Warehouse Info


Remember to lift with your legs and not your back. This will save you lots of wear and tear and keep you going longer.


Learn the layout of the warehouse. Learn where the different manufacturers small parts are, where the different types of parts are (pumps, nets, poles, heaters, etc). Learn where the items that move faster are versus the slow moving items.


Be willing to ask questions. You are new and you are there to learn everything so asking the occasional question to get clarification or to just show the initiative that you are willing to learn a new skill without them asking you to learn one can be of great benefit to you.


Slow down when pulling orders whether it is early in the morning for deliveries or when sitting at the sales counter. If you take your time you are less likely  to pull the wrong thing and have to fix your mistake by going back to get the right thing when for a counter order. For deliveries, unless caught by a co-worker checking the order, a mis-pull cannot be fixed unless the customer tells you and sends back the wrong merchandise. If it is to the customers advantage, sometimes they will not report the mistake. Even if they do, it is a hassle and inconvenience and makes you look sloppy. Take the time to do it right the first time.


Pay attention to everything. This goes with pulling orders correctly but also learning while pulling where certain things are. You will find that certain items get bought more or are more popular so if a customer is not sure which skimmer net they need, you can know which ones are bought the most and that will probably be the one that they want.


Do not be afraid of the forklift. You are not strong enough to lift or move certain things without using it. And there are the times something will be high up and you will have to use the forklift to get it off of the highest shelf in the warehouse. On the flip-side, be careful also with the forklift. Take it slow the first few times you use it and as you get more experience you get faster with it and able to get things that are stacked high easier and becomes easier to fetch items and not have to worry about destroying them.


This goes mostly for the use of the forklift but can be used in other places: be willing to experiment. You will not know what you can do with a forklift without trying. If you see one of the warehouse guys get a heater box from a stack of boxes, give it a shot. But also know your limits so if you are not comfortable, get someone to show you how they did it and get them to watch you do it once or twice.

Computer info


Write down every command you use or learn in order to make sure that you remember it. There are easier ways to get to anything that you can find on a drop down menu, you just have to know how to get to it.


Every new skill you learn such as running reports or search commands, find out what the extent of the power of the command is. Certain buttons have the same function in multiple reports.


One of the first things to learn is how to track an item from the time it comes into the warehouse until it leaves. When doing inventory, it helps to know how a item got to the warehouse and who finally left with it if it comes up missing.


Do not delete reports until you have permission. The thing you think might be harmless to delete might actually mess up something else along the way or put an item in a limbo state where it cannot be sold or transferred out and wont be discovered until an inventory or audit which can mean losses or lost potential sales.


Another key thing to learn is how the different reports are connected. When something is taken off the open transfer report, it will now be possible for it to be removed from the open sales report (since the item is now in the warehouse and sellable). And if something is on an open sales report, that also means that it cannot be sold to a potential customer because it is being held by the computer so that it can only be sold to the person who placed the order. Customers will want to buy things and call in orders they may never actually pickup. So you need to know how to find those items and be able to take care of them no matter what reports you may be looking at.

Recommended Stock from CSL

How to run the “Recommended Stock Transfer Report”

1. Type in /rec.trn.rpt

2. Type in your areas CSL and your branch numbers

3. Once done selecting the items for the report, it will ask you to print. Print to the particular report printer your branch uses.

4. Take the printed report and search for all the items that the CSL is out of stock on and all the class 13 items so that you do not make the mistake of back ordering something that the CSL does not carry or the class 13 items that you do not want to burden your branch with.

5. Type in /TE to get a new transfer.

6. Get a new transfer number (the computer will automatically put a new one when you type NEW into the Transfer number area).

7. When the cursor is blinking in the “From Branch” area, hit F5 to enter the temporary transfer number (it should be found close to the top of the report).

8. Make sure that you tell the computer not to include back ordered items.

9. The process for checking each item is simple:

a) Hit enter on the first line item

b) Type /ii to enter the inventory inquiry

c) When the cursor is blinking next to the “purchase order,” hit F7, F5, F6. This will show you the purchase history of the item by the month.

d) Hit ESC 3 times to get back to the main screen to see what the current stock level is.

e) Using the numbers from both of those screens, make assessments on how much to bring in. Summer months mean there will be more movement of the inventory. Use previous years numbers for an idea along with how much has been consumed so far that month. A good rule of thumb during the middle of the summer is, for example, if there has been 20 items sold so far in the month and it is the middle of the month, order 20 more. If it is the end of the month, bring in just a little under the current months usage for the next month.

f) If there is little selling of an item, bring in 2 items at a time so by the time it gets back to one item in stock, you can order another with probably of time before the current one is sold.

g) Hit ESC until you come to the screen where you put in the number you want to order and enter until you come to the original transfer order screen.

10. If you decide not to order an of an item, hit  \   on the line of the particular item to delete it.

11.  After going through all the items, hit F2 to print the report.

12.  Some CSL's you must call to ensure that the report has printed. Check with your OPS managers to see if this is necessary.

 
Depending on how often you run the report will make a difference on how much you want to “buy” every time. The more you run the report, the lower the estimates you can make on what is needed. The less you run it, the higher the estimate you must make of what is needed for the warehouse. 


If the item is frozen or a lower class number, the more of that item that you must bring in every time you order. 


When dealing with non-frozen items, if it is a high seller, that means you need to bring in more of the item and vice versa.


Do not order class 13 items because your branch will be punished for having them in stock unless enough of them are bought during the period being measured.


If a class 0 item is not selling or if it is listed on the “Recommended Stock Transfer” and not selling, you do not need to buy the item. If there is some traffic on the item, only get enough to match current use.


On a side note, make special note of the class 1 through 4 items that are about to be a stockout to ensure that there is none. Managers receive bonuses based on how many stockouts occur.

