2105.00

Internal Notes @
’Ma‘A 0 ‘
Notes from Vendor N\

Vendor has confirmed receipt of this purchase order. view

SUBMIT CHANGES
© (14)
4 (1) v

N

DELETE THIS PO (AND E-MAIL VENDOR) DELETE THIS PO (AND DO NOT E-MAIL VENDOR)

This is second half of the screen on the Edit Purchase, but many people will DO THIS FIRST.
When a delivery has been received, the next step is to close out or to make adjustments (if
needed) and close out the order. Edits can be made to the item, the vintage, cost and total
subtotal. All new items need to have their subtotal updated to ensure that the costis now
available. Once all changes have been made, go the previous step and enter in the details from
the invoice.

1. Notes to Vendor: This will have all notes to the vendor

2. Iltems: Using this Master Search Bar, you can add items that may have not have been on the
original Order, but now you would like to add the item.

Items 3 - 7 Can Be Edited on the Purchase Order - See the Step Below - Click "EDIT"

3. Description of Item(s) Being Delivered - Adjust the Vintage

4. Quantity that has been delivered - Adjust the Quantity

5. Latest Cost - The cost will be affected by either adjusting the Quantity or Subtotal
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6. Subtotal - Adjust the subtotal

7. Edit: Click on this to make any adjustments to the Order

8. Remove: Click on this to remove the item from the Order

9. Multi - Day: If an order is received in a staggered or broken up into multiple deliveries - use this
feature to close out a portion of the

10. Internal Notes: These are the notes for internal communication between users

11. Notes from Vendor: These are the notes sent back from the Vendor Rep. This could be in
response to questions or comments whe placing an order

12. SUBMIT CHANGES: Use this button to confirm changes to the order - this will save changes,
but WILL NOT close the order or update the inventory

13. Delete This PO (And Email Vendor): This will delete the order and all items on it AND WILL
send an email notification to the vendor rep.

14. Delete This PO (And DO Not Send Email to Vendor): This will delete the order and all items
on it AND WILL NOT send an email notification to the vendor rep.

Receiving Product/Closing an Order (5)

Items Quantity
Qty Latest Cost SubTotal Edit Remove Multi-Close

581 Alma Rosa - Chardonnay El Jabali 2007 2007 0‘ % é 17.50 wfnce Update Cancel Remaove
756 Andrew Will - Cabernet Blend Two Blondes 2006 12 166.67 2000.0 SEdit = Remove

e Invoice Total: 2105.00
e

Edits can be made to an item to change certain aspects of the order based off the invoice. If a
different vintage, quantity or cost is received, they can be adjusted during the process of closing
the Order.

Start by clicking "EDIT" on the same line as the item that needs adjusting
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1. Vintage: If a different vintage is received, then in this boxit can be adjusted to change the
vintage which will create this item for you if not already in your inventory. If this is a year thatis
alreadyin your inventory - it will change to the correct Barcode. The quantity and the cost will then
update that item.

If this is new vintage to your inventory, it will create a new Barcode and add the quantityand costto
the item stats. The nexttime you want to place this item on a Order, the cost will be updated.

2. Quantity: The quantity can be adjusted and reflect the actual number of items that were
received.

3. Subtotal: There are two occasions where the subtotal will need to be adjusted. The firstis a
brand new item is created and added to the Order. This item will not have a cost associated with it
when itis sent out to the Vendor. When received, use the invoice provided, remove the place
holder of "$0.01" and enter in the correct amount.

The second occasion is when there is a discrepancy from an item that has been bought before
but the price has been changed. Update the subtotal and this will update the change throughout
the rest of the account.

Note: When delivered, if the subtotal for an item is really off the requested amount without a
notification or warning, check with the Vendor to confirm that this is in fact the correct Subtotal.

Human error happens and it never hurts to verify an unexpected cost change.

4. UPDATE: After the changes have been made to the item, click this to lock in the adjustments on
the Order.

5. Cancel: This will cancel the Edit function and bring it back to the original screen.

6. Invoice Total: After adjustments have been made - this will show in real time the new invoice
total.
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Entering an Invoice

Creating an Invoice is similar to the process of placing a Purchase Order (PO). The difference is
that this function adjustes your onhand inventoryimmediately and is typically used when a PO
couldn't be or wasn't created. You simply enter the information from the paper invoice directly into
BinWise in the case of an order arriving without a corresponding PO. You can also use this
function primarily in the beginning stages of Implementation to stay current on item costs and
quantites between the time of your last inventory and when you switch fully over to BinWise for
purchasing.

Since several of the steps are the same, the guide will focus only on the essential parts of the
creation process. For additional, related details, please refer to Placing an Order guide.

Entering an Invoice (1)

ORDERS INVENTORY v WINE LIST -

ENTER PURCHASE ORDER

VIEW PURCHASE ORDERS

ENTER INVOICE

VIEW INVOICES

BAR CODE SHOPPING CART

VENDORS - DETAILS

VENDORS - CONTACT UPLOAD

VENDORS - ADD ACCOUNTING CODES

OFF SITE TRANSFER - ADD

OFF SITE TRANSFER - VIEW

1. From the “Orders” tab, click on “Enter Invoice”
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Entering an Invoice (2)

Invoice Date Select or Type Vendor Invoice # e
-

vl START INVOICE

\/H

Have the physical invoice from the vendor in front of you during this process.
1. Click on Invoice Date and choose date from monthly calendars.

