Guidelines for Establishing an Inventory System / Purchasing Inventory from VEC Trading

BUYING MERCHANDISE INVENTORY

· Every firm must purchase products from a wholesaler for resale. VEC Trading acts as a wholesaler.  Therefore, anything that a firm wishes to re-sell may be purchased from the VEC Trading.  However, a list of those items, along with the wholesale prices, must first be supplied to VEC Trading by direct entry into the VEC Trading website.

· How should students determine the wholesale price?

· To register the products you sell with VEC, you must send a representative to the Purchasing Workshop, which is held in October. At the workshop, representatives will be given a username and password for VEC Trading, and will be trained in the process for entering the inventory items. Representative will list the items sold by the firm or those your firm would like to sell. Subsequent purchases can be made online using the online purchase order. After your online purchase is made, an invoice will be generated and sent to you via email. You can then give the invoice to the Accounting Department, who will pay VEC Trading for those purchases.

To access VEC Trading:

1. Go to www.veinternational.org.

2. Select E-Business Marketplace

3. Select VEC Trading.

4. Enter your ID and password as supplied by the VE Central Office.  Contact Eric Spinner (Espinne@nycboe.net) for account creation and password assignment.

5. Select the link to “Add or Delete Products” to open the inventory entry form. 

6. Select Add Product
7. Enter your product information (fields marked with an asterisk * are required):

a. *Product Name (e.g.- CD-R 80min)

b. *Price (this is the wholesale price, and should reflect what you would pay for the items if you were to purchase them from a wholesaler.  Generally, for VE, this is no more than 50% of the retail price.

c. Product Description (this is an optional field for descriptions of items that may be similar).

d. *SKU # (It is recommended to use your catalog item # to minimize confusion and allow easy cross-reference).

e. Select Save.

8. Repeat steps 7 a-d for all new items.

Note:  If there is need to edit the product information after it is saved, click on the product name that is displayed.

To Purchase Inventory:

1. Select Buy Products.

2. For each product you wish to purchase, enter the quantity from the pull-down menu and then click on the shopping basket to the right.

3. When done, select Update Shipping Address.  After entering data, select Save.
4. Select View My Basket.  You may return to shopping, or select Continue to proceed to checkout.  NOTE:  Be sure to read the terms for shipping and handling!
5. Select Checkout.  

a. When checkout screen appears, enter the billing address, if different from shipping address.  If it is the same, simply check the box for Same as Shipping Address.

b. Select shipping method.  Remember, the charges are different for the two methods.
c. Select Checkout.

Purchasing is now complete.  Print the invoice that is displayed for your firm’s records.  A separate invoice will be sent to you by email at the address indicated in the main inventory site.  If you don’t receive the emailed invoice, contact Eric Spinner (Espinne@nycboe.net) and the problem will be corrected.

• In Task 4, you will create inventory forms, which will help you keep track of the merchandise you

purchased for resale and the merchandise you purchased for use in the company. Sample forms can be

found in the Accounting Guide.

• In Task 5, you will be expected to create a Merchandise Inventory Report. In order to do this, the

purchasing department will have to fill out the forms found in the Accounting Guide, which will then

be the basis for the Inventory Report.
