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Sales Analysis 

• Create sales analysis for 6 months 

• Pull report: Accpac – explore - Logs E - CT Accounts 
- Z Reports Master – Michelle - Sales analysis 2005 

• Average out showing what is sold per month 

• Seasonal items – print sales analysis for a year 
showing what was sold the previous year during 
that month. 

Stock Report 

• Pull Report: Accpac – explore - Logs E - CT Accounts 
- Z Reports Master – Michelle – Absa Item Status 
with fix eta 

• Stock Report shows what is on hand, on order and 
on back order 

• Check stock report against sales analysis report and 
order stock accordingly.  

Purchase Orders  

• Create purchase order (P/O) in Accpac 

• Send P/O to the various suppliers via email 

• Request Confirmation receipt of order 

ETA 

• Confirm expected time of arrival (ETA) with 
Supplier 

• Insert ETA into P/O on Accpac 

• Client Liaisons revert back to customers with Back 
Orders 

• Person who submitted the P/O follows up with 
Supplier to ensure stock arrival as per ETA. 

• If not log query with Supplier 

Branding 

• Do quality check when stock arrives.  

• Send stock to Brander with delivery note (D/N) 

• Add P/O number to D/N 

• Explain what branding is required on D/N 

Booking In 

• Stock arrives from brander 

• Quality Check again 

• Book into Accpac 

• Invoice to clients (back orders) 
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