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The following documentation covers the functionality under the Inventory menu
from the Main Menu panel. It will cover Advanced Shipping Notifications (ASNs) -
which are inventory transfers, Returns and Products.
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Inventory

Advanced Shipping Notifications (ASNs)

Creating an ASN
Importing an ASN

Returns

Specify Action
Reship
Return to Stock

Damaged in Transit
Edit

Products

Creating Product
Importing a Product
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Inventory

Once logged in, select Inventory from the Main Menu on the left side of the page as

shown below:

"‘E

COPPER PEAK
LoGlsTics

() Home
[E Club Scheduler
2% Orders

@ Inventory

B Contacts

€D Reports

) Help

B Documents

Copper Peak Dashboard

iew more detailed informati below o navigate via the left menu. For support, contact your account

manager or select the “Help" i

61 1 0] 35

Ship Complete Holds Weather Holds

This dashboard provides information on o holds, and inv

Open Orders Suspended Orders

-~ 1! illa Single Order Entry
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Advanced Shipping Notifications (ASNs)

An ASN is for transferring goods to Copper Peak, to be received into inventory. An
ASN is the transfer of goods from one place to the next. From the Inventory menu
on the left, select ASNs from the yellow menu bar at the top of the page. This
provides a list of all ASNs, as shown below:

[E Club Scheduler

5 Orders
P Inventory
B Contacts
€D Reports
@ Help

B Documents

1SRESCABIS

Creating an ASN

To create a new ASN click Create in the upper left corner, as shown here:

ASNs Returns Products © 0

01145/ASN/00139 Drskt 01145/ASN/00146 Drsfe 01145/ASN/00144 Dnfe 01145/ASN/00143

Valley Wine Viprehouse 05/27/2022 WESTERN WINE SERVCIE 06/01/2022 Riedel USA 06/01/2022 Frye's Printing 06/01/2022
01145/ASN/QO142 Dnaft 0145/ASN/00147 Dnsft 01145/ASN/00149 Dnsft 01145/ASN/00152

Training Co 06/02/2022 Training Co 08/05/2022 Training Co 06/06/2022 Training Co 06/08/2022
01145/ASN/Q0151 Draft 01145/ASN/00153 Drsfe 01145/ASN/00154

Training Co 06/08/2022 Training Co 06/12/2022 Training Co 0611472022

The following screen will appear:
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ASNs Returns Products © 0

ASNs / New

Vendor Scheduled Date

e Select a Vendor. If the desired Vendor is not available in the drop down
menu, you will need to go to ontact to create prior to creating an ASN.

e Select desired Warehouse

e Select a Scheduled Date

e Add Product by clicking on “Add a line” in the table. Select sku and qty. Unit of
measure will default to “each”.

When all fields are complete, click Save to confirm or Discard to abandon the
changes. If discarding changes, you will be directed back to the ASNs main page. If
saving, follow the breadcrumbs back to the ASNs main page, by clicking “ASNs” as
shown below:
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ASNs Returns Products 2] 0

ASNs / 01145/ASN/00155

Mark as Todo OnOrder > BackOrder > Received > Cancelled

01145/ASN/00155
Vendor Fryes Printing Scheduled Date 06/15/202219:00:00
Warehouse 5555 Broadway
Operations ~ Additional Info  Note
Product Expiration Date Ordered Done  Unit of Measure
[03COPSAV] 2003 Copper SAV 1.000 0.000 EACH

The following statuses denote the ASN's current state:

Product Expiration Date Ordered Rerved Done  Unitof Massure

e Ready
e Done
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Returns

From the Inventory menu on the left, select Returns from the yellow menu bar at

the top of the page. This provides a list of all Returns, as shown below:

[EQ Club Scheduler

£5 Orders

05/31/2022 11:36:50 1SRESCABIS

01146/IN/00004

0f146/Stoc) 3310 Corporate

B Contacts
D Reports

O1145/IN/00013 01145/Stock David Wright 05/31/2022 11:31:44 6 0 5555Broadway 1SRESCAB