2. Startto type in Vendor and then choose from suggested drop down menu
3. Enter the invoice number provided by the vendor

4. Select “Start Invoice”
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Entering an Invoice (3)

INVOICE
Direct ‘ 02/14/2014 02/14/2014 DIRECT43215
N
Vendor Invoice Date Delivery Date Invoice #
[ CLICK HERE TO CREATE NEW INVENTORY ITEM |

Bethel‘ g } ADD ‘
(2642) [Bethel Heights] - Chardonnay Eola-Amity Hills 2011 [750][Cost$0.00][List$0] Quasly  Seniol

(2643) [Bethel Heights] - Pinot Noir Willamette Valley 2003 [750][Cost$0.00][List$0]

(994) [Bethel Heights] - Pinot West Block Reserve 2009 [750][Cost$52.08][List$129] e
Binwise Item Name Qty Cost Last SubTotalRemove
Barcode Paid

2642 [Bethel Heights] - Chardonnay Eola-Amity Hills 750 2011 12 $41.67 $0.00 $500.00 -

Invoice Total : $500.00 UPDATE
Distribute this shipping charge among these items. 0.0

Forfees or small charges, create a separate ‘open’ line item and apply your charge amount to that item.

e Notes to Vendor
N

Internal Notes

FINALIZE INVOICE

1. From this page, you can edit your vendor (more details on editing vendor in Adding & Editing
Vendors guide)

2. Enterin the items from your invoice or new items (more details in section below), the quantity,
subtotal and click “ADD”

3. Once you have items entered on your invoice, double check pricing relative to your last cost

4. This will be keptinternally, but you have the option to enter in notes in the Notes to \endor and
Internal Notes boxes.

5. Once everything is entered, totals match and wine quantities are accurate, click on "Finalize
Invoice"

If you no longer want this invoice, prior to submitting, you can click “Delete” at the top right of the
window to erase the invoice.
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Once the Invoice has been completed - it will then take you to the VIEW INVOICES screen to look
at all available invoices.

Viewing an Invoice (4)

’ *ALLITEMS * v
Show Invoice by ltems
’ GET REPORT }
$0.00
Purchase Total by Category
direct| ‘
Direct [processed=02/14/2014]1[ )yirect13685] [date=02/13/2014]
Direct123455_[processed=02/13/2014] [ DIRECT66485] [date=02/13/2014]
Direct [processed=02/14/2014]1[ Direct7463] [date=02/11/2014]
C Direct [processed=02/14/2014]1[ )Yirect37744] [date=02/11/2014]
wil Direct [processed=02/10/2014][ DSFSDF] [date=02/10/2014]
Lid pirect [processed=02/11/2014][ Direct9999] [date=02/07/2014]
Direct [processed=01/31/2014][ irect64532] [date=01/25/2014]
Direct [processed=01/30/2014] [ CANCELED] [date=01/29/2014] H
b Direct [processed=01/27/2014]1[ Directl1645] [date=01/24/2014]
19| pirect [processed=01/27/2014][ CANCELED] [date=01/24/2014]
iﬁ%rec&wm”“ :prociﬁi?f=01/24/20lui}“:‘qgm S rirectSSZE“‘lm: :date=0&£/:/2:‘r.u/2014: -

On the View Invoice search page, you will be given an opportunity to search by date range, to view
your invoices from that period.

You can call up specific invoices by searching by vendor, choosing the invoice in question
(highlighted in grey above). This will take you to your invoice where you can make changes,
update and view as a pdf for printing purposes.
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Entering an Invoice (5)

Direct123455 v DIRECT66485
Vendor Invoice #
0211372014
Delivery Date
02/13/2014
Invoice Date
0 ADD
4
ltem List Quantity Sub Total
Invoice Total : 1225.00
Barcode Description Qty Cost SubTotal Edit Remove
1645 Absolut - Vodka Blackberry 12 27.08 325.00 e Edit X
-
2642 Bethel Heights - Chardonnay Eola-Amity Hills 2011 12 2917 350.00 Update Cancel X
1879 Duckhorn - Cabernet Sauvignon Napa Valley 1992 12 4522 550.00 Edit X
Invoice Total: 1225.00

|

Invoice Subject

Invoice Notes

SUBMIT CHANGES °
W

Once you’ve pulled up your invoice, you’ll have the opportunity to do the following:

1. Add items (if a distributor combined two orders to one invoice for you for instance)

2. View a pdf of the invoice which you can print or email as pdf attachment

3. Editthe existing items on the invoice; you can remove items, update quantities and pricing

information

4. Ifany changes are made, click on “Submit Changes”

You can cancel changes or use your back arrow on your browser to leave this window.

(2)
[ o N
!
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Printing Barcodes

You will need to print barcodes prior to labelling your cellar for the first time and then anytime you
receive wine after you begin using the BinWise system.

The firsttime you label your cellar, the barcode shopping cart will be set up with your entire
inventory loaded into it ready for label printing. For printing labels to maintain inventory, many of
the steps are the same. The instructions below make the distinction between what you will do
depending on which barcoding stage you are ready for.

Please note, you will need a laser printer to properly print the barcodes on the Avery type 5167
labels.

