
 

Revised 02/01/2010 

 

 

 

 

MIE INVENTORY 2011.0

  
USER GUIDE 



MIE Inventory User Guide 

Revised 11/13/09 2 

Table of Contents  
 

Introduction ......................................................................................................................... 3 
MIE Inventory Ribbon Bar ................................................................................................. 4 
Getting Started .................................................................................................................... 5 

Division Parameters ............................................................................................... 6 
Item Maintenance ................................................................................................. 12 

Item Class Maintenance ........................................................................................ 25 
Item Number Maintenance ................................................................................... 25 
Item Packaging Maintenance ................................................................................ 26 
Unit Of Measure Maintenance .............................................................................. 26 
Unit Of Measure Set Maintenance ........................................................................ 27 

Commodity Maintenance .................................................................................... 298 

Catalog Maintenance ............................................................................................ 29 

Catalog Category Maintenance ............................................................................. 30 

Location Maintenance .......................................................................................... 31 
Inventory Modules ............................................................................................................ 32 

Inventory Quantity ............................................................................................... 32 

Creation Of Inventory Worksheet ......................................................................... 35 
Inventory Worksheet ......................................................................................................... 36 
 

 



MIE Inventory User Guide 

Revised 11/13/09 3 

Introduction 
 
Congratulations on your decision to use MIE Trak software system. 

 

MIE Trak inventory handles your inventory throughout the MIE Trak system including 

 

1. Item Maintenance 

 

2. Item Locations 

 

3. Inventory Reports 

 

a. Quantity 

 

b. Value 

 

c. Reorder Points 

 

4. Inventory Worksheet 

 

5. Inventory Transactions 
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MIE Inventory Ribbon Bar  
 

DESCRIPTION  
 

The MIE Inventory is accessed through MIE Trak by going to the Inventory drop down 

menu which will bring up the inventory ribbon bar.  
 

 

 
 

 

1) Inventory Quantity -  This area enables you to get reports out of MIE Trak covering 

all the areas of inventory. 

  

2) Inventory Worksheet -  This area enables you to process inventory worksheets to 

update your companyôs inventory. 

 

3) Inventory Transaction ï This area is where you can report on all transactions that 

have occurred in and out of inventory.      

 

4) Fixed Asset Report ï This area produces the Fixed Asset Report.   
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Getting Started  
  
INITIAL SETUP 
 

MIE Inventory requires some prerequisite information to be entered which is shown 

below. 
 

 

DIVISION PARAMETERS 

 

Division Parameters 

 

ITEM SETUP 

Item     Unit of Measure Set 

Item Class    Commodity 

Item Number    Catalog 

Item Packaging   Catalog Category 

Unit of Measure   Location 
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Division Parameters 
 

Parameters are set for each division and are defaults and settings for inventory items.  To 

access the division parameters from the main ribbon bar click on Division has highlighted 

in the next screen shot. 

 

 
 

SELECT AN APPROPRIATE DIVISION 

 

Each division has its own unique set of parameters which must be set according to your 

company preferences. 

 

ACCOUNTING TAB 
 

 
 

The Account tab stores the default accounting method for the division as well as number 

of decimal digits for six numeric fields. 

 

SALES ORDER TAB 
 

 
 

The Sales Order tab enables the ability to change the promise and expected release dates 

and sets max sales order result count for the division. 
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PURCHASE ORDER TAB 
 

 
 

The Purchase Order tab enables the ability to restrict creation of new locations on posting 

of purchase receipts and sets max counts for P.O. and P.O.   Rec. result counts. 

 

INVOICE TAB 

 

 
 

The Invoice tab sets division wide values for invoice grouping styles, kit component 

options, sales tax and GL account selections. 
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INVENTORY TAB 

 

 
 

KEY FIELDS 
 

Location 

All item inventory must be placed into a location when 

received or at the completion of manufacturing.  When 

items are shipped to customers, inventory is removed 

from locations.  This is the default location for the 

company and is required.  When an item is created this 

will be the default location which you then could add or 

modify the items location. 

 

Allow Negative Inventory 

Allow negative inventory if checked.  If allow negative 

inventory is not checked the system will not let 

transactions occur when the transaction would result in 

a negative inventory quantity. 

