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Standard Operating Procedures Best Practices for Inventory Reporting & Tools




	


[bookmark: _vb73w2o1crgn]Desktop Reporting:
This reporting tool allows managers to generate a wide range of reports through use of report selection criteria.

	1. [bookmark: _r4j3d6h1c1wy]Navigate to the Reporting – Report Selector Page through the menu.

2. The ‘Report Selector’ screen will appear. 
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	3. From the Group category dropdown, select the required report group.

4. From the list of reports, select one of the reports to generate.
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	5. Select the dates based on the calendar/period options available for that report.

6. Select the report format type from the drop-down options. Reports input selections vary by reports.

7. Click the ‘Generate’ button to create the selected report. Some reports will be sent to Download Center in order to retrieve the reports. 
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	8. Navigate to the Reporting – Download Center Page through the menu.
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	9. Once the report is listed in the Download Centre main panel, you can choose to download it, delete it or email it.  
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[bookmark: _a6ssfy8pim1c][bookmark: _wugjm9c1dy0u][bookmark: _yxj2c5en7ahd]

Splash Page:
Splash Page Functions
A message can appear on the landing page after you log in to Fourth, this is called the Splash Page. It is used to inform users of news, updates and alerts from their Head Office.

	1. A message can appear on the landing page after you log in to Fourth, this is called the Splash Page. It is used to inform users of news, updates, and alerts from their Head Office.
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	2. Once the message is read, you have two options: 

· Select ‘Continue’ to close the Splash page and move on to other areas of MX.
· [image: ] Select this checkbox to not see the page again until it changes.  

3. You can always find the Splash Page message under the Menu tab, Reporting – Splash Page. 
	 [image: ]2


[image: ]3



[bookmark: _4znc2vvmgiv5]
image6.png
[Loonenuoaian1 o
[ . | i

o ]





image7.png
Generate




image8.png
Download Center

e [ ———r—— S dsis 7] Sl rpors o st
%] et
] Reportlpe  Tme Generte ate sows s
] Feporing S o Colectin sz o410 Ry
] oo Somims oo ansz0zz 01231 A Reasy
] Fosomgsenies 80N ining snszozz 02eam Reasy





image9.png
splash Page Content Editor

iy one fem shoid be slecied a5 Actie. Exsingcontentcanbe saved o e reuse.

S Tpr e esk v (e ] (o) ()

. Welcome to Fourth Enterprise Back Office

inancial

Enter your Change Receive and Change Drop on the Float Count page.

Enter your Petty Cash balance (Petty In - Paid Out) on Float Count - "Petty Cash Receipt §" and Cashier
Settlement - "+Short Dropped” felds.

'On Cash Collection, make sure click on all the "Confirm” checkboxs for pick up.
Ordering

Have you submited your CashWa order yet? The cut off day is every Friday at 10:00am. If the order is not
placed before the cut off, the scheduled order will be locked
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