PI14S/INIODOIS O145/Stock Training C 06/0612022 13:45:12 2 2 5555 Broaduay 19WHTDOL 1

(D) Help NOINV 1
B Documents [ ornasin/ooois 0145/Stock Jason Morg 0610612022 14:42:54 1 15555 Broadway 1SRESCAB 1
01145/IN/00018 O14S/Stock Jason Morg 0610612022 14:44:51 1 1 5555 Broadway 1SRESCAB 1

01145/IN/00020 0145/Stock Jason Morg 0610612022 14:46:25 2 2 5555 Broadway 1SRESCAB 1

1SRESCABIS 1

Specify Action
Click on any line item and then click Specify Action.

ASNs Returns Products

Returns / 01145/IN/00018

Pending Receipt >  Awaiting Client Instructions >  Ready for Action > Done

01145/IN/00018

Vendor Jason Morgsn Scheduled Date 06/06/2022 14:44:51
Warehouse 5555 Broadway Effective Date 06/06/2022 14:45:02
Soures Document Return of 01145/0UT/00401 &8

Return Location

Done  Unit of Measure

Select the Return Action
e Reship
e Return to Stock
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e Damaged in Transit

Specify Action

To use this screen:
Select an action to be performed against the Return and schedule a date for the Return action.

Return Action "

Reship
Return to Stock
Damaged in Transit

o [

Reship
For Reship, complete the following fields and click Confirm to save, Cancel to
discard. Note that you can specify the Scheduled Date that you would like the

return to Reship.

Specify Action

To use this screen:
Select an action to be performed against the Return and schedule a date for the Return action.

Return Action

Reship -
Scheduled Date 07/01/2022 -
Destination Jason Morgan .

Jason Morgan

6098 Calderwood Hwy
Tallahassee, TN 37878
JM@testing.com

Delivery Method UPS-2ND DAY (UPS 2) -

=N

Return to Stock

Complete the Scheduled Date field and click Confirm to save or Cancel to abandon.
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Specify Action x

To use this screen:
Select an action to be performed against the Return and schedule a date for the Return action.

Return Action
Return to Stock -

Scheduled Date

=N

Damaged in Transit
Complete the Scheduled Date and Destination Location fields and click Confirm to
save or Cancel to abandon.

Specify Action X

To use this screen:
Select an action to be performed against the Return and schedule a date for the Return action.

Return Action Damaged in Transit -

Scheduled Date

Destination Location 0

Scrap
Meeds Pickup

=N -

Edit
Returns that are not complete, or that do not have a Received status are able to be
edited. Click the line item for that return, and click Edit in the upper left corner.
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ASNs Returns Products o 0

Returns / 01145/IN/00013

Pending Receipt >  Awaiting Client Instructions >  Ready forAction > Done.

Vendor Devid Wright Scheduled Date 05/31/2022 11:3114
Warehouse 5555 Brosdway Source Document Returnof O1145/OUT/00372
Return Location
Operations Additional Info Return Info Note
Product Expiration Date Ordered Done Unit of Measure
[1SRESCAB] 2015 Res Cab Sauv 6000 0000 EACH =]

Make the desired edits and click Save to confirm or Discard to abandon the
changes.

ASNs Returns Products o 0

Returns / 01145/IN/00013

PendingReceipt > Awaiting Client Instructions >  Ready for Action > Done

01145/IN/00013

Vend Seheduled D:
ender David Wright - cheduled Date 05/31/2022 -

Warehouse David Wright Source Document Return of 01145/0UT/00373 -

Return Loestion

Operations o Ret N
Product Expiration Date Ordered Done  Unit of Measure
[1SRESCAB] 2015 Res Cab Sauv 6,000 0.000 EACH ] @

Add a line

Follow the breadcrumbs back to the main Returns page.
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ASNs Returns Products

Returns / 01145/IN/00013

PendingReceipt >  Awaiting Client Instructions >  Ready forAction > Done

Vendor David Wright Scheduled Date 05/31/2022 11:31:14
Warehouse 5555 Broadway Source Document Return of 1145/0UT/00373 &
Return Location
Operstions  Additional Info  Returnlnfo  Not
Product Ordered Done of Me:
6.000 0.000 EACH

