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How to Create an Inventory Item

1)  After creating initial catalog items (see How To Manage Materials), select the
Inventory button at the top.

‘ Exemplar Nursery PlantX.net Grower
Action Window Help

a Customers (i Materials| i Inventory | Orders Trucks Sort Email =y Reports &y Add Report

2)  Select the genus and species from Catalog Items list using the small plus button or
double clicking the name.

' Exemplar Nursery PlantX.net Grower

Action View Inventory Window Help

ﬁ Customers g Materials ‘ Inventory = Orders H Trucks Sort Email gy Reports % Add Report

2% Inventory

Search Name, Attr, UPC or SKU Supplies & Orders  Attributes Prices Retail Info Message/Warning/Note  Settings

Catalog Items — A
® Abelia

® Acer

® Achillea

@ Aeonium Decorum
@ Agave

@ Alyssum

® Angelica

@ Arctostaphylos

@ Asarum

@ Berberis

® Betula

® Bouteloua

@ Buxus

8981+

=

| S e |

3) Attributes are the various container sizes, heights, styles etc. that you sell. For
example, a #10 gallon size Acer Palmatum (Japanese Maple) vs a B&B 5’'HT Acer
Palmatum (Japanese Maple). Once the genus and species have been selected, click the
<No Attributes> item. Then select the Attributes tab towards the top of the screen.

Pplantx



3) Attributes are the various container sizes, heights, styles etc. that you sell. For

example, a #10 gallon size Acer Palmatum (Japanese Maple) vs a B&B 5’'HT Acer

Palmatum (Japanese Maple). Once the genus and species have been selected, click the
<No Attributes> item. Then select the Attributes tab towards the top of the screen.

# Exemplar Nursery PlantX.net Grower

Action View Inventory Window Help

ﬁ Customers g Materials §f# Inventory = Orders aTrudG [=] sort Email j=4 Reports g Add Report

9 Inventory

Search Name, Attr, UPC or SKU

[ m Bouteloua

[+ @ Buxus

[+ @ Calamagrostis

[ m Callicarpa

[+ ® Calocedrus

[ @ Carica

[ m Cedrus

[+l @ Cercidiphyllum

[#-® Cercis

[#- @ Chamaecyparis

#-m Clethra

[+ @ Cordyline Australis

(- ® Cornus

[#- @ Cryptomeria

[#- @ Cupressocyparis

[+ @ Cupressus

[+ ® Enbothrium

@ Eudea

[ ® Euonymus

[#-® Fagus

[ @ Fraxinus

[ ® Ginkgo

[+ @ Helictotrichon

[# @ Hydrangea

- m Dex

[#- @ Juniperus

[ ® Lavandula

[ @ Mangifera

[ ® Misc

[ ® Picea

[ m Pieris

[ ® Pinus

[ @ Populus

=@ tremuloides

- @ Populus tremuloides

<No Attributes>

[# @ Prunus

SLW‘ES&QUGTSIAt&ibut:slPrkES Retail Info  Message/Warning/Note Settings

= 1Crop t = 2Location Stock

R = 1 Customer w250 #
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4) Using the search field find the attribute that you want to attach to this item. You
can select multiple attributes for one item, for example you can select a #10 gallon size
and 4-5" HT. However, DO NOT select multiple of the same sizes, heights, etc. for one
item. For example a #10 gallon size AND #12 gallon size, since the inventory item
cannot be both a #10 and a #12 at the same time.

5) Highlight the desired attribute and use the Enter key, or double click to select it.
You can add multiple attributes in this step.

# Exemplar Nursery PlantX Grower
Action View Inventory Window Help
{3 Customers @ Materials g Inventory = Orders [ Trucks B sortEmail ) Reports iy AddReport | [[R)

