MERGING DUPLICATE STOCK ITEMS

1. From the main menu goto #15 Stock system, #31 Duplicate stock section. This section will allow you to merge items together and keep all their history. 

If you have more than 2 copies of a particular item then this needs to be done more than once.

2. Firstly run #1 Start, This begins the merging process.

3. Then goto #2 Automatic calculation. It then gives you an option to check if the description is similar, answer “S” for similar. It will then ask what stock you want to perform the merge on (Y,N,Magazines) Y is all stock and M is for magazines only. This will then create a report that will list all the duplicate items, that have same barcode\supplier code or has a similar description in the title. If the report does not print out use #3 Report and Y for yes.

This report will show 2 stock items together and at the left hand side corner of each double has a line number which relates to those items.

Then go through the report and put a tick next to each double that you do not wish to merge. Keep in mind that the bottom item of the double will merge into the top item keeping all the top item’s details such as price, supplier code, etc. 

MAINTENANCE IS THE MOST IMPORTANT STEP IN MERGING DUPLICATE STOCK ITEMS. ALWAYS MAKE SURE YOU GO THROUGH THIS STEP CAREFULLY.

4. Then go into #4 Maintenance. Press D for delete and insert the line number which refers to the double you wish to remove from the merging list. Delete the items that you do not wish to merge that you have ticked in the report. All the items that you haven’t removed via deleting will be merged.

WE STRONGLY SUGGEST THAT YOU MAKE A BACKUP AND RUN THE MERGE ON THE MASTER COMPUTER WHEN YOUR STORE IS CLOSED.

5. Now go to number #6 Merge and this will merge all the doubles together, keeping both items history and placing it on the top item.

6. After this is completed do a full re-index #3 updating system section, #12 re-index data files.

If you just want to merge one item together and not go through the whole report which may take some time you can do the following.

1. Run #1 Start, this begins the merge process.

2. Then go into #4 Maintenance and press the letter A for add. Enter the item that you wish to keep in the first field and the item you wish to merge down the bottom. You can scan, type the stock code or search for the item. Then details correct Y for YES.

3. Then run #6 Merge and those items will be merged together. We strongly suggest you make a backup first and try it in the training system.