Orders - Bar Code Shopping Cart (1)

ORDERS INVENTORY v WINE LIST -

ENTER PURCHASE ORDER

VIEW PURCHASE ORDERS

ENTER INVOICE

VIEW INVOICES

BAR CODE SHOPPING CART

VENDORS - DETAILS

VENDORS - CONTACT UPLOAD

VENDORS - ADD ACCOUNTING CODES

OFF SITE TRANSFER - ADD

OFF SITE TRANSFER - VIEW

From the "Orders" tab, choose "Bar Code Shopping Cart"
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Starting Inventory/ Clearing Cart (2)

ABCD WINES 02_17_14 ‘

‘ ADD THESE ORDER ITEMS TO CART

Iltem / Quantity
Sort by Barcode ® Sort by Producer ) Sort by Bin Number
® Wine Only ) Non-Wine Only ‘- ALL Items

Show Bin Number on Barcode

’ SET ALL BARCODE PRINT QUANTITIES TO ‘ D

Print Barcode Report Print Barcodes

gl CLEAR CART ‘ ’ ADD LATEST INVENTORY ‘ ’ UPDATE CART (QUANTITIES AND REMOVAL) ‘
Set the PDF print setting 'SCALING' to '"NONE' or else the barcodes won't scan properly.

Save the PDF file first before printing.

Barcode Item Cost QuantityRemove)

1880 [Duckhorn] Cabernet Sauvignon Napa Valley 1993 60.13
1666 [Duckhorn] Merlot Blend Napa Valley 2002 66.72

If you are just starting with BinWise and have had your Inventory uploaded into your account, the
Bar Code Shopping Cart will have all items. (If quantities were provided with inventory upload, the
cart count will match that number.) Do not clear the cart until you have printed all barcode sheets
you need and labeled your cellar. If you do delete your cart, you can click on ADD LATEST
INVENTORY. This will add back all items included in your most recent inventory count to the
barcode cart.

Once you have labeled your cellar the first time, moving forward you will need to label new items
being received. Before each inventory, it's time to "Clear Cart" and begin adding items using the
Invoices with the new items and quantities that have been added to BinWise since the last
inventory.

1. Click on “Clear Cart”
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Adding Items to Cart Using Invoices (3)

BARCODE SHOPPING CART - REALWINELISTS DEMO

b

Sort by VendorName

KERMIT LYNCH__P.O._ ProcDate_11_03_12__# Date_11_03_12 0 -
ABCD WINES__P.O.__ F:x:Datﬂ 11_03_12__#PURCHASEORDER_Dassef1_03_12__ No Subject i
SOUTHERN WINE & SPIRITS__P.O.__ ProcDate_11_03_12_ #PURCHASEORDER_Date_11_03_12__ No Subject

Chambers__INVOICE__| FocDatn 11 01_12 UBHCSSB Date_11_01_12__No Subject

Estate__| |NVu|\.E ch:Datﬂ 11_01_ 14 3INV398‘: R'uL PO#: 93355 Datn 11_04_12__ ORIGINAL SUBJECT: please defiver monday 11/5
Estat= INVul"E F:x:Datﬂ 11 14_3.«_134984 Date_11_01_12__ please deliver ”ondayﬂ IS

Cha’rbe’s_lN‘v’O[CE_F.’ocDa!ﬂ S_12_ #23432 Datﬂ_
Estate_INVOICE__ProcDate_10 12_ 33’5398 Date_10
Estate_INVOICE__ ProcDate_10 12__#VIN2345 (RWL-PO#:89484) Date_ ‘L. 45 1

™

_4:1_14‘_
6_12__

ORIGINAL SUBJECT: Please defiver 10/25

2_
135

Estate_ INVOICE_ ProcDate_10_26_ _Date_10_26_12__Please deliver 10/25
Estate_ INVOICE__ ProcDate_10_24_ (RWL- PO#:8 :'11‘: _Date_ 4_12__ORIGINAL SUBJECT: Grand Del Mar - defiver by faday
Estate_ INVOICE__ProcDate_10_2 _1z 3537*’-‘: (RWL-PO#:89116)_Date_10_24_12__ ORIGINAL SUBJECT: Grand Del Mar - deliver by fnday

Estate_ INVOICE__ ProcDate_10_24_12_ : 3_Date 1u_4-’._14_~. and Del Mar - defiver by faday

KERMIT LYNC H INVOIC E T::x:Dae 10 23 1‘ __#98757_Date_ h 43 12__ -

n An_4n  usicrann o I 1 ET.YLY S

ADD THESE ORDER ITEMS TO CART \9«

‘ I

The listin this boxshows all invoices you’ve entered into the system.
You can load your barcode shopping cart with items from as manyinvoices as you’d like to and
you can even scroll down within this boxto select invoices from the pastif you want to reprint

anything.

1. Choose the invoice(s) with the new items that need to bar coded (This could include bottles
that have been sold through stock OR Brand new items to your cellar)

2. Click on “Add These Order Iltems to Cart”

Manually Adding Items to the Cart (4)

IKERM]TLYN"H “INVOICE__ FocDat= 10_23_12 8:18 57 _Date_10_23_12__ ' ' -[

MW7V S -\ 40 An 4n  Zasiceano S0 an"an o L 4nnr

ADD THESE ORDER ITEMS TO CART

(164) [DelLille Cellars] - Roussanne Doyenne 2006 [750] a 6) G ‘ ADD \Q/J
\/

ltem / Quantity

© sort by Barcode © sort by Producer

© wine Only © Non-Wine Only @ ALL tems

The other way to add items to the cartis to use the search bar and add items manually to the cart.

