


Note from the inFlow team

Thank you for your interest in downloading the inFlow V2 Article Archives.

Please be aware that V2 has been discontinued since 2014, and as of July 2024, V2 resources will no
longer be available on our website.

These resources include:

● Support from the inFlow team
● Knowledge base articles
● inFlow V2 installer files
● No options to purchase new licenses or license activations

We’ve compiled a document containing an archive of all the inFlow V2 Knowledge Base articles,
which we hope you'll find helpful.

If you are considering switching to inFlow Cloud for the latest inventory management features, we
encourage you to reach out to the inFlow team.

https://www.inflowinventory.com/contact-sales


Searching the inFlow V2 Archives with Adobe Acrobat
We understand that finding the information you need can be challenging. To make your search
easier, we've put together this guide to assist you in navigating the V2 archives.

Table of contents
The following page contains a table of contents featuring all the v2 article titles. Simply click on any
title to navigate directly to that article.

When done, you can return to the beginning of the document by entering the 1 into
the page number field.



(Searching the inFlow V2 Archives with Adobe Acrobat continued)

Keyword searching
If you’re unsure of the title of an article, you can use Adobe’s keyword search. This tool allows you
to search the entire PDF document for specific words or phrases.

1. Look for a magnifying glass symbol for keyword searching.
2. Enter a search term/keyword into the field, then press enter on your keyboard.
3. Click on the arrow key to parse through the document using that keyword.
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I’m having problems downloading inFlow…
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I’m having trouble installing SQL Server 2008 R2, what do I do?

I’m having trouble with my custom documents, what do I do?

I’ve lost my password for inFlow, what do I do?

inFlow shuts down automatically when I try to run it, what do I do?

Is there a faster way to set product prices based on cost/other prices etc.?

My computer isn’t prompting me to update inFlow, can I force it to?

My profit report shows no cost of goods sold, how do I fix that?

My vendor charges me in a different currency, what do I do?

Overview

Problems with Printing or Reports

Reports

Required information to file returns

Setting up your stock level

Setting up your taxes

SQL Server Browser Service cannot start (when switching to multi-user mode)

Support Hours – where to reach us

The cost is wrong, how do I change it?

Troubleshooting Multi-User Mode Connections

Troubleshooting Problems with Backup and Restore Data

What are the minimum requirements of inFlow v2?

What if a customer orders something I don’t have in stock?
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Backing up and restoring data
Your database (i.e. your information) will backup automatically—each day that you use inFlow—to a

local folder on your computer. That said, you can also back up your database manually through

inFlow’s main menu to save it elsewhere (like an external drive or other computer).

To Backup:

1. Click Main Menu > General > Backup Data.

2. Select the location you’d like to save the backup.

3. Click Next.



When you have a backup of your database it can be used to move your inFlow to another computer (if

you have a replacement computer coming into the office) or you wish to re-arrange your set up. It can

also be used to reverse import changes as discussed in the section about imports.

To Restore Data:

1. Click Main Menu > General > Restore Data.

2. Select your backup file.

3. Click Next.

Having trouble backing up/restoring? Please see this article on troubleshooting backup/restore

problems for more help.

Brief overview of inFlow’s database
schema
This article is highly technical and intended for programmers, not the typical inFlow user.

Behind the scenes, inFlow uses a Microsoft SQL Server 2005 database to store its data. If you have

the necessary programming skills available, it’s possible to get access to this database and use it to

show information on your website, more sophisticated integration with other programs, etc.

Please keep in mind that future versions of inFlow may change the way the data is stored. Also, we do

not recommend attempting to make changes to the database directly (the inFlow client does a lot of

sophisticated handling). Instead, you should be importing the data into inFlow.

That said, here are some of the major database tables that you may be interested in looking at:

-We use a convention where the table name starts with a loosely defined module. Most of the basic table names start

with BASE_, Sales Order related tables start with SO_, Purchase Orders with PO_, and other inventory information in

INV_ tables.

-For product information (name, description, etc.), look at the BASE_Product table. The primary key is ProdId, and this

is used in many other tables to join to BASE_Product.

-For inventory, look in BASE_Inventory and BASE_InventoryQuantityTotal. BASE_Inventory stores the quantity on

hand, broken down by location and sublocation. You may want to join with BASE_Location to convert LocationId into

a human-readable form. Sublocations are stored directly as strings in the BASE_Inventory table and other places

where they are used. Use BASE_InventoryQuantityTotal if you just want the total quantity on hand or the amounts

that you’re expecting to receive from vendors (QuantityOnOrder) or send to customers (QuantitySold). If nothing is

set in these tables, assume that the inventory is 0.