 

Delete Locations with Zero 

Inventory 

When an inventory location goes to zero the system 

will automatically remove the inventory location from 

the item.  The item will always have at least one 

inventory location. 
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Expected Release Days 

This is the default expected release days of an item.  If 

a purchase order arrives the system will calculate the 

expected release date based on the due date minus the 

expected release days. 

Product On Dock Days 

This is the default product (sub assembly) on dock days 

for an item.  If an item is being manufactured the 

product on dock is the due date minus the product on 

dock days. 

 

Hardware On Dock Days 

This is the default hardware on dock days for an item.  

If an item is being manufactured the hardware on dock 

is the due date minus the hardware on dock days. 

 

Projected Days 

This is the default projected days for the item.  This is 

used when determining due dates of the subcomponents 

and it is also used in the MRP reporting.   This is the 

number of days to manufacture the part. 

 

Material On Dock Days 

This is the default material on dock days for an item.  If 

an item is being manufactured the material on dock is 

the due date minus the material on dock days. 

 

Outside Processing On Dock 

Days 

This is the default outside processing on dock days for 

an item.   

 

Hardware Account General ledger hardware account for the item. 

Material Account General ledger material account for the item. 

Outside Processing Account General ledger outside processing account for the item. 

Standard Account General ledger standard account for the item. 
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MISCELLANEOUS TAB 
 

 
 

KEY FIELDS 

Default Unit Of Measures 

Pick from the drop down list to set the unit of measure 

that will be the default for the particular category. The 

Unit of Measure Set maintenance database needs to be 

setup before these can be picked. 

Calculations  
(Material, Hardware/Supplies, Outside 
Process) 

Pick from the drop down lists the default calculation 

type for each of the categories. 

Default Markup % 
Enter the default % markup that is to be used on each 

of the bill of material items in the quote. 

Default Addresses 
(Invoice, Sales Order, Purchase Order, RFQ) 

Pick from the drop down list to set the default address 

for each of the areas listed. The addresses come from 

the Division Address tab. 

Item Search Defaults Click on the radio button of the default display option. 

Default Calendar 
Enter the default fiscal calendar or default calendar 

period. 

Default GL Account Enter the default revenue and COGS accounts. 

Default Week 
Enter the default week by clicking the box for each 

default day and entering the number of hours below 
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QUOTING TAB 
 

 
 

The Quoting tab sets division wide option values for RFQôs and quotes. 

 

 ROUTER-W.O. TAB 

 

 
 

The Router-W.O. tab sets default parameters for routers and work orders. 

 

 SMTP TAB 
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Item Maintenance 
 

Item Maintenance is used to enter all parts, material, hardware, outside processes, etc into 

MIE Quote It.  Item maintenance is accessed from the Maintenance tab on the MIE Quote 

It ribbon bar.  There are nine tabs, Details, Inventory, Transactions, Substitutes, Base 

Price, Party Price, Categories, Divisions and Activity Log. 
 

DETAILS TAB  

 

 
 

REQUIRED FIELDS  
 

Part No. Enter the part number of the item. 

Description Enter the description to describe the part. 

IMPORTANT FIELDS  
 

Revision Enter the revision of the item. 

Type Click on the radio button of the type the item is to be assigned to. 

 

¶ Standard type identifies parts being produced. 

¶ Material type identifies material being bought. 

¶ Hardware/Supplies type identifies hardware and supply items 

being bought. 

¶ Outside Process type identifies subcontracted services. 

¶ Miscellaneous type identifies items that arenôt included in the 
of type categories. 

¶ Kit type identifies to be kitted. 
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I NVENTORY TAB  
 

 
 

The Inventory tab is where costs, quantity and inventory location information about the 

item is kept. 
 

Adjust Inventory button ï to adjust the inventory on hand quantity, add a location or 

transfer quantities between locations click the Adjust Inventory button and the Inventory 

Adjustment screen appears. 
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Adjust Inventory button ï click the Adjust Inventory button and the Inventory 

Adjustment screen appears. 
 

 
 

KEY FIELDS  
 

Quantity Enter the quantity to adjust the inventory by. 

Cost Enter per unit cost of the inventory quantity being entered. 