s Inventory

Gaarch Name. Attt LPC or KU Supplies 8 Orders Atbutss prices RetallInfo  Message/Warning/MNote  Settings
- WD
- @ Betuia gk J
% @ Bouteloua
- @ Buxus -
# @ Calamagrostis Q
4 @ Calicarpa
- @ Calocedrus L]
@ Canca i
- @ Cedrus By
[ @ Cerddiphyllum
+ m Cerds = Populus tremuloides
& @ Chamaecyparis - <No Attributes>
@ Cethra
/- W Cordyline Australis
& @ Comus
& @ Cryptomeria
- @ Cupressocyparis Ao sert
& @ Cupressus Search Use Enter or Double-dick to select.
% @ Enbothrium =y =
4 @ Eudea Clump
+) ® Euonymus Shrub
@ Fagus Multistem
- @ Fraxinus \itip
& @ Gnigo Branched
- @ Helictotrichon LtBrch
4 ® Hydrangea Mwisted
@ Dex Braid
£ @ Juniperus Serpentine
- @ Lavandula LT Grade
+ @ Mangifera Park
i oo Hy
= mPices Specimen
- @ Pheria Plantation
i@ Pins Cont. Grown

® Popuks Collected

= @ tremuloides Semi Shrd

~ @ Populus tremuioides (Quaking Aspen) i v
<No Attributes>
#10 (50 Avad)

- @ Prunus
+/ ® Pseudotsuga

6) If you do not see the attribute you would like to add, you can create a custom
attribute using the search field. Type in the new attribute name and press the enter key
or double click the (custom attribute) option in the attribute list. You can add multiple
custom attributes in this step.

7)  Once all the attributes for this inventory item show in the box above the search
field, you can move on to the next inventory item.
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8) If you are consistently using a custom attribute, you can add it to the master list.
The master attribute list holds all commonly used attributes for quick selection during
the creation of new inventory items.

l) To access the master attributes list, go to Action > Maintain > Attributes.

7] Exemplar Nursery PlantX.net Grower

View Inventory Window Help

Customers F4 ientory: [ Crdars HTTLId
Materials
Inventory F8
Orders F9
Crops F3 A=
Trucks ]
Loads C
Supplies Admin Settings
Locations F6 Member Settings
Order ltems Users and Apps
Allocations My Profile
G Email Manager
Picture Assignment I Abtributes I
N 2 Sales Reps
Reports F11 Taxes
Add Report F12 Chart of Accounts
Sort Email Payment Terms
Labels » Categories
Catalog Iltem Types

i Material Facts
i Mail Templates

I Maintain 4 I Local Settings
Exit

ll) To add a new attribute to the master list: Push the green plus button on the
right-hand side. Note that you can also select an existing attribute to edit it.

[l)  On the smaller pop-up enter the attribute name (i.e. 3' HT, Pot #10, 18” Sprd,
etc.) Then select the type of attribute this belongs to. (#10 would be a
container, 4-5" HT would be a height)

IVV)  You can also add Alt names for this attribute. For example, if the attribute isa 1
inch you could list the metric measurement in Alt 1 as 25mm.
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V) Look in the suggestions section to find attributes that you commonly use but
are not in the master list yet. Push OK at the bottom of the pop-up to apply
changes.

VI)  Once you have added all the attributes, you can organize the order they show
on the plant by either clicking and dragging or highlighting and using the
arrows on the right-hand side.

VIl)  When all the attributes have been added and correctly ordered, push the Apply
button at the bottom of the master attribute list screen.

$ Add Attribute X

Name 2 Year

Type |Age| v
Alt 1

Alt 2
Suggestions

Attribute Uses
1Year | 1}
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How to Set Pricing

1)

Select the inventory item of the desired plant. Then push the Prices tab at the top

of the screen.

2)

{3 customers @ Materials i Inventory [** Orders [ Trucks [] SortEmai gy Reports 4y Add Report

&1 Inventory

Search Name, Attr, UPC or SKU

(3 @ Calocedrus
(& m Carica
(- m Cedrus
(3 m Cerddiphylum
[ m Cerds
[+ @ Chemaecyparis
(- m Clethra
(£ @ Cordyline Australis
(£-m Comus
(& @ Cryptomeria
(i @ Cupressocyparis
(- m Cupressus
[ @ Enbothrium
#-w Eudea
[ @ Euonymus
(- m Fagus
(& @ Fraxinus
(# m Ginkgo
(- m Helictotrichon
[ @ Hydrangea
- m Tlex
(- Junperus
[#-m Lavandula
(- @ Mangifera
(- Misc
[+ ® Picea
(£ Pieris
[ m Pinus
[ @ Populus
[=-m tremuloides

(- @ Populus tremuloides (Quaking Aspen)

#10

s BOo0+

e

Supplies &Orders  Attributes| Prices | Retai Info  Message Waming/Note  Settings

Min Qty
0

Wholesale 0.00
Consignment 0.00
Mot Used 0.00
Not Used 0.00
Mot Used 0.00
Container Deposit
[ Tax Exempt

0.00

0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00

The pricing table is set up to allow 5 price lists and 3 quantity breaks. This allows

for quantity discounting. To create a new price list, go to Action > Maintain > Member

Settings.