-Use VIEW_InventoryCost.Cost to look up the unit cost of an item.

-BASE_Customer and BASE_Vendor respectively store the customer and vendor information.

http://support.inflowinventory.com/article/21216881/troubleshooting-problems-with-backup-and-restore-data
http://support.inflowinventory.com/article/21216881/troubleshooting-problems-with-backup-and-restore-data


-For Sales Order information, all the tables whose names start with SO_ may be relevant. SO_SalesOrder is the main

table that contains the order number, customer information, and summary information like the amounts of tax and the

total. inFlow can have different values in the Order tab, the Pick tab, the Invoice tab, etc. In most cases, it’s easiest to

get information from the Order tab; the summary fields are OrderSubtotal, OrderTax1, OrderExtra (freight) OrderTotal,

etc.

-SO_SalesOrder_Line should be joined with SO_Order on SalesOrderId. This contains the information for each order of

your order.

-PO_PurchaseOrder and PO_PurchaseOrder_Line store the purchase order information. These are organized similar to

Sales Orders.

Let us know what you plan to work on; while we can’t help you with the programming, and don’t offer

an API, we may be able to provide suggestions as you work out the specifics. Good luck!

Can I add information to the bottom of
my invoices?
So you’ve got terms of use or a signature line that you need to add to your sales documents? Not a

problem! inFlow can include both an “end-of-page footer” and/or an “end-of-doc footer” on your

printed documents.

To add footers to your documents:

1. Go to Main Menu > Settings > Print Settings.

2. Enter the text you’d like to add into the appropriate field (you can add text to Sales Docs, Purchasing Docs,

Inventory Docs and/or Reports).

3. Click Save & Close.

You will now see the entered text on all documents in that module.



Can I change the auto-backup location
or time? How do I set up off-site
backups?
inFlow’s auto backup procedure runs periodically based on what you’ve set in the Main Menu (the

round button at the top left) -> Settings -> Auto Backup, but only when someone is running on inFlow.

As such, you can specify how often you’d like to backup inFlow, but the timing might be a little harder

to predict. Unfortunately, we don’t currently offer the ability to change the auto-backup location, due

to technical limitations. However, inFlow uses Microsoft SQL Server 2005 Express database, and it is

possible to set up your own autobackup procedures on the server computer as well.

inFlow’s automatic backups are created on your own computer (the server computer if in multi-user

mode). It’s a good idea to set up off-site backups so that you still have the backups if your computer

is lost, stolen, or the hard-drive crashes.

Here’s one tool that might help with this:

http://sqlbackupandftp.com/

It has a free version that allows you to schedule backups to Dropbox or an FTP server.

And here’s information on how you can access inFlow’s underlying database outside of inFlow:

https://onpremise.inflowinventory.com/software-support.aspx#/article?21218881

Can I install inFlow to another drive?
By default, inFlow installs onto the main drive of your computer (the one that houses Windows),

typically the C drive. The main reason we don’t offer a choice is that SQL Server, which inFlow uses,

must be on this drive. However, it is possible to move many of the parts of inFlow v2 to another drive.

If you are using inFlow v3 or the latest version of inFlow, the following steps are not

possible to do at all.

This is quite complicated, so it’s only recommended if absolutely necessary of if you’re an IT

professional administering a server. We’ll be moving the program folder of inFlow to another drive,

then detaching the database files from SQL Server, moving them, and re-attaching them there.  

1. If you already have inFlow installed, make a backup of your database. If not, download and install

inFlow onto your server. This will install inFlow onto the main drive. Shut down inFlow.

2. Move the directory ‘inFlow Inventory’ from your Program Files directory to your target program

directory.

