INTRO

This tutorial will demonstrate how to create a product in Open Taps.  First, let’s define what a product is.
A product is something that is bought or sold by a company. A product can be a service, such as professional cleaning, or an item that is bought from a distributor and resold, such as a desk or chair. A product could also be a supply, such as a trash bag or service that is used for daily business operations. By defining products, an organization can track and manage descriptive information, prices, and vendors that supply the products.

Many people use the words product, item, and inventory interchangeably. In Opentaps, however, they have very specific meanings. A product is simply the definition or attribute of something that is purchased or sold. An item refers to a single physical object that the product defines – services would not have a corresponding item.  Finally Inventory refers to the accounting of stored items, which may be in a warehouse, or supply closet.  For example, a product could refer to a chair such as "Adjustable Leather Recliner". The actual physical chair with the title "Adjustable Leather Recliner" would be an item of this product. Inventory would refer to all the Adjustable Leather Recliner chairs in the warehouse. Another example of a product could be equipment repair, but since this is not a physical object, it does not have any items associated with it and does not have an inventory account. 

Opentaps supports many different types of products and allows you to store important information. In this tutorial, we will concentrate on the most basic type of product, a physical product that is purchased from a supplier and can be resold to customers.

CREATE PRODUCT
To create and maintain the product information, we’ll go to the catalog tab from your Opentaps homepage. (pause)  
From the catalog administrations main page select create new product. (pause)
From this page we can create a new product.  Our first objective is to define a product ID that will be used internally by an office supply company.  We are going to create a product called a pen.  So we’ll give that product ID P-E-N-1-2-3-4. (pause)
The product type can be one of many options.  A finished good would define a product that is kept in inventory, notebooks and folders are examples which should be created as finished goods.  Services, are products that the office supply company sells or provides to the customer.  This means that they won’t be received in inventory, but rather these are items that will be invoiced such as the servicing of a printer.  And finally supplies.  Supplies will be tied to anything that the office supply company itself purchases from vendors in order to conduct daily operations but will not be re-sold to customers.  This can include paper for the cash registers and can also include services such as professional accounting or auditing services.  To keep it simple, anything that the company purchases in order to conduct daily operations will be categorized as supplies.  
For this example we’ll use finished goods.  
The next item is the internal name.  The internal name is the name that the company uses to refer to the product.  We’ll call this “pen for sale”.  The remainder of this page can be skipped.  We simply drop down to the words, create product and click on it.  
DEFINE PRODUCT
Once the product is created, you’ll see that there are numerous tabs on top to define the various attributes and elements of the product.  The first element that we’ll define is the price of the product.  Again the product that we are creating is defined as something that we will be selling to customers.  It is in this area that we will be identifying the price.  I’ll use the price as $15 and 25 cents.  There’s no other information on this page that needs to be updated, simply click create.  (pause)

By clicking create it now adds that default purchase price.  The next thing we will add is information pertaining to the description of the product.  That information goes under the tab – content. (pause)

Under content, the section that the company will be using will be the override simple fields area.  Identify the product name that this particular product will have when it is sold to customers.  This will appear on their sales invoices and possibly on web interfaces if this is sold on line.  (pause)
We have two areas to enter description, one is a short description and the second is a long description.  (pause)

Finally the other areas that we can update are the small image, medium image, large image, detail image and the original image.  These can be jpeg or gif files and you can choose to enter the URL or the web address of the image, or you can upload the specific files.  The company should use the URLs to identify the images.  Once you’ve identified those URLs, click update.  (pause)
SETTING SUPPLIER
Finally, if this product is purchased from an external supplier, we need to enter the supplier’s information for this product, including other suppliers if any, and their respective prices for this particular product.

To enter the supplier information, click the supplier tab (pause)

In this area the first thing we’ll do is identify the supplier of this product.  For example, if Community Manufacturing makes staplers and then sends the office supply company a bill for those staplers then Community Manufacturing is a supplier for these staplers.  If the company Microtek makes a calculator for the office supply company then Microtek is a supplier of the calculator, even if Community Manufacturing is responsible for receiving the calculator into the warehouse.  
If the office supply company sends a purchase order to Denton Paper for printer paper then Denton Paper is the supplier.  

Before you can enter the supplier information, you must have set up a supplier already.

If the supplier that you need does not exist refer to the tutorial on “setting up a supplier”
Once we’ve identified the supplier we enter the last price paid for this product from this particular supplier, I’ll use as an example $12.50.  We enter the product name that the supplier refers to it as, and they may call it PEN A. and then the supplier’s product ID.  This would obviously be obtained from the supplier. Once we’ve entered those bits of information we can click create.  (Pause)
And our final step would be to add old product SKU’s.  If an old product exists, we can simply click on the ID’s tab, identify the ID type as other, and then we can enter the SKU. For example it might P-E-N-A-B-C-D.  In this way, by creating this alternate ID we’ll be able to look up products in a purchase order based on either old product SKUs or new product ID.
SUMMARY
This tutorial discussed the creation of products, identified the difference between the terms, product, item, and inventory.  It also established the price for our customers, suppliers for the product, the description of the product, and alternate IDs.