1. Use the keyword search boxto find the wine - start with the producer and then continue the rest
of the item's description
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2. Enter the quantity of barcodes you’d like to print

3. Click on “Add” and the new item will appear at the bottom of your barcode shopping cart

Editing the Cart (5)
CLEAR CART ‘ ’ UPDATE CART (QUANTITIES AND REMOVAL) ‘
Be sure to set the PDF print setting 'SCALING' to "NONE' or else the barcodes won't scan properly.
A —
ltem Cost Quantity Remove
Inet 1991 333.33 E@
hne Doyenne 2006 39.00 (6 e ]

b de Ia Richeboura 1945 [1500mi] 0.00 ]

You can manually add or remove items from your barcode shopping cart:
4. Toremove an item from your cart, check the “Remove” boxto the right of the item

5. If you have loaded an item into the cart and want to change the number of barcodes you would
like to print, you can change the quantity

6. After steps 4 and 5, click on “Update Cart’ to see your changes take effect

Set Quantities For All items - Read Warning (6)

() Sort by Barcode @ Sort by Producer

e © wine Only © Non-Wine Only @ ALL ttems 0
e

SET ALL BARCODE PRINT QUANTITIES TO >>> | [12]

Print Barcode Report Print Barcodes

1. When you are first labeling your cellar, you can set the default number of labels that will print for
each item byinserting your preferred quantity in the boxand then

2. Click on “SetAll Barcode Quantities To>>>

This is a greattool when you receive full cases ofitems.
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Be Aware if you make adjustments to each item with a specific number of labels - this will
override your manual work!

Sorting/Filtering Barcodes (7)

0 Sort by Barcode '® Sort by Producer Sort by Bin Number

® Wine Only ““/ Non-Wine Only “-/ ALL ltems a

Show Bin Number on Barcode

SET ALL BARCODE PRINT QUANTITIES TO | [0

g Print Barcode Report Print Barcodes °

- .

1. Your barcode sheet order can be sorted in a few different ways: Sort by Barcode, Sort by
Producer and Sort by Bin Number (BIN 1)

2. The bar code sheets can also be filtered to only show select categories: Wine Only, Non-Wine
Only and All Items

-Click "Show Bin Number on Barcode" to have the Bin number print on the label - (BIN 1) - Bin
numbers can be entered in the ltem stats page OR theywere assigned during inventory upload

2. You can print a barcode report which will show bin locations if you've provided them to BinWise
and is a valuable tool to locating your items for labeling your cellar the firsttime

3. Click on the link “Print Barcodes” to generate the barcode label document for printing

READ:

It is best if you save the html barcode document to a PDF document prior to printing. Then
confirm the printer settings (on the printer itself, not the computer) are “Scaling” to “NONE” or
the barcodes won’t print properly.
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Printing Barcodes (8)

{1 —

[Alma Rosa] Chardonnay El Jabali 2007

AR -ssr

[Alma Rosa] Chardonnay El Jabali 2007

WNEIII ~ ~1064°

[Jermann]Silv Chardonnay Coli Orientali 2011

LT ——

[Alma Rosa] Chardonnay El Jabali 2007

TN ——

[Alma Rosa] Chardonnay El Jabali 2007

(DRI~ -1064*

[Jermann]Silv Chardonnay Coli Orientali 2011

0L ——

[Alma Rosa] Chardonnay El Jabali 2007

0L

[Alma Rosa] Chardonnay El Jabali 2007

IRTEN ~ ~1064*

[Jermann]Silv Chardonnay Coli Orientali 2011

TN ——

[Alma Rosa] Chardonnay El Jabali 2007

LTI ——

[Alma Rosa] Chardonnay El Jabali 2007

DRI 1064

[Jermann]Silv Chardonnay Coli Orientali 2011

WNRIRRIA ~ 1oee

[Jermann]Silv Chardonnay Coli Orientali 2011

(NININ ~ ~1064*

[Jermann]Silv Chardonnay Coli Orientali 2011

0L

[Michael]Pete Chardonnay Belle Cote 2007

This is an example of what the barcode sheet will look like

**Please note, the printing specs are set to work exactly with the Avery Labels - Laser #5167 - 1/2
inch X1 3/4 inch.

Before printing the entire list of labels - print a test run with a full page of items. The bar code
should have clear defined lines and not be smeared in anyway. Then take the scanner and make
sure theyin fact scan.

Keep in mind, as long as the bar code is on the label - itis ok if the description runs off the side of
the label.
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Adding & Editing a Vendor

The Vendors Details page will show all current vendors entered into to your account. To Add or
Edit a vendor, follow the steps below.

Adding a Vendor (1)

ORDERS INVENTORY v WINE LIST ~

ENTER PURCHASE ORDER

VIEW PURCHASE ORDERS

ENTER INVOICE

VIEW INVOICES

BAR CODE SHOPPING CART

VENDORS - DETAILS

VENDORS - CONTACT UPLOAD

VENDORS - ADD ACCOUNTING CODES

OFF SITE TRANSFER - ADD

OFF SITE TRANSFER - VIEW

To view the list of vendors choose "Vendors - Details" from the "Orders" tab.
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Adding a Vendor (2)

l VENDORS - REALWINELISTS DEMO

| CREATE NEW VENDOR |

Vendor Name

[N/A]
A. SALENTINE VINEYARDS Andy Saler
ABCD WINES John Smi

ACKER - AUCTION
ALL BLACKS IMPORTS

AMlOLIOD DOoClanh e lalowm O

Then click on "Create New \endor" on the vendor view screen.