3. Download and install Microsoft SQL Server Management Studio Express (SSMSE)

4. http://www.microsoft.com/downloads/details.aspx?FamilyId=C243A5AE-4BD1-4E3D-94B8-

5A0F62BF7796&displaylang=en

5. Run SSMSE in Administrator mode. (You may need to right-click and select Run as

administrator.)

http://sqlbackupandftp.com/
http://www.dropbox.com/
https://onpremise.inflowinventory.com/software-support.aspx#/article?21218881
http://www.microsoft.com/downloads/details.aspx?FamilyId=C243A5AE-4BD1-4E3D-94B8-5A0F62BF7796&displaylang=en
http://www.microsoft.com/downloads/details.aspx?FamilyId=C243A5AE-4BD1-4E3D-94B8-5A0F62BF7796&displaylang=en


6. In SSMSE, connect to server name .INFLOWSQL using Windows Authentication.

7. On the object explorer at the left side, expand the server INFLOWSQL, then Databases. Right

click the inFlow database, then under Tasks, select Detach…

8. Click OK to confirm in the popup window.

9. Repeat step 7 to detach the inFlowMeta inFlowSample database.

10. In Windows Explorer, open the directory where inFlow’s database files are stored. On Windows

XP or Windows Server 2003, this is usually at C:\Documents and Settings\All

Users\Application Data\inFlow Inventory On more recent operating systems, this is usually

at C:\ProgramData\inFlow Inventory\Backup.

11. Move the following 6 data files to your target data directory: inFlow.mdf, inFlow_log.LDF,

inFlowMeta.mdf, inFlowMeta_log.LDF, inFlowSample_log.LDF, inFlowSample.mdf

12. Open your target program directory, then edit attachDB.sql to search and replace the original

data directory with your new data directory (it shows up 6 times, so you’ll need to make sure you

make 6 replacements total).

13. In the same directory, there is another file named “UpdateCLRObjects.sql”. Open it and edit the

original program directory to your target program directory. This should only show up once in the

file at the very bottom.

14. Shut down SSMSE and any other programs that might be accessing your database. Then, run

inFlow by double clicking on inFlow.exe. This should bring up the Troubleshoot Connection

window.

15. Click the Fix the problem for me! button. This will reattach the inFlow databases using the

attachDB.sql script we edited in step 10, then start inFlow. If you have problems here, you can

try detaching the databases once more – steps 4-7 – and then attach again in step 10. You can

also try attaching the database by running the contents of the attachDB.sql script in SSMSE

(click New Query after connecting).

16. Turn off auto-backup (which currently can only backup onto the C drive) in inFlow by clicking

Main Menu (round button at the top left) -> Settings -> General Settings -> Auto Backup and

setting it to “Backup every 0 days”.

17. Update your inFlow shortcut to the new location by right-clicking it, opening the Properties, and

modifying the paths there.

Can I make custom reports or access
the database outside of inFlow?
We don’t officially support this, but you can do this if you have the appropriate skills with databases

and/or reports, or can find somebody to help you. Some more technical information is below.

inFlow uses a Microsoft SQL Server database as a back-end database. You can connect to this using

Crystal Reports or some other reporting tool to create custom reports. It creates an SQL Server

instance named INFLOWSQL on the server machine. You can log into this using the sa account. The

password for the saaccount is the Server Password, which you can find by switching inFlow to multi-

user mode and selectingChange Connection from the File menu. You can also connect to this

database using an ODBC connection. In fact, there may have been an ODBC connection called local-

sql created for you after installing inFlow.



Some warnings about this – we don’t officially support connecting to the database outside of inFlow,

although we’ll informally be glad to help you get started. Making changes to the database outside of

inFlow may lead to unexpected problems. Also, many of the update patches for inFlow will update the

database, so if you create some tools that rely on a particular database structure, you should be

careful when choosing to update inFlow.

Here’s how to create the ODBC connection if one wasn’t created for you.

1. Open the ODBC window at Control Panel -> Administrative Tools -> Data Source (ODBC)

2. Create New Data Source, and select SQL Server

3. Give it any name and description. The server will be .inFlowSQL (you may also use

SERVERNAME/inFlowSQL instead).

4. Use SQL Server authentication. The default login is “sa” and use inFlow’s Server Password as the

password

5. Change the default database to “inFlow”.

For more detailed information please see this article on the database schema for inFlow.

Can I provide a list of back ordered
items on an order?
You can certainly provide a list of items that are back ordered easily from the system using the Split

Order by Inventory Available option within the sales order.

To split by available you must:

1. Create your sales order

2. Right click on the exclamation mark

3. Choose Split Order by Inventory Available from the dropdown

https://onpremise.inflowinventory.com/software-support.aspx#/article/21251782/brief-overview-of-inflows-database-schema


This will create two orders with the same number, namely SO-XXXXXX-1 and SO-XXXXXX-2 so that

you can proceed with order -1 and use -2 to create a purchase order to your vendor. This gives you

two separate invoices as well so that you can indicate for your customer on the second invoice that

those items are on backorder. You can make a note in the remarks field of the -2 order before you

print, or you can simply print to a custom document like this one).