’ Exemplar Mursery PlantX.net Grower

Customers
Materials
Inventory
Orders
Crops
Trucks
Loads
Supplies
Locations
Order ltems
Allocations
Pictures
Picture Assignment

Web

Reports
Add Report
Sort Email
Labels

Documents

Statements
Maintain

Exit

F4

]

F9
F3

F6

F11
F12

Action View Inventory Window Help

ventory = Orders HTrud

Admin Settings
Member Settings
Users and Apps
My Profile

Email Manager
Attributes

Sales Reps

Taxes

Chart of Accounts
Payment Terms
Categories
Catalog Iltem Types
Material Facts

Mail Templates

Local Settings

pla
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3) Select the Pricing tab and enter the Price List Names in the boxes.

|2 PlantX.net Member
Contact Info
Email
Signups
Accounting
Integration
Order
Order Groups
Statement

Sales Def Min Qty
Price List Name & 0 0
Supply Wholesale
Shipping
Rating
Net Volume
Logos
Reports
UPC Default Price List = Wholesale

Quantity Threshold...
(®) Changes Base Price (_) Changes Sale Price

E=nEn

Consignment
NEW LIST NAME
Not Used

Not Used

Allocation Changes Update Sale Price

(®) Allocation never changes sale price

(O Allocation changes always prompt to change sale price

(O Prompt when allocation changes affect sale price

() Allocation changes always update sales prices without prompting

I Apply I Revert

4)  Go back to the inventory item and the select the Prices tab again.

5) Enterin the price per list for the plant and include quantity discounts if desired. You
can have up to five different price lists. When done click Apply.

Min Qty
1 10 25

Wholesale 100.00 90,00 80|
Consignment 0.00 0.00 0.00
Not Used 0.00 0.00 0.00
Not Used 0.00 0.00 0.00
Not Used 0.00 0.00 0.00
Container Deposit 0.00

[[] Tax Exempt
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How to Use Settings

1) Select the inventory item and select the Settings tab.
Supplies & Orders  Attributes Prices Retail Info Message/\".iammgﬂ\lule
| =————> Product Type <None>
|| =——> uPCCode %, Result None/Invalid
||| ———> sku
|V ——> LoadFactor 0,0000
V ———  weight (Lbs) 0.0
V| ———— Parcel palletfrack
V|| =———> Perparcel 0 Current: 0,0%
V||| =——> RootBall Size 0
|X b  Tag Color v
X e— Optional Sort ~ | (10 characters max)
X| =———— Revenue Account | 40000: Sales ~
X|| =————> ExportiD (overrides revenue account export ID)
X||| =———> Max Discount 100
XV ——— Default Cost 0.00
XV ————— [[]Running Spedal
XV| =———— [Indudein tag charges
XV|| ————> Maximum Listed 9999999
XVIII [ Hide
2)  Fillin the settings that you will use. None of these are required, but can be useful.
[) Product Type: Only one type per product. Used to differentiate products.
Il) UPC Code: Universal Product Code this can be used for barcodes.
[} SKU: Stock Keeping Unit for internal use and labels.
IV) Load Factor: This number is used to calculate how many items can fit on a truck. This is usually tied
closely to footage. The default is a 1:1 ratio.
V) Weight (Lbs): This is the average weight of one item.
VI) Parcel: Defines the shipping package. (pallet, box, etc.)
VII) Per Parcel: How many items fits into it's parcel. (24 fit on a pallet)
VIIl) Root Ball Size: Defines the root ball size.
IX) Tag Color: If your company uses color coded tags, you can keep track of that here.
X) Optional Sort: This is a special field that allows you to group plants in any way.
X1) Revenue Account: If you track revenue for different types of catalog items, you can assign a revenue
account to it here. (e.g. B&B vs Containers)
Xll) Export ID: QuickBooks override id. (Use Revenue account first.)
XIll) Max Discount: This is the maximum discount percentage allowed for the catalog item. (e.g. If a 25%

discount is applied to an order but the max discount is set to 10% the item will only be discounted

10%)

XIV) Default Cost: Is the default cost for one catalog item.