Adding a Vendor (3)

Fax (e.g. 555-555-5555)

Account#

Vendor Code (External)

<)

~Vendor. ~Vendor Contac

Vendor/Company Name * o | pri Contact

\_/( rnimary Cont

Street1 | | First Name * | I
Street2 | | LastName * @ | |
City | | Contact Title | |
State | I Email \°A l
Postal Code | | Phone (e.g. 555—555-555{0 I |
Country | | ¥/ Primary Contact || CC on emails
Phone (e.q. 555-555-5555) | | #

Web (e.g.
http:/iwww.binwise.com)

Vendor Notes

wlnlecNVendnre acny

From the vendor contactinformation page:

1. You can enter vendor/company name in the Vendor Box.
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2. In the Vendor Contacts box- enter in the first name, last name of your contact. - Required
3. Phone number must be separated by dashes - Required
4. Enter in the Email Address - this email available for ordering - Required

5. Once you have the correct email address and phone information entered, click on the box at
the top that says “Save”

Editing a Vendor (4)

ORDERS INVENTORY v WINE LIST ~

ENTER PURCHASE ORDER

VIEW PURCHASE ORDERS

ENTER INVOICE

VIEW INVOICES

BAR CODE SHOPPING CART

VENDORS - DETAILS

VENDORS - CONTACT UPLOAD

VENDORS - ADD ACCOUNTING CODES

OFF SITE TRANSFER - ADD

OFF SITE TRANSFER - VIEW

Hover your mouse on the Orders Tab - and then select \endor - Details
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Editing a Vendor (5)

I VENDORS - REALWINELISTS DEMO .

Vendor Name Contact Phone Email
[N/A] Products Orders EDIT
A. SALENTINE VINEYARDS Andy Salentine 415-215-2273 tony@binwise.com Products Orders EDIT
ABCD WINES John Smith 333-3333 megan@binwise.com Products Orders EDIT
ACKER - AUCTION \ joe@realwinelists.com Products M EDIT
ALL BLACKS IMPORTS Products Orders EDIT
ANCHOR BREWING John Smith emily@binwise.com Products Orders EDIT
AP WINES Products Orders EDIT
CAVATAPPI joe@realwinelists.com Products Orders EDIT
CHAMBERS Products Orders EDIT

You will see a list of all your current vendors, simply click on the vendor name or on the "Edit" link
to the right to view the vendor's details.

This will take you back to the Details Page to make changes to the Veddor.
This includes:

1. Vendor Name - Required

2. \endor Contact Info- first name, last name of your contact. - Required

3. Phone number - Required

4. Email Address - Required

5. Once you have the updated the info, click on the box at the bottom that says “Save”

Purchasing - 35



Editing a Vendor (6)

[ new || save

~Vendor #9940
Vendor/Company Name

SHOW PRODUCTS

Street

Street2

City

State

Postal Code

Country

Phone (e.g. 555-555-5555)

Fax (e.g. 555-555-5555)

Account#

Vendor Code (External)

Web (e.q.
hitp://imww.binwise.com)

Vendor Notes

The left window will have all the basic info about the vendor. These fields can also be edited.
The Vendor Name is the onlyrequired field.

Click SAVE to confim changes to the Vendor.

Purchasing - 36



Adding a New Item to Inventory

We have created a wine database with an emphasis on data consistency that provides several
benefits for our users. One significant wayis by making it easyto add wines to your wine listin
BinWise because the description can be automatically generated the way you wantit! We also
follow the legal classification in the database with properly formatted names for wines based on
industry best practices so that adding new productis fast and easy. Below will show the steps to
add a new item using our three tabs - Quick Add Wine, Custom Add Wine and Add Non-Wine
ltems.

Quick Add Wine - Our database currently has over 200,000 wines available to choose from. This
is the first place to look for the wine that you would like to add to your inventory.

Custom Add WiIne - If you are unable to find the exact wine using our database in Qucik Add, the
screen will allow you to enter in the relevant information about that wine.

Non-Wine ltems - If you are looking to add a item that is not classified as a wine (liquor, beer,
non-alcoholic items), then use this tab.

Remember - when adding a new item, this will you to then start tracking and purchasing this item
to build your inventory. When an item is created, this simply means that the item is now part of
your account, but you still have to order and receive the item to have quantities to sell.

Adding a New Item to the Inventory via Inventory Tab (1)

INVENTORY WINE LIST~v SALES v !

TAKE INVENTORY

SCAN SHEETS

ADD NEW ITEM @

BIN MANAGER

PRINT BIN LIST

ADD ITEMS TO INVENTORY CATEGORIES

ADD VARIETY

To access the Add New ltems screen:

1. From the “Inventory’ tab, choose “Add New ltem”
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Adding a New Item to the Inventory via Ordering Page (2)

PURCHASE ORDER

04/07/2014 04/08/2014 PURCHASEORDER

Vendor Creation Date Delivery Date

¥ Auto Subtotal

[ CLICK HERE TO CREATE NEW INVENTORY ITEM | e

ADD

Item List Quantity Sub Total

To access the Add New ltems Window from the purchase order page:

1. Open the Orders Tab and click on the Enter Purchase Order
2. Selecta Vendor and click Create This Purchase Order
3. To access the page to create a new item - Click Here to Create New Inventory ltem

Adding a New Item to the Inventory via Entering an Invoice (3)

INVOICE

11/5/2012

Invoice Dal
o~

CLICK HERE TO CREATE NEW INVENTORY ITEM

To access the Add NEw Iltems Window via Invoice Page:

1. Open the Orders Tab and click on the Enter Invoice
2. Enter the Invoice Date

3. Select a \Vendor

4. Enter the Invoice Number - Click Start Invoice

5. To access the page to create a new item - Click Here to Create New Inventory ltem
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Quick Add Wine (4)

ADD WINE

Quick Add Wine Add Custom Wine Add Non-Wine Item

|

Enter keywords (producer, location, vanety, etc) to find the wine you are adding:

Enter Wine Keywords

Argyle Argyle Pinot Noir Bethel Heights Reserve Willamette Valley
Belle Pente Pinot Noir Bethel Heights Reserve Willamette Valley
Bethel Heights Chardonnay Eola-Amity Hills

Bethel Heights Chardonnay Willamette Valley

Bethel Heights Pinot Blanc Estate Willamette Valley

Bethel Heights Pinot Blanc Willamette Valley

Bethel Heights Pinot Gris Oregon

Bethel Heights Pinot Gnis Willamette Valley

Bethel Heights Pinot Noir Bethel Heights Reserve Willamette Valley
Bethel Heights Pinot Noir Casteel Reserve Eola-Amity Hills

Bethel Heights Pinot Noir Dundee Hills

Bethel Heights Pinot Noir Eola-Amity Hills

Bethel Heights Pinot Noir Estate Grown Eola-Amity Hills

m

Quick Add wine shows everywine in our extensive database to help create a new item

1. In the search field - enter the producer name or other useful keyword to generate the dropdown
menu of wine options

2. Selectthe wine you wish to add to your inventory from this list. (If you do not see your item here,
move onto the Create a Custom Add Wine step)
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Quick Add Wine (5)

Quick Add Wine Add Custom Wine Add Non-Wine Item
Enter keywords (producer, location, variety, etc) to find the wine you Cantfind your wine or producer?
are adding:

Bethel Heights Chardonnay Eola-Amity Hills X

Bethel Heights Chardonnay Eola-Amity Hills 2011
White, United States, Oregon, Chardonnay

Vintages
2013 2012 ® 2011 2010 o
2009 2008 2007 NV, N
NewVintage [ |

Formats

lEmer Format

Consignment

SUBMIT

You will notice that the description of that wine will appear below the search box

1. Choose your vintage - there are suggested vintages available OR Enter a New Vintage OR N.V
(non vintage)

You will notice the existing wine description will update with the vintage once it has been selected
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Quick Add Wine (6)

ADD WINE - REALWINELISTS DEMO ! '

Quick Add Wine Add Custom Wine Add Non-Wine Item
Enter keywords (producer, location, variety, etc) to find the wine you Can'tfind your wine or producer?
are adding:

Bethel Heights Chardonnay Eola-Amity Hills X

Bethel Heights Chardonnay Eola-Amity Hills 2011
White, United States, Oregon, Chardonnay

Vintages
2013 2012 ® 2011 2010
2009 2008 2007 V.
NewVintage [ |

Formats

| |
| 750 ml - 750 ml \

100 ml - 100 ml

4 0z - 118 ml

50z - 148 ml

5.5 0z - 163 ml

187 ml - 187 ml

200 ml - 200 ml

(]

1. Choose your format size (Bottle Size)

Ifitem is on consignment - check the box. When all your details are correct, click on Submit
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Quick Add Wine (7)

Quick Add Wine Add Custom Wine Add Non-Wine Item

Can'tfind your wine or producer? | CLICK HERE.

Enter keywords (producer, location, variety, etc) to find the wine you
are adding:

| X Last Added
Bethel Heights Chardonnay Eola-Amity Hills 2011 (750 ml)

ﬁ White, United States, Oregon, Chardonnay
Barcode: 2642

Added: 2014-02-14T17:33:17.54

Once you click on "Submit" your newly added wine will show at the top of the list of the last five
items created. If you click on this item, you will be taken to the "item stats" page where you can

make edits to the item.
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Custom Add Wine (8)

Quick Add Wine Add Custom Wine Add Non-Wine Item

Fill in as much information as possible in the order listed below

(" required ): a
- X

Producer*| new

Bethel Heights

Country*® | X
Wine Type* W X
Appellation* X

Genenc appellations availlable, 1.e. Calffornia-State or Vin de

France.

Appeliation, Region, Geography Designation, Style Designation
Variety* y X
Vintage* X NV

Format/Bottle Size*
Vineyard Name
Fantasy/Cuvee Name

Consignment

ADD WINE

To add a new wine to your inventory thatis notfound in the Quick Add Wine, use the Custom Add
Wine tab. Each boxwith the the red astricks are required to create the wine. Start typing in the
name of the item and a drop down menu will appear. The best suggestions will be BOLD and the
other options will appear below.

1. Producer - Enter in the producer of the wine

If the producer can't be found - Click "NEW" to create a new producer.
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Add New Producer (9)

N
Producer Quick Add
Producer Last Name or Brand IBetheI Heights \/n ‘ X
Primary name that alsoc determines alphabetical
sorting.

X

Producer First Name Enter First Name (optional

Optional - Differentiate between family members,
e.g. Phillippe or Marc Colin

Prefix IEmter Prefix (optional ‘X

Optiocnal - e.g. Domaine, Chateau, etc.
| CREATE NEW PRODUCER le
N’

1. Enterin Last Name or Brand of the New Producer
2. Click "Create New Producer"

Once the new producder has been created - it will be available in the Producer drop down menu.