The second option would look like this:

Can I receive part of an order and leave
the rest for later?
It’s easy to receive part of an order! Each line of your order has its own receiving button so that you

can receive the items you have gotten and leave the order open to receive the rest of your items later.

https://cdn2.inflowinventory.com/inFlowWebsite/Resources/BackOrdered.doc


To partially receive:

1. Open your order and move to the Receive tab.

2. Click autofill to automatically list the items on your order.

3. Make any changes to quantities required (for instance if you ordered 100 items and only

received 50).

4. Click the Receive button next to each of the lines which needs to be received.

5. When you receive the last line, inFlow will ask if you would like to, “Mark the order as fully

received?” for now, click no.

6. Save the order.

The order will remain open and you can return to it later to receive the rest of your items.

Can I track products with serial
numbers using inFlow?
Serial number support is available in inFlow v3. Not sure which version you’re on? Check by going to

the Main Menu > Settings > About inFlow.

If you’re on v3 please see this article for help with the new serial number feature.

If you’re not on v3 and would like to use serial numbers, we have two workarounds you can choose

from, outlined below:

Using Sublocations

http://support.inflowinventory.com/v3/article/30823230/can-i-track-products-with-serial-numbers-using-inflow


If you’re not already using sublocations, you could try using them to keep track of the serial numbers.

This isn’t exactly what it’s designed for, but it’s worked well for a number of people. This same trick

will also work for lot numbers, batch numbers, expiry dates, and so on. We recommend you enter

expiry dates in a yyyymmdd format so that they can be sorted properly.

To turn on sublocations, make sure the option “Show Sublocation” is on under Company Settings >

Company > Products & Inventory.

To purchase/receive your products:

1. Open your purchase order.

2. Click Advanced to expand to advanced workflow.

3. Click the Receive tab and split your items out line by line (entering the serial number into the

sublocation). This will allow you to stock each item to a separate sublocation which is named

after that item’s serial number.

To sell/ship the items:

1. Open your sales order.

2. Click Advanced to expand to advanced workflow.

3. Click the Pick tab and select your items from the correct sublocation (i.e. match the sublocation

to the serial number you’re selling)

If you want to find what happened with that serial number, you can:

1. View the Movement History from the Inventory module.

2. Click the More link to bring up the advanced search options.

3. In From Sublocation, type in the serial number that you want to look up.

4. Click Search.

From the History screen, you can also double click on the row to bring up any related orders. This will

let you quickly look up who that particular item was sold to.

Setting up individual product records

If you are already using your sublocations, or you are in an industry where you need to track different

costs etc. what you may try is setting up an individual item record for each serial number.

To create your product:

1. Go to Main Menu > Inventory > New Product

2. Enter all the relevant details for your product and be sure to use the serial number as the item

code.

3. Save your product record.

TIP: You may try setting up a category named after the model number of your product so you can

make searching on sales orders easier on yourself later. Have a look at the article on How to

categorize products for more info.

To create another serial of the same product:

1. Open the product record for an item that is the same as the serialized item you’d like to create.

2. Click the Copy button at the top, this will replicate the record and simply ask you to enter a new

item code.

https://onpremise.inflowinventory.com/software-support.aspx#/article?21020067
https://onpremise.inflowinventory.com/software-support.aspx#/article?21020067


3. Enter the serial number and click Save.

You can also set these items up ahead of time (let’s say your vendor sends you a list of serial codes)

by importing the information into the system. Simply match the serial number column to the Item

Name/Code field in inFlow and be sure to include any relevant details such as product name or model

category in separate columns within that spreadsheet. For more information on importing data please

see our article on How to Import Data into inFlow.

Can I try the regular or premium
editions before I buy?
The free edition is available on our main site for you to play around and get a feel for inFlow! If you’d

like a look at the additional features that are available in our paid editions, you can test the Regular or

Premium edition by requesting a 30 day trial within the free edition you picked up here.

To turn on the 30-day trial:

1. Go to the Main Menu (top left) > Settings > Upgrade and choose, “I would like a 30 day trial…”

2. Click “Next.”

3. Select the edition you want to try and click. “Next” again.

Should you have any further questions or concerns while you’re evaluating please do not hesitate to

contact us! You may also want to watch the overview video we’ve created to get a better look at

inFlow in action.