NtX
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XV) Running Special: The catalog item is marked as special on orders and some reports.
XVI) Include in tag charges: This item will be included on orders that have tags calculated.
XVI) Maximum Listed: The maximum number of plants that will show up on availability reports and
the website. (e.g. 10,000 plants listed as available but only 1,000 will show.)
XVIII) Hide: Hides the catalog item and all supplies associated with it.
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How to Use Message/Warning/Note

1)  Select the inventory item and select the Message/Warning/Note tab.

Supplies & Orders  Attributes  Prices Reta\\ln!\:lMESSEDEM'B”'W'\DWMEISEMWS

These fields optionally appear on supply reports.

Message

Characters Remaining for Message | 100

Specifications

Characters Remaining for Spedfications 100

Warning

Characters Remaining for Warning | 100

Note

Characters Remaining for Note | 100

2)  Fillin the Messages box to show a message on a report to a customer.

3) Fillin the Specifications box to keep notes about additional catalog item
specifications, this will optionally show up on reports.

4)  Fill in the Warnings box to provide a warning when this plant is shipping to a
specific state, customers will not see this. (e.g. CA — Requires paperwork)

5)  Fillin the Note box to keep notes on catalog items for internal use only, customers
will not see this.
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How to Input Supplies

1)  Select Inventory item and then the Supplies & Orders tab.

Search Name, Attr, UPC or SKU l Supplies &Ordersl Attributes Prices Retall Info Message/Warning/Note  Settings

[+ m Calocedrus a2 - 1Crop + 2 Location Stock
[+ @ Carica

& m Cedrus

[+ @ Cerddiphyllum
[+ m Cerds

[+ @ Chamaecyparis
- m Clethra

(+- @ Cordyline Australis
# @ Cornus

[+ @ Cryptomeria

[#- @ Cupressocyparis
[#)- @ Cupressus

[#- @ Enbothrium

- ® Eudea

(- @ Euonymus

[+ m Fagus

[+ ® Fraxinus

- @ Ginkgo

+- @ Helictotrichon
(- @ Hydrangea

- Tlex

¥ ® Juniperus

s 8010+

-

[ @ Lavandula
[#- @ Mangifera
(- @ Misc
[# @ Picea
& ® Pieris
[#- @ Pinus
- @ Populus
=@ tremuloides
(= @ Populus tremuloides (Quaking Aspen)
#10

R = 1 Customer w250 #

2)
3)

Click the green plus button on the right-hand side.
Fill in the pop-up and push OK when done.

® ~ddSupply

Crop Production
Location Al-1
Stock Quantity
Cost Per
Start |

0.00

| [AList Available
Ready | [ Auto-Allocate
Source ‘

Supply created.
Reason

Note

Cancel

pla
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[)  Acropis asection of inventory. Usually a sales year or season. Crops are a great
way to group inventory. To create a new crop, see How to Manage Crops.

[l)  Alocation is usually a physical location, for example Field A or Greenhouse 1. To
create a new Location, see How to Manage Locations.

1)  Stock Quantity is the total number of plants in that crop and location.

IV) Cost Per is the cost per plant.

V) Start and Ready are both dates. Start dates are when you plant or buy inventory.
Ready dates are when you expect them to be ready, these are usually estimates.

VI) If the List Available checkbox is checked, the plants are marked as available for
sale. These plants will show up on your availability and website.

VIIl) If the Auto-Allocate checkbox is checked the supply can be automatically allocated
from. This is a special feature used for allocating plant material.

VIIl) Source is a place to keep track of where you got the plants from. Usually a vendor
or seed source.

IX) The Reason will always be Supply Created unless changed.

X)  The Note field is where you can enter any notes for the supply.