Custom Add Wine (10)

Quick Add Wine Add Custom Wine Add Non-Wine Item

Fill in as much information as possible in the order listed below
( * required ):

Producer*| New Bethel Heights X
Country* jUniled States ‘e/ - ] X
Wine Type* Red
N
Appellation*
Generic a S . .

e Appellatic Oregon, Eola-Amity Hills, AVA
Variety* \\0/ nter ' oregon, Willamette Valley, AVA
Vintage* Er ' Arizona, Arizona, State

N ' )
Format/Bottle Size* a ! Arizona, Sonoita, AVA

Ny

Vineyard Name Er \ Arkansas, Altus, AVA

Fantasy/Cuvee Name Arkansas, Arkansas Mountain, AVA

. California, Alameda, County
Consignment

California, Alexander Valley, AVA

2. Country - Choose "Country" from drop down menu

3. Wine Type - Choose the type of wine, white, red, sparkling etc. from the drop down menu
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4. Appellation - Choose "Appellation/Type" from drop down menu, this includes region,
appellation, ava, legal vineyard name (if applicable) etc. in the same field. **You can search by
any part of this field, region, appellation, vineyard and so forth**

5. Variety - Choose "Variety" from drop down menu

6. Vintage - Choose "Vintage" from drop down menu

7. Format/Bottle Size - Choose "Format/Bottle Size" from drop down menu

Custom Add Wine (11)

T
Quick Add Wine Add Custom Wine Add Non-Wine Item
Fill in as much information as possible in the order listed below
(* required ): Last Added
l ‘ % Bethel Heights Pinot Noir Eola-Amity Hills 2013 (750 ml)
Producer* Red, United States, Oregon, Pinot Noir
Barcode: 2533
Country* |— ter ( try ‘x Added: 2014-05-21722:00:15.987
Wine Type* l* ter Wine Type ‘x
Appellation* l Enter Appellatic ‘ X Your wine, Bethel Heights Pinot Noir Eola-Amity Hills 2013, was
<F3eneric appellations available, i.e. California-State or Vin de @ created successfully.
Ar;;eclleétion, Region, Geography Designation, Style Designation
Variety* [Enter Variety | x
Vintage* Enter Vintage | X EIN.v.
Format/Bottle Size* l, er Format/Bottlegaize ‘x
Vineyard Name \i ter Vineyarc ue fiona ‘ X
Fantasy/Cuvee Name li ter Fantasy/Cuvee .'\0{: ptiona ‘ X
Consignment &
ADD WINE

8. Vineyard Name - Type in "Vineyard Name" (This is an open field to type name) Optional

9. Fantasy/ Cuvee Name - Type in "Fantasy/ Cuvee Name" (This is an open field to type name)
Optional

To Submit New Wine:
Click "Add Wine"

The new wine will appear at the top right of the screen - "Bethel Heights Pinot Noir Eola-Amity
Hills 2013 (750ml)
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Add Non-Wine Item (12)

I ADD NON-WINE ITEM - REALWINELISTS DEMO

Quick Add Wine Add Custom Wine Add Non-Wine Item
Item Type ’Liquor ‘ X
Producer IPatron l X
Inventory Description lTequiIa Silver IX
Format/Bottle Size ’750 ml - 750 ml ‘X
Vintage I X ¥IN.V.

Consignment

Items that are not wine can be added here. This includes: Liquor, Soda, Kitchen, Water, Beer,
Retail, Glassware, Coffee / Tea, Cigars, Non-Alcoholic, Cheese, Miscellaneous, and Food.

1. Select the "ltem Type" from the drop down menu

2. Select the "Producer" from the drop down menu (/f Producer can't be found - Click "New" and
Create New Producer)

3. Select the "Inventory Description" from the drop down menu OR Type in the "Inventory
Description"

4. Select the "Format/ Bpttle Size" from the drop down menu - Bold are suggested sizes
5. Vintage - NV is defaulted, but a vintage can be entered. (Check "Consignment" if it applies)

Click "Add Item" to create new "Non-Wine ltem - ltem will appear in the top right with all the details.
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Editing an Item in the Item Stats Page (13)

Screaming Eagle Sauvignon Blanc Oakville 2007 (750 ml)

White, United States, California, Sauvignon Blanc

Producer List Placements

’[ Screamina Eaale 1 ‘
‘ VIEW INVENTORY LIST PLACEMENT

R

Cellar Locations (bins)

Variety ’ o
| P Do |
Item Type Wine v 0 GOOGLE SEARCH
N’
No v

ltem ’ .
Sauvianon Blanc Napa Vallev

Vintage 007 Format 750 v e ’
N

1 063 Latest Cost

Consigned A Current Count: 0.00 Date Created : 9/29/2012

Core List Par D

i

g Barcode #
g

]
UPDATE ]g Oher

— @

Latest Vendor - Selectto Change

VENDOR'S OTHER PRODUCTS

Producer Notes ’ |

Item Notes ’ |

This is the "ltem Stats Page" - In order to maintain a clean database of items there are some
limitations to the editing of items in the system once it has been created.

Fields that Can Be Edited:

. ltem Type - Wine/Non Wine

. Consigned - Yes/No

. Core List Par - Set Par Counts

. Bin Numbers (1-4)

. Latest Cost - This will be updated by receiving orders, but also can be changed manually
. Other - Used for Accounting Purposes

. Vendor Drop Down - Can change the vendor for each item

. UPDATE - click here to Save Changes

O ~NO O WN -

If users need to change vintage or format size of an item, remove the incorrect wine from your
wine list, purchase order or invoice and create a new item with the correctinformation and then
put that new item on the wine list, purchase order or invoice.