Can I use FIFO or LIFO for my
inventory?
FIFO and LIFO costing is available in inFlow v3. Not sure which version you’re on? Check by going to

the Main Menu > Settings > About inFlow.

If you’re on v3 please see this article for help with the new FIFO/LIFO costing feature.

If you’re not on v3 and would like to use FIFO/LIFO costing, we have a workaround you can use,

outlined below:

You can use sublocations to track your inventory with FIFO/LIFO costing. This isn’t exactly what it’s

designed for, but it’s worked well for a number of people. We recommend you enter receiving dates in

a yyyymmdd format so that they can be sorted and used when completing orders.

To turn on sublocations, make sure the option “Show Sublocation” is on under Company Settings >

Company > Products & Inventory.

To purchase/receive your products:

https://onpremise.inflowinventory.com/software-support.aspx#/article?21004582
https://onpremise.inflowinventory.com/software-download.aspx
http://www.youtube.com/watch?v=JlLnY5349SM
http://support.inflowinventory.com/v3/article/28019714/can-i-choose-how-to-handle-cost-moving-average-fifo-lifo-etc


1. Open your purchase order.

2. Click Advanced to expand to advanced workflow.

3. Click the Receive tab and be sure to enter the date of your inventory into the sublocation column

(or give it a batch number). This will allow you to stock each item to a separate sublocation

which is named after that item’s date of arrival or associated batch.

To sell/ship the items:

1. Open your sales order.

2. Click Advanced to expand to advanced workflow.

3. Click the Pick tab and select your items from the correct sublocation (i.e. match the sublocation

to the correct batch based on whether you’re using FIFO or LIFO).

From the movement history screen, you can also filter to show all the movements within a certain

batch. Double click on the row to bring up any related orders.

Can I use inFlow to track items out on
consignment?
There are a few ways you can handle consignment in inFlow and it all depends the structure and

needs of

your business. There are two ways that we usually suggest handling this and the first is the one we

suggest most often:

Using Multiple Locations to track consignment stock

Since inFlow is set up to handle multiple locations what you can actually do is set up locations within

your warehouse for each of your consignment shops. This will allow you to use the transfer stock

function to move stock over to that store and always have an accurate count of what each store has.

When

a store reports a sale to you you would simply create a sales order and pick the item from that

location

to reduce the store’s stock. If you notice that a store is getting low, transfer more stock and send it

out.

To create a consignment location:

1. Open the General Settings window.

2. Select the Products & Inventory tab.

3. Click the Edit Locations button.

4. In this window add your locations to the list (each on its own line) until you are satisfied.

5. Click Save & Close.

To transfer stock to a consignment location:

1. Go to Main Menu > Inventory > Transfer Stock

2. Select the items you’d like to transfer in the main table

3. Select the location you’re transferring from (if the system has supplied a location other than the

one

4. you’re planning to use)



5. Select the location you’re transferring to

6. Once you’re satisfied—enter a remark if you would like to—click Transfer.

To sell from a consignment location:

1. Create a new sales order (Main Menu > Sales > New Sales Order)

2. Fill in your customer at the top and select the consignment location you’d like to sell from in the

3. dropdown Location field.

4. Fill in your items in the table below

5. Complete & Pay your order.

This method is good for users who want a listing for each of the stores and to be able to pull reports

on

the sales at certain stores (i.e. whether their stock has a high turnover at one store over another).

Selling stock to the Consignment store and returning stock that doesn’t sell

This method is also quite straightforward but results in more movement history than in the previous

method. This does, however, allow you to reduce your inventory stock so that the reorder stock

function

can be used as designed. When a store returns stock to you you simply scan the items that have

been

returned and they will be placed back in your inventory.

To sell to a consigment store:

1. Create a new sales order (Main Menu > Sales > New Sales Order)

2. Select the consignment store you’re selling to as your customer

3. Scan or select the items you’re sending in the table below

4. Complete & Pay your order.

To return from a consignment store:

1. Navigate to the order on which you sent out the stock

2. Click the Advanced tab to expand and select the Return tab

3. Scan or select the items you’re returning

4. Click Refund in Full and proceed to the Restock tab

5. Click Autofill and then Restock on this tab.

This method is good for users who have high turnover and need to be constantly reordering stock.

Looking for more info about consignment for your business?