Set As Standard Cost 

checkbox 

Put a checkmark in the checkbox if the cost is to be updated to the 

Standard Cost field. 

 

Add Location button ï click the Add Location button and the Item Inventory Location 

screen appears. 
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KEY FIELDS  
 

Location Pick from the drop down list the location to be added. 

Container Enter the container description to identify it. 

Lot Number Enter the lot number if implementing lot control. 

Revision Enter the revision description for the quantity being entered. 

Quantity Enter the quantity to be added to the location. 

Expiration Date Enter the item expiration date if applicable. 

Default Location 
Put a checkmark in the default location checkbox if this is to be 

the new default location. 
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Transfer Inventory button ï click the Transfer Inventory button and the Inventory 

Adjustment screen appears. 

 

 
 

KEY FIELDS  
 

Transfer From Location 
Pick from the drop down list the location to transfer the 

inventory from. 

Transfer To Location 
Pick from the drop down list the location to transfer the 

inventory to. 

Qty To Transfer Enter the quantity to be transferred between locations. 
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TRANSACTIONS TAB  
 

 
 

The Transactions tab lists all of the transactions that take place for the item. 
 

PRICE S TAB  
 

 
 

The Prices tab gives the user the ability to list base prices for the item in the top section 

of the screen.  The bottom section is for maintaining party prices for the item.  This gives 

the user the ability to add multiple customers and vendors to a single item and give 

unique part numbers and pricing for each customer and vendor. 
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Add button ï click the Add button and the Item Vendor Maintenance screen appears to 

add party prices or click the Copy Base Price button to copy the base prices listed above 

for that Customer or Vendor. 
 

 
 

KEY FIELDS  
 

Party 

Pick from the drop down list the customer or vendor the part 

that is being sold to or bought from secondary customers or 

vendors. 

Customer checkbox 
Put a checkmark in the Customer checkbox if this is a 

customer the part is to be sold to. 

Party Part No. 
Enter the part number the picked customer designates the 

item as. 

Primary checkbox 
Put a checkmark in the Primary checkbox if this is one of the 

primary vendors for acquiring the item from. 
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QUALITY CONTROL  TAB  

 

 
 

The Quality Control tab allows the user to track the Quality Control process for an item.  

Click the Add or Edit button to maintain QC records through the Quality Control edit 

screen (below). 
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ACTIVITY L OG TAB  

 

 

 

The Activity Log tab lists transactions that change the record.  Initially, the records 

displayed will go back one month from the current date.  To view older records, enter a 

date range and click the Search button.  

 

M ISCELLANEOUS  TAB  

 

 
 

The Miscellaneous tab lists allows access to three areas of item maintenance; Categories, 

Divisions and Substitutes.  
 

CATEGORIES 

 

Clicking the Category Add or Edit button displays the Item Catalog Category 

Maintenance screen allowing the user to select an additional catalog category for the item 

or to change the existing one. 
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DIVISIONS 

 

All items are assigned to one or more divisions.  Pick a division from the drop down list 

and click Save to assign it to the item. 

 

 
 

SUBSTITUTES 

 

Clicking the Substitute Add or Edit button displays the Item Substitution screen allowing 

the user to select a viable substitute for the item. 

 

 
 

Clicking the search button at the right of the Substitutes field displays the Item Advance 

Search screen.  To change Catalogs click the Category Search button. 

 

 
 

KEY FIELDS  

Search Type 
Defaults to the item current Catalog.  To assign a substitute 

from another catalog use the Category Search button 

Search By 
Select an item field from the drop down list to control the 

search.  
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Search At 

Select a position within the Search By field to edit the search.  

The Search At value may be ignored for some Search By 

types. 

Search Value 

Enter a value to control your search results.  In the example 

above searching part numbers beginning with CRS 16 found 

4 possible substitutes. 

 

ITEM LIST BUTTON  

 

The Item List button displays the Add Item screen 

 

 
 

CATEGORY SEARCH BUTTON  
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H ISTORY TAB  

 

 
 

The History tab displays item history records within a date range for four types of 

records: Invoice, Router, Sales Order and Work Order. 