[1SRESCAB] 2015 Res Cab Sauv
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Products

From the Inventory menu on the left, select Products from the yellow menu bar at

the top of the page. This provides a list of all products, as shown below:

Products

[E3 Club Scheduler
5 Orders

B Inventory

B Contacts

éD Reports

2 Help

B Documents

2001 Copper Cab [13COPCAB]
Onhand: 0 EACH
Availsble: 0 EACH

2002 Copper Cab [02COPCAB]
On hand: 0 EACH
Availsble: 0 EACH

2004 Copper Cab [04COPCAS]

2006 Copper Cab [06COPCAB]
On hand: 0 EACH
Avslsbe: 0 EACH

2001 Copper Cab [01COPCAB]
On hand: 0 EACH
Avslable: 0 EACH

2002 Copper SAV [02COPSAV]
On hand: 0 EACH
Avsiable: 0 EACH

2004 Copper SAV [04COPSAV]

2006 Copper SAV [06COPSAY]
Onhand: 0 EACH
Auiable: 0 EACH

2001 Copper Cab [13COPCAB]
On hand: 0 EACH
Avaisble: 0 EACH

2003 Copper Cab [03COPCAB]
On hand: 0 EACH
Avaisble: 0 EACH

2005 Copper Cab [05COPCAB]
On hand: 0 EACH
Avii

le:0 EACH

2008 Copper Cab [08COPCAB]
On hand: 0 EACH
Avaisbie: 0 EACH

2001 Copper SAV [01COPSAV]
Onhand: 0 EACH
Avsiable: 0 EACH

2003 Copper SAV [03COPSAV]
On hand: 0 EACH
Avslable: 0 EACH

2005 Copper SAV [05COPSAV]
Onhand: 0 EACH
OEACH

2008 Copper SAV [08COPSAV]
Onhand: 0 EACH
Auisble: 0 EACH

Creating Product

To create a new product in the system, click the Create button in the upper left of
the screen, as shown below:

ASNs Returns Products (2] 0

b

2001 Copper Cab [01COPCAB] 2001 Copper Cab [13COPCAB] 2001 Copper Cab [13COPCAB] 2001 Copper SAV [01COPSAV]
On hand: 0 EACH On hand: 0 EACH On hand: 0 EACH On hand: 0 EACH
Available: 0 EACH Available: 0 EACH Available: 0 EACH Available: 0 EACH

2002 Copper Cab [02COPCAB] 2002 Copper SAV [02COPSAV] 2003 Copper Cab [03COPCAB] 2003 Copper SAV [03COPSAV]
On hand: 0 EACH On hand: 0 EACH On hand: 0 EACH On hand: 0 EACH
Available: 0 EACH Available: 0 EACH Available: 0 EACH Available: 0 EACH

2004 Copper Cab [04COPCAB] 2004 Copper SAV [04COPSAV] 2005 Copper Cab [05COPCAB] 2005 Copper SAV [05COPSAV]
On hand: 0 EACH On hand: 0 EACH On hand: 0 EACH On hand: 0 EACH
Available: 0 EACH Available: 0 EACH Available: 0 EACH Available: 0 EACH

Complete the fields on the following page:
e Product Name (required)
e Status
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PRODUCT HAME

PRODUCT NAME

STATUS:

+ ACTIVE

BLOCKED
QUTSIDE VENDOR

GEMERAL INFORMATION

o Active
o Blocked
m Hides the product from being able to be searched
o Outside Vendor
e General Information
o SKU (required)
o Product Type (required)

Other

o Lowstock Contact
m Contact responsible if stock levels go below the Lowstock
Quantity threshold
o Lowstock Qty
m Stock level threshold when more items should be sent to the
warehouse
e Alcohol
o Alcohol Percentage (required)
o Product Type (required)

Product Type |

Beer
Wintage Year

o Bottle Size (required)
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100 mL
187 mL
200 mL
250 mL
300 mL
355 mL
375 mL
500 mL
720 mL
1L