Have a look at our blog on Consignment Inventory Management: selling stock by contract agreements

for a closer look.

Can inFlow copy information from my
custom fields into a sales order?

https://onpremise.inflowinventory.com/Blog/index.php/2014/01/16/consignment-inventory/


Yes, provided it’s information that is captured in the Customer’s custom fields (of which there are 10).

When you select that Customer in the sales order, if the field in the sales order matches the field in

your customer’s record inFlow will copy the value from the customer record into the sales order.

For Example:

Serious Deals For You has a tax exempt # from the government which we keep in a custom field in

their file. The government has decided that this number must be printed on all invoices going forward

so we have to copy that number to the sales order. Since the custom fields can do this for us we’ve

set up a matching custom field on the sales order.

To set up the custom fields:

1. Click the Add Custom Fields link in the custom record.

2. Make the necessary changes (in this case, be sure your field names match exactly)

3. Click Save & Close.

To use this function:

1. Open a new sales order



2. Select that customer

(We’ve demonstrated how that would look here: http://screencast.com/t/2WR177gCk6J4)

Can inFlow handle services?
Absolutely. While inFlow does focus on inventory you can also add items to your product list which

you identify as services (so that inFlow will not track inventory for those items). What this means is

that you can set up products for service fees or labour charges you may have and add them to your

sales. You can even track the profit on those by entering the cost of that service or labour into the

product record.

To add an Item as a service:

1. Create a New Product by going to Main Menu > Inventory > New Product

2. Enter the name of the service or labour charge in the Item Name/Code field

3. Choose “Service” as your type from the dropdown and add any other details to the record you

wish to include (such as the wage of the employee performing the labour).

4. Click Save.

Can inFlow work with mobile device
&/or batch scanners?
Batch scanners

Some scanners (sometimes called batch scanners) may be wireless and designed for you to scan all

your items’ barcodes at once and then download your resulting spreadsheet. These are not the ideal

scanner to use with inFlow however if you’ve already got one (or it serves your purpose) you may

choose to import the resulting spreadsheet using the instructions in How to Import Data into inFlow.

http://screencast.com/t/2WR177gCk6J4
https://inflowinventory.zendesk.com/entries/21004582-how-to-import-data-into-inflow


iPad, smartphone, etc.

When it comes to mobile device scanners however, right now inFlow doesn’t support these types of

scanners. If you’re able to download a spreadsheet from your app then the same rules apply as above

(i.e. you can import after the fact) but for now direct scanning from mobile devices into inFlow is not

possible, sorry!

Creating a customer record and new
sales order
The quickest way to create a customer record is to do so during your sales order. Sales orders in

inFlow allow you to sell items to your customers like a POS system (point of sale) and will

automatically assign an order number the first time you save the order.

To create a new sales order:

1. Click Main Menu > Sales > New Sales Order .

2. Begin typing into the Customer field; you should see your customer’s name appear in the add

new section below if they are not in the system.

3. Click Add to create a new record.

4. Continue filling in your customer’s info, when you save this order you will be asked if you want to

save those details back to this customer’s record.

Continue on with your orders:

5. Click into first cell in the table and select an item from your list. Continue as necessary until

you’ve selected all the items your customer wants to buy.



6. Click Complete & Pay to complete the order and move your inventory out of stock.

When you save your order inFlow will ask you whether you’d like to save the additional information in

your order (such as address, phone number etc.) to your records.

The dialogue will include a list of everything that was changed during your order.

1. Review the list and uncheck anything you don’t want saved.

2. If you would like inFlow to remember your choices for future orders ensure the “Always do this”

option is checked.

3. Click Save Selected.

Still unsure, or looking for more info?

Have a look at our Sales tutorial video for a closer look.

Creating a file for import
Getting your Data into CSV

An import can create records in inFlow from a list that you already have. But in order to use your file,

you’ll need to be sure it’s in the right format. Here’s an example of a Product file:

Based on this example inFlow will create four products, each including the corresponding price and

cost from the adjacent columns.

Creating an import file in Excel

This is the easiest way to create your import file. Once you have your list open in excel you will re-

save it as a CSV. To do so:

http://www.youtube.com/watch?v=TnqbNkz1R8M&feature=plcp


1. Choose Save As from the drop down menu.

2. At the bottom of this window you’ll see a field Save as Type, choose CSV (comma delimited)

from the drop down.