®plantX



How to Manage Crops

1) The crops window allows you to see all crops and their status in an ~ # st Pannac

Action | View Inventory Windo

overview perspective. Go to Action > Crops to find this window. Cutomers B

2)  All your crops will be in the top left. The percentages for Listed, ‘Mtllw s

Auto-Alloc, and Hidden show the percentage of each crop’s supplies that ::,5 :

correspond to the title. Select a crop to view all supplies that belong to e

that crop. i

4)  You can add a new crop using the green plus icon on the top right. Orderems

5) Give the new crop a name, and a date. This date is a sorting date to e

sort your crops. A
6) You will then see the crop’s information on the right hand side. Reparts i

7)  The Report Title is a way to group crops on your reports. For e

Labels >

example, if you want crop A and crop B to be combined on a report you

Document its.

would name them the same in the Report Title, something like crop AB. i
8) The Reporting Year is a way to sort crops on a report by year.

9) On the bottom half of the crop window all the supplies that belong to that crop will
be listed. To the right of this list are buttons.

) View Supply
Il) Adjust Supply Quantities
I} Batch Change Supplies
IV) View Inventory
V) Roll over Supplies
VI) Toggle Supplies Listed
VIl) Toggle Supplies Auto-Allocate
VIil) Toggle Supplies Hidden
IX) Delete Supply

]l xxNi{m|L XD

X) Merge Supplies

PplantX



[)  This button will show up if only a single supply is selected, and it lets you view the
single supply.

[l)  This button allows you to adjust the stock number and give a reason why (disease,
recount, etc.,). This button only shows up when one supply is selected.

[ll)  The batch change button allows you to change all supply fields for the one or more
selected supplies.

[VV)  This button opens the inventory window for one selected supply.

V) Thisis usually used as an end-of-year operation. Here you can roll over any
unallocated quantities to a new crop. For example, you could move unsold 2020 crops
to 2021. This can be used for one or more selected supplies.

VI)  This button will swap the check or uncheck in the Listed column for one or more
selected supplies.

VII) This button will swap the check or uncheck in the Auto Alloc column for one or
more selected supplies.

VIII) This button will swap the check or uncheck in the Hidden column for one or more
selected supplies.

IX) This button will delete the one or more selected supplies.

X)  This button will allow you to merge two or more supplies if they are the same
catalog item.

®plantX



How to Manage Locations

1)
status in an overview perspective. Go to Action > Locations to find this

The locations window allows you to see all locations and their

window.
2)
supplies that belong to that location.
4)

right.
5)

and 3 are a way to group your locations together. You can input the

All your locations will be in the top left. Select a location to view all

You can add a new location using the green plus icon on the top

Now select the location you just created from the list. Group 1, 2,

group name in the box. You can add each location to up to 3 groups.
6) If the plants require digging, you can check the box next to Plants
Require Digging for Harvest.

/)

You can also hide the location using the Hide checkbox.
8)
location will be listed. To the right of this list are buttons.

) View Supply
1) Adjust Supply Quantities
Ill) Batch Change Supplies
IV) View Inventory
V) Roll over Supplies
VI) Toggle Supplies Listed
VIl) Toggle Supplies Auto-Allocate
VIll) Toggle Supplies Hidden
IX) Delete Supply

@l xxxNi=m| XNO

X) Merge Supplies

#® Exemplar Nursery PlantX.net ¢

Action
Customers
Materials
Inventory
Orders
Crops
Trucks
Loads
Supplies
Locations
Order ltems
Allocations

Pictures

View Inven

tory Windo

Picture Assignment

Web

Repoits
Add Report
Sort Email

Labels

Documents

Statements

Maintain

Qpla

F11
F12

On the bottom half of the locations window all the supplies that belong to that
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[)  This button will show up if only a single supply is selected, and it lets you view the
single supply.

[l)  This button allows you to adjust the stock number and give a reason why (disease,
recount, etc.,). This button only shows up when one supply is selected.

[ll)  The batch change button allows you to change all supply fields for the one or more
selected supplies.

[VV)  This button opens the inventory window for one selected supply.

V) Thisis usually used as an end-of-year operation. Here you can roll over any
unallocated quantities to a new crop. For example, you could move unsold 2020 crops
to 2021. This can be used for one or more selected supplies.

VI)  This button will swap the check or uncheck in the Listed column for one or more
selected supplies.

VII) This button will swap the check or uncheck in the Auto Alloc column for one or
more selected supplies.

VIII) This button will swap the check or uncheck in the Hidden column for one or more
selected supplies.

IX) This button will delete the one or more selected supplies.

X)  This button will allow you to merge two or more supplies if they are the same
catalog item.

®plantX
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