 

M ANUFACTURING SPECIFICATIONS TAB  

 

 
 

The Manufacturing Specifications tab displays item specifications for type, quantity and 

physical dimensions. 
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USER DEFINED  TAB  

 

 
 

The User Defined tab displays four entry fields in each of three types; Text, Numeric and 

Date. 

 

  



MIE Inventory User Guide 

Revised 11/13/09 25 

Item Class Maintenance 
 

Item Class maintenance is used to group items together into classes for reporting 

purposes and classification into different types of inventory.  Examples would be 

expensive items, commodities, consumables, etc.  

 

 
 

IMPORTANT FIELDS  

Code 
Code is a field allowing the user to put in a user defined ñidò to identify 

the item class throughout the system.  The code can be alpha-numeric. 

Name Enter the description to describe the item class. 

 

Item Number Maintenance 
 

Item Number maintenance is used to group items together for reporting purposes.  Item 

Number maintenance is accessed from the maintenance panel on the MIE Quote It ribbon 

bar. 

 

 
 

IMPORTANT FIELDS  

 

Code 

Code is a field allowing the user to put in a user defined ñidò to identify 

the item number throughout the system.  The code can be alpha-

numeric. 

Description Enter the description to describe the item number. 

 

 



MIE Inventory User Guide 

Revised 11/13/09 26 

Item Packaging Maintenance 
 

Item Packaging stores the physical characteristics of packaging components such as 

pallets or boxes as well as their cost per unit.  

 

 
 

 

Unit Of Measure Maintenance 
 

Unit Of Measure Maintenance is used to identify different units of measurements that are 

used in MIE Quote It.  Unit Of Measure maintenance is accessed from the Maintenance 

tab on the MIE Quote It ribbon bar. 

 

 
 

REQUIRED FIELDS  
 

Code Enter the code for the unit of measurement. 

Name Enter the name of the unit of measurement. 
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Unit Of Measure Set Maintenance 
 

Unit Of Measure Set Maintenance is used to define the calculation of the units of 

measure.  Unit Of Measure Set maintenance is accessed from the Maintenance tab on the 

MIE Quote It ribbon bar. 
 

PREREQUISITES 
 

Unit of Measure maintenance must be setup in order to pick from the drop down lists. 
 

 

 
 

REQUIRED FIELDS  
 

Code Enter the code for the unit of measurement.  

Name 
Enter the name to describe the relationships between the units of 

measure. 

Base Unit Pick from the drop down list the base unit of measure. 

Value (Base Unit) Enter the value of the base unit. 

Inventory Unit Pick from the drop down list the inventory unit of measure. 

Purchase Unit Pick from the drop down list the inventory unit of measure. 

Value (Purchase Unit)  

Override checkbox 
(Purchase Unit) 

 

Shipping Unit Pick from the drop down list the inventory unit of measure. 

Value (Shipping Unit)  

Quoting Unit Pick from the drop down list the inventory unit of measure. 

Value (Quoting Unit)  

Override checkbox 
(Quoting Unit) 
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Commodity Maintenance 
 

Commodity Maintenance is used to store the costs of commodities used in production or 

purchasing of an item. 

 

 
 

REQUIRED FIELDS  

Code Enter the code for the commodity.  

Name Enter the description for the commodity. 
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Catalog Maintenance 
 

Catalog Maintenance is used to group items together into catalogs for reporting purposes.  

Catalog maintenance is accessed from the Maintenance tab on the MIE Quote It ribbon 

bar. 

 

 
 

REQUIRED FIELDS  

 

Name Enter the name of the catalog. 

Description Enter the description of the catalog. 

Catalog Type Pick from the drop down list the catalog type. 

Viewable 
Put a checkmark in the viewable checkbox to have the catalog 

viewable. 
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Catalog Category Maintenance 
 

Catalog Category maintenance is used to group Items together into categories that are 

then assigned to Catalogs.  Catalog Category maintenance is accessed from the 

maintenance panel on the MIE Quote It ribbon bar. 

 

 
 

SUMMARY OF USAGE 

 

Catalog Category maintenance is used to group Items together into categories for 

reporting purposes. 
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Location Maintenance 
 

Location maintenance is used to set up locations that items can be assigned to so the user 

can easily locate parts, material, hardware and tools.   Location maintenance is accessed 

from the Maintenance tab on the MIE Quote It ribbon bar. 