Itis importantto remember that assigning a barcode number to one unique item allows you to
generate a history on that item- every purchase, every cost change, every sale, every count- so you
never never want to re-use a barcode number.
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Creating a Credit Memo for Product Replacement

Credit Memos are useful when you need to return some of the product that was delivered to
you. Some situations where you might need to utilize the credit memo function are: if some or
all of the items delivered to you were the wrong product, or, if some or all of the items
delivered to you were broken or damaged during transport. The credit memo reduces the
quantity received on the applicable invoice. Once the product is replaced and the credit

memo is closed, the replacement amount that you receive will be added back into your
inventory.

Credit Memo for Product Replacement (1)

EDIT INVOICE - 555 HOWARD .

vendor20195 v

Vendor
[ VENDOR DETAILS |

61212014
Process Date

[tem List

You have two options for creating a new credit memo.

Option 1) On the invoice in question, click on "add credit memo." The credit memo number will be
automatically generated by the system as CM - invoice number. The CM will auto populate all
items on the original invoice, as well as the original invoice date.
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Credit Memo for Product Replacement (1b)

Create New Credit Memo
What is this credit memo linked to?
Invoice ¥ | bl1234 - 07/26/2014, vendorl6753 v
Invoices displayed here are from the last 30 days.
an older invoice is needed, please locate it using the "View Invoices"” page and

¢
click "Add New Credit Memo".

OK Cancel

Option 2) From the "Orders" tab on the home page, select "Credit Memos" from the dropdown.
You can then click "new" and select the invoice the credit memo should be linked to.

Credit Memo for Product Replacement (2)

Credit lype Code Barcode ltem Name

Product Replacement v || — v | 2339 Cabernet Sauvignon Capella

Product Replacement v | NSRS er il RIc o o odka

R Return Incorrect Item
-— v ||| N/A ydka

All of the items on the original invoice will auto populate onto the Credit Memo. Onlyfill out the line
item(s) that you need product replacement for, and when you click "save" the other items will be
removed. Choose "product replacement" for the credit type, and choose the appropriate code.

Choose "B" if the product was damaged during transport, and "R" if the wrong item was delivered
to you.
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Credit Memo for Product Replacement (3)

Credit Memo Summary

Total Number of Items Total

8 $1789.00
0 Kx
Create PRt
T e Prce(s
5 # | 175000 |
39.00 ()
Absolut 0 91.67 0.00 ()

Enter in the quantity of bottles to be replaced, and the subtotal will automatically change with the
quantity. You can review your credit memo details in the "Credit Memo Summary" box, and then
click "Create" to create and save the creditmemo.

Credit Memo for Product Replacement (4)

D D W
Credlt Memo: cm 4444-001
Pncem svbtotw m
Product Replacement B 2339 | Cabernet Sauvignon Capella Abreu 5 350.00 1750.00 6\
Product Replacement B 2234 | Absolut Vodka Absolut 3 13.00 39.00 6\

To edit or close an existing credit memo, click "edit." See the user guide "closing a credit memo"
for more information on how to close the credit memo. To delete, you can utilize the "delete"
button. Only open credit memos can be deleted. Once a credit memo has been closed, deletion
is not an option.

The Credit Memo you have created will tie back to the original invoice and invoice date, and will be
part of that invoice in the variance report and perpetual inventory until a new inventory cycle begins.

As with Invoices and Purchase Orders, Credit Memos should be all squared away the day prior to
your inventory day.
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Receiving Replacement Products and Closing a Credit Memo

Once you have received the replacement product for the item(s) on your credit memo, you
need to close the credit memo so that the appropriate amount of the item(s) can be added
back to your inventory.

Receiving Replacement Products and Closing a Credit Memo (1)

Select a Credit Memo

Hide Options

Find and Select by Memo Number

CM

or
Find and Select by ltem

or
Search by Vendor

Search by Process Date

U
U

4444 - 0712112014

To go to the "Credit Memos" page, click on the "orders" tab on the home page, and then "credit

memos." To find a specific credit memo, you can search by the credit memo number (CM-original
invoice number), process date, invoice date, item, or vendor.

Receiving Replacement Products and Closing a Credit Memo (2)

B ]
New Delete
[ | Producer | Qy | _Price(s) | Sublowas)
Abreu 5 350.00 1750.00
Absolut 3

13.00 39.00 6‘

Click on "edit" to access the credit memo.
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Receiving Replacement Products and Closing a Credit Memo (3)

| ricets) |

350.00

o

(]

13.00

Make sure the quantityis correct, and then click on the lock image to close the credit memo. The
lock will then appear closed, and this will prompt you to enter the invoice details.

Receiving Replacement Products and Closing a Credit Memo (4)

Invoice Number

Finalize Closed Items
Delivery Date 0 Invoice Date

®

*Once closed items are saved, they cannot be recpened

Closing a Credit Memo is the same concept as closing a Purchase Order or entering an invoice.
In order for the credit memo to be closed and saved, you must enter the delivery date, invoice
date, and invoice number, and press save. If you don't click save after filling in this information, the
credit memo will stay open and the item(s) will not be added back into your inventory.

Delivery date: Date products are received and added into inventory.

Invoice date: The date of the invoice that came with the product replacement.

Invoice number: Number on the invoice that came with the product replacement.

As with Invoices and Purchase Orders, Credit Memos should be all squared away the day prior to
your inventory day.
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