1.5 L
1.5 L
iL
45L
BL

aL
12L

15 1L

18 L

27 L
WINEBOX
Unspecified

o Vintage Year (required)
o Country (required)

United States -
Afphanastan
Albania
Alperis

American Samoa
Andorra
Angala
Anguilla
Search More...
1 Create and Edit...

o State
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Cakfornia {US) -

Armed Forces Americas (LUS])

#Armed Forces Eurcpe (US)

o Appellation (required)
o Brand
o UPC Code (barcode)
o NABCA Code
o UNIMERC Code
o SCC Code
e Packing Slip Description (this is the same as the Product Name and changes
in either field will reflect in the other)
o Enter the desired description which is automatically saved
o This note will show up on delivery orders

Packing Slip Description

This note will show up on delivery crders

When done, click Save to confirm or Discard to abandon the changes, as shown
below:
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ASNs Returns Products (-] 0

Products / New

=R

Product Name
Product Name

Status:

Active -

General Infermatien

Lowsteck Contact

SKU
Lowstock Qty 0

Produet Type Alcohol -

Editing Product

To edit an existing product, click the card of the product you would like to edit.

Products

r SAV [01COPSAY]

per Cab [02COPCAB]

Cab [03cOPCAB)

er Cab [04COPCAB]

SAV [04COPSAV]
cH H

2006 Copper Gab [06COPCAB]
AcH

er SAV [06COPSAV]
cH

er Cab [0BCOPCAS]

ACH A

2008 Copper SAV [08C0PSAY] 2009 Copper Cab [a9c0PCAB] 2009 Capper SAV [09caPsAY] 2010 Copper Cab [10c0PCAB] 2010 Copper SAV f10copsa]
c H ACH cH "

AcH

Click Edit in the upper left corner to make the desired changes.
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Lowatock Quy

UPC Code (Barcods)
NABCA Code
UNIMERC Code
SCC Code

Packing Slip Description
2001 CopperCab

Make the desired changes and click Save in the upper left corner to confirm or
Discard to abandon.

ASNs  Returns Products L] 0

Products / [13COPCAB] 2001 Copper Cab

=N

Product Name

2001 Copper Cab‘

Active
Los Lomstock Cantact
sku peas Lomstock @

Produst T

Alcohol

Aleshel P o . UPC Code (Bareode)
Product Type e . NABCA Code
Bottle Sire Boomt N UNIMERC Code
Vintage Year 2001 SCC Code

Country United Ststes

St Missauri (US)

Appellat Napa

Brand

Importing a Product

To import a new product, click the Import button in the upper left of the screen, as
shown below:
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ASNs Returns Products L2} 0

Products

=Group By ~ * Faveri 1-39/39 € ‘ > .

2001 Copp§r Cab [01COPCAB] 2001 Copper Cab [13COPCAB] 2001 Copper Cab [13COPCAB] 2001 Copper SAV [01COPSAV]
On hand: 0 EAEH On hand: 0 EACH On hand: 0 EACH ©On hand: 0 EACH
Available: 0 EARH Available: 0 EACH Available: 0 EACH Available: 0 EACH
2002 Copper [Cab [02COPCAB] 2002 Copper SAV [02COPSAY] 2003 Copper Cab [03COPCAB] 2003 Copper SAV [03COPSAV]
On hand: 0 EAC On hand: 0 EACH ©n hand: 0 EACH
Available: 0 EACI Available: 0 EACH Avsilsble: 0 EACH Auailable: 0 EACH

2004 Copper Cab [04COPCAB] 2004 Copper SAV [04COPSAV] 2005 Copper Cab [05COPCAB] 2005 Copper SAV [05COPSAV]
On hand: 0 EACH On hand: 0 EACH On hand: 0 EACH ©On hand: 0 EACH
Available: 0 EACH Available: 0 EACH Available: 0 EACH Available: 0 EACH

Click Load File and select the file you'd like to import. To abandon the action, click
Cancel.

ASNs Returns Products 2] 0

Products / Import a File

Select a CSV or Excel file to import.
Excel files are recommended as fields formatting is automatic.

Need Help?

& Import Template for Products
Import FAQ
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