
SPACEbiz Reporting Procedures – Unit Price Report

 UNIT PRICE REPORT

STEPS TO FOLLOW
1. Open SPACEbiz back office. 
2. Navigate to REPORTS.   

3. Click on STOCK.      
4. From drop-down menu, click on UNIT PRICES.    
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5. UNIT PRICE screen will open.        

6. Select stock type for REPORTINGTYPE list.     
7. Highlight ALL items on STOCK TYPE listby Category, Item or Supplier name.           
8. Select date to report from START DATE box.            
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9. Select date to report to in END DATE box.      
10. Click on REPORT.      
11. UNIT PRICE SUMMARY will open. Summary MUST correspond with information on ACTUAL GRV’s/Delivery notes receiCONSISTENCY IN UNIT PRICES IS ESSENTIAL! 
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