 

 
 

KEY FIELDS  

 

Code Enter the code for the location. The code can be alpha-numeric. 

Description Enter the description of the location. 

Site Pick from the drop down list a site where the location is located. 

Location Type Pick from the drop down a type for the location. 
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Inventory Modules 
 

Inventory Quantity 
 

The inventory quantity screen gives you reports about your current inventory levels. 

 

On the left hand side of the screen has the filter conditions available for the report.   

 

I NVENTOR Y QUANTITY REPORT SCREEN 

 

 
 

 

Once your filter conditions and sorting conditions are set you can click the search button 

to display the results in the results tab.   Each time you hit search a new results window is 

displayed for you.   In the results window you can click on any of the columns to do 

another sort based on the column selected.    

 

You can save the conditions and load presaved conditions with the predefined criteria 

section. 
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FILTER CONDITIONS  

 

Customer 

Range 
Specify the customer range that you wish to use. 

Item 
This is the item part number. You can specify a range or leave blank for 

all.  Using the exact search will search for the item specifically.  

  

Class, 

Location, 

Catalog 

Select appropriate item filters.  If the filter is left blank its showing all 

matching. 

Division Select a division. 

Inventory 

Search Options 

 

 

a) Positive Inventory shows inventory that has positive inventory 

only 

b) Negative Inventory shows inventory that has a negative 

inventory only.  This would only apply if you had negative 

inventory turned on in division parameters. 

c) Slow Moving Items shows with the following conditions 

i) Quantity On Hand >0 

ii)  Demand Quantity = 0 

iii)  Last Sell Date is more than 360 days old. 

d) Reorder greater than on hand will show all items where the 

reorder point is greater than the current on hand quantity 

e) Demand greater than on hand will show all the items where the 

demand quantity is greater than the current on hand quantity 

  

Sort By 

Options 
Pick how you want the item in the list sorted. 
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RESULTS 

 

Click on the  button to preview the search results.  These search results can 

now be printed or you can click on the column headings to sort by the column. 

 

 
 

PRINT  

 

Click on the  button to print the report which will list all the rows on the 

grid.   The print dialog box will be displayed which gives you options of which report to 

print.  Choose the report and you can print or preview the report.  You can copy reports to 

make a new report with your data and that report could be private or public.  Please see 

the report manual for more information. 
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Creation Of Inventory Worksheet 
 

You create inventory worksheets by using the inventory quantity report query.  Once you 

have filtered the data in the way you want you can create an inventory worksheet.  Click 

on the following button to create an inventory worksheet. 

 

  
 

Once you have clicked on the inventory worksheet button you will be asked to name your 

worksheet.  Once you have hit save an inventory worksheet will be created with the data 

you have on your screen.  You can now go to the Inventory Worksheet module and print, 

fill in and post the worksheet. 
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Inventory Worksheet 
 

Inventory worksheets are used to help you do inventory counts and adjustments without 

going to each individual item and adjusting its inventory. 

 

The basic process: 

 

I NVENTORY  WORKSHEET SCREEN 

 

The left hand side of the inventory worksheet screen presents filter conditions including 

status and date range.   Once you select the worksheet you can print, enter inventory, 

import adjustments and post. 

 

 
 

 

POST INVENTORY WORKS HEET  

 

Posting the inventory worksheet will adjust the quantities of all the items and create 

appropriate transactions.   
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POPULATING  INVENTORY WORKSHEET  

 

The left hand side of the inventory worksheet screen presents filter conditions including 

status and date range.   Once you select the worksheet you can print, enter inventory or 

import inventory and then post.  Once you post the worksheet inventory transactions are 

created for each entry. 

 

 
 

You do not need to immediately post because you are able to save the inventory 

worksheet. 

 

IMPORTING INVENTORY WORKSHEET  

 

You can import both csv or xls files into the inventory worksheet.  The imported file 

requires that the first row include the following column headings 

 
itemInventroyTransItemPK 
Physical Count 
Comment 

 

The easiest way to create the spreadsheet is to print the óInventory Worksheet Export 

Masterô as a csv file.  The following output is an example 

 

 
 

Once you populate the physical count and comment you will be able to post the 

worksheet. 