Transfers

How to run a E-Report (Emergency Transfer Report)

1. Type in /emg.po.req.rpt

2. Type in your branches number so that you run the correct report.

3. Send to correct printer (same printer as you use for the “Recommended Stock Transfer Report” probably).

4. Type in /ii to bring up “Inventory Inquiry.” On the intial screen, check to see if the item is a stock item because then you will want to order enough to replenish stock while also filling the backorder. See instructions on looking at inventory inquiry screen to learn what everything means and how to check inventory levels.

5. When in the screen hit F6 to bring up which branches have the item. If you want to look at all the branches and not just the ones in your area, type in 99 instead of your branch number in the branch number area of the screen.

6. If there are no branches with an item or if the item is listed on the report with an asterik in front of it, it will have to be ordered straight from the manufacturer. This might require your OPS manager doing a PO for the item.

7. Type in /te to bring up a transfer report if you can get it from another branch.

8. Hit enter to get a new transfer number. Next fill in the number of the branch that has the item you need and then on the next screen type in the way you want it shipped. 

9. Type in the number to the write of the item on the printed report  This number should be found on the report to the left of the item's catalog number. Be sure to include the the line item number. It should read something like S70123456/1, where S stands for sales order, the 70123456 is the sales order number, and the /1 is the line number on the sales order that the item is.


When deciding who to get an item from use this order: CSL, close branches if they can drive a truck to you with the item (might only be doable in metropolitan areas with more then one branch), places that have it on surplus (especially if more than $50 worth of stuff is being transferred), then branches that sell the least of them or that the item is a non-stock or class 0 item for them.


Try to get as many items from the same location especially if it is a close location. 


If you can get an item on surplus, make sure to use shipping option 72 when doing the transfer if the item is over $50 dollars because then the shipping must be paid by the branch that is leaves from instead of your branch paying for it. do not abuse this though then the branch might become angry and refuse your branch transfers later when it will be needed the most. If the item is paint or a chemical that requires a haz-mat driver, it cannot be shipped via UPS and must go on a freight line. If the item is over 6 feet long, it must go on a freight line. These types of items might require PO's also. 


If you are taking the last item they have in stock of something, call and confirm they will let it go before you try to send the transfer order and it will save you heartaches and heartburn later from having to redo the order.


Run the open transfer report on regular basis to make sure that items they are needed to fill a current order have actually come in and that the ticket for the item did not get lost.


If there are multiple things to get from same maker for same customer, consider ordering from maker to reduce shipping costs.

How to run “Open Transfer Report”

1. Type in /open.trn.rpt. The first time you run one, you will not want to type in any certain dates but after the initial one, always try to only run certain dates. This is a good report to find out every day to find out the status of all the transfers. This will help you know if a transfer order got lost, if they put something you ordered from them on backorder. Or if they deleted it all together and where you will have to reorder it.

2. Every item will be listed as either “IN-TRANS” or “PRINTED.” If the items is “IN-TRANS” then it has been shipped and if you type in the transfer number into /tli, and hit F5 until you come to the screen that gives the UPS shipping number so that you can track the package. Periodically check on the items, especially the ones that are listed as “PRINTED” to ind out where they are so that nothing gets lost in the mail or never shipped.

Who owns whom


Waterpik


--AEH, HUR, JDY, LAR, LAR-com, LAR-heater, LUM, OLY, TLD


--People will constantly ask for Jandy when they really want Waterpik .


--LAR: heaters and heater parts


Polaris


--CTK, DJC, FLF, POL


Hayward


--ARN, CFZ, HAY, HMI, HMS


Pentair


--AMP, COM, KPY, LET, PAC, PAQ, PUR, RAI


--Pac-Fab (PAC) is one of the big names that Pentair owns


--Customers will ask for Pentair and it will be PAC

Counter


Learn the companies that your particular branch stocks and what they make 

Do your best to memorize who owns who (see the list prior to this section for a few ideas). Along with knowing the companies and who owns who, learn their particular product lines and the abbreviations (also shown prior). By learning the abbreviations for parts, you can more easily find them in the computer.


Be willing to admit if you do not know what a part is or anything about a part other than being able to identify what type of part it is.


Use the catalogs to find items and to find how they are identified in the computer. Also, learn how to read the diagrams in the catalogs and where items are. Another key thing is to learn the catalog numbers also because if they write down a number wrong that they bring in after copying it from their catalog at home, you can find the write number sometimes. Also, in some cases they manufacturer's numbers can easily be traced understood to identify a product and you can use that info to find out the correct number. In other cases, memorizing numbers just makes it easier.


Remember, there are universal replacements that your branch uses whether it be for white goods, or filters, or lights, or chemicals.

Manifest


How to run a manifest

1. Make sure that the drivers have given you the sales orders to be delivered in the order that they want them. In all likelihood, it will not make a difference because they know the order they want to do the deliveries. It just makes it easier on them.

2. The manifest entry is listed under ______, and then ______, and then choose ______.

3. You will type in not the sales order number but the invoice number. Make sure that you have a pick ticket and invoice for every order because you will keep the original tickets at the warehouse and the invoices will be sent with the driver.

4. For every order there will be a number of pieces and number of skids you will have to record in the system. If there are numerous orders for one place, you might just want to add all the pieces together and put it on the first order for that particular place.

5. If there is an order going to another branch (a transfer for example), just type C instead of an invoice number. You will have to ship the transfer in the system (see procedure listed in transfer area).

6. After all the orders are recorded, print 2 copies so that there is one for the drivers invoices and one to be put with the original packing lists.

7. Go through and mark every order that money must be picked up so the driver will know and add together the amounts to make it easier on the drivers. Also, run any credit cards necessary. 