3. Click Save.

4. Excel will warn you about the loss of formatting, this is not a problem, please click Yes to

complete your save.

Tricks for Importing

If your first attempt to import didn’t work or you’re looking for a little guidance in terms of how to set

up your file try exporting the type of information that you want to import. By exporting your

“products” from the system you will end up with a CSV file that includes all the available columns of

information. This can help you format your information and create and import file.

A few things to remember:

1. The required fields must be filled (Eg. a spreadsheet for products must include an item

name/code on each line).

2. Any information going into one field must all be in the same column, inFlow can’t import into one

field from two columns.

3. Duplicate required values can be a problem, try to avoid them whenever possible.

Example Files available for download:

Sales Order Example File

Purchase Order Example File

Products Example File

Inventory Example File

Bill of Materials Example File

Ready to import? Have a look at How To Import Data into inFlow.

Creating a New Purchase Order
To create a new Purchase Order:

1. Click Main Menu > Purchasing > New Purchase Order.

2. Begin typing into the Vendor field; you should see your vendor’s name appear below if they are

not in the system.

3. Click Add to create a new record.

4. Continue filling in your vendor’s info, when you save this order you will be asked if you want to

save those details back to this vendor’s record.

5. Click into the item column and select an item from your list. Continue as necessary until you’ve

selected all the items you would like to purchase.

https://cdn2.inflowinventory.com/inFlowWebsite/KnowledgeBase/Resources/inFlow_SalesOrder.csv
https://cdn2.inflowinventory.com/inFlowWebsite/KnowledgeBase/Resources/inFlow_PurchaseOrder.csv
https://cdn2.inflowinventory.com/inFlowWebsite/KnowledgeBase/Resources/inFlow_Product.csv
https://cdn2.inflowinventory.com/inFlowWebsite/KnowledgeBase/Resources/inFlow_Product.csv
https://cdn2.inflowinventory.com/inFlowWebsite/KnowledgeBase/Resources/inFlow_Inventory.csv
https://cdn2.inflowinventory.com/inFlowWebsite/KnowledgeBase/Resources/inFlow_Inventory.csv
https://cdn2.inflowinventory.com/inFlowWebsite/KnowledgeBase/Resources/inFlow_BOM.csv
http://support.inflowinventory.com/article/21004582/how-to-import-data-into-inflow


6. Click Receive & Pay to complete the order and move the items you`ve received into your inventory.

As with sales orders, when you save your order inFlow will ask you whether you’d like to save the

additional information in your order (such as address, phone number etc.) to your records.

Creating a vendor record and a new
purchase order
Creating a Vendor Record

As with your Customer Record, the quickest way to create a vendor record is to do so during your

purchase order. The purchase order works in much the same way as the sales order described earlier

however purchase orders are used to bring inventory into your warehouse rather than reduce it.

To create a new Purchase Order:

1. Click Main Menu > Purchasing > New Purchase Order.

2. Begin typing into the Vendor field; you should see your vendor’s name appear below if they are

not in the system.

3. Click Add to create a new record.

4. Continue filling in your vendor’s info, when you save this order you will be asked if you want to

save those details back to this vendor’s record.

5. Click into the item column and select an item from your list. Continue as necessary until you’ve

selected all the items you would like to purchase.

https://inflowinventory.zendesk.com/entries/21111468-creating-a-customer-record-and-new-sales-order


6. Click Receive & Pay to complete the order and move the items you`ve received into your

inventory.

As with sales orders, when you save your order inFlow will ask you whether you’d like to save the

additional information in your order (such as address, phone number etc.) to your records.

Still unsure, or looking for more info?

Have a look at our Purchasing tutorial video for a closer look.

Creating Your Product
Products in inFlow are the different types of things you may buy, sell and track in your inventory.

To create a new product record:

1. Click the Main Menu > Inventory > New Product

First give your item a name, or code. You can use your product’s actual name but it must be unique so

you can also use a short code like “090821A” instead.

To enter the item’s name or code:

1. Click into the Item Name/Code field at the top of the record.

2. Enter your product name or code.

3. Click Save in the top toolbar.

http://www.youtube.com/watch?v=26_5n_UTh_Q&feature=plcp


Now you have a new product.

Still unsure, or looking for more info?

Have a look at our Inventory tutorial video for a closer look.

Dashboard
Much like reports, the Dashboard allows you to quickly see information about your sales, purchases

and inventory. The main graph can provide visual representations of your sales totals, cost totals etc.

Using the dropdowns at the top of the screen you can choose to show different information and the

graph type can be controlled using the buttons on the right. Items of interest will appear along the

bottom of the dashboard so you can quickly see what requires your action.

Outstanding Sales and Purchase Orders as well as products to reorder and open work orders can

easily be accessed in the bottom left hand corner of the screen.

While the “Top 5” list on the right can show you any number of statistics at a glance like the top five

vendors your company purchases from, the products that sell the quickest, your most active

customers or (as in the example above) the top five products in stock.

Do you have an API for integration?
Currently inFlow does not integrate directly with other software or have an API available. That said,

inFlow does allow imports and exports so please have a look below for more information on how you

can import use inFlow with some of the more popular ecommerce and accounting softwares.

Downloading and importing orders from Magento

Downloading and importing transactions from PayPal

Downloading and importing transactions from Ebay

http://www.youtube.com/watch?v=0n65EaWwH-Y&feature=plcp
https://inflowinventory.zendesk.com/entries/21381863-downloading-and-importing-orders-from-magento
https://inflowinventory.zendesk.com/entries/21073697-downloading-and-importing-transactions-from-paypal
https://inflowinventory.zendesk.com/entries/21365741-downloading-and-importing-transactions-from-ebay


Downloading and Importing orders from Shopify

Downloading transactions from Yahoo Stores

Download transactions from Etsy

How do I import inFlow information into Quickbooks?

How do I import transactions to MYOB?

Do you have versions of inFlow in
languages other than English?
Yes!

In inFlow you can change your display language by accessing in the Personal Settings window:

1. Go to Main Menu > Settings > Personal Settings.

2. Click the Display Language drop down near the bottom of the window.

3. Choose the language you wish to use: English, Español, Français or 简体中文 (Chinese).

*Right now the four languages listed above are the only ones included with inFlow, but users can

choose to customize the program themselves using the rename fields option in the general settings

https://inflowinventory.zendesk.com/entries/21537518-downloading-and-importing-orders-from-shopify
https://inflowinventory.zendesk.com/entries/21060501-downloading-transactions-from-yahoo-stores
https://inflowinventory.zendesk.com/entries/21393786-download-transactions-from-etsy
https://inflowinventory.zendesk.com/entries/21073832-how-do-i-import-inflow-information-into-quickbooks
https://inflowinventory.zendesk.com/entries/21060661-how-do-i-import-transactions-to-myob


or by importing a new language using the import/export options described below.

Importing a language

inFlow can help you import your own language into the program but first, you need to translate the

labels. To get a copy of the label file please:

1. Go to Main Menu > General > Export Data

2. Choose Language as your data type and click Next. The file will be exported to CSV.

3. Open this file in Microsoft Excel (or some other program if you prefer) and add the translations

to your own language into the Custom Value column (column 2).

Once you are satisfied with the new language entries you can import the language back into the

program in the same manner.

1. Go to Main Menu > General > Import Data

2. Choose language name to import.

3. Select the “Add new language..>” option and enter the name of the language you’re importing

into the field provided.

4. Click Save & Close then select your new language name from the updated drop down list and

click Next to import the language.

For more information on renaming fields in inFlow please click here:

https://onpremise.inflowinventory.com/software-support.aspx#/article/21466876/how-can-i-rename-

fields

Please note that with older versions of Windows you will sometimes have to install the East Asian

characters when attempting to switch to Chinese.

https://onpremise.inflowinventory.com/software-support.aspx#/article/21466876/how-can-i-rename-fields
https://onpremise.inflowinventory.com/software-support.aspx#/article/21466876/how-can-i-rename-fields


Some language packs from other users
These languages are not included in inFlow, but some users have generously contributed them. If

you’d like to share your language pack with the inFlow community, please email us!

Hebrew

Portuguese

Arabic

Does inFlow have Keyboard shortcuts?
Yes, inFlow has some shortcuts to help you accomplish your tasks more quickly. Certainly tabbing will

allow you to jump between fields and the arrow keys will allow you to navigate within tables but these

shortcuts are designed for things like jumping between tabs etc.

System Level Shortcuts

This would be general navigation around inFlow, switching tabs etc

Ctrl + T Open new top level tab.

Ctrl + Tab Move to next top level tab (to the right)

Ctrl + Shift + Tab Move to previous top level tab (to the left)

Ctrl + W OR Ctrl + F4 Close currently selected tab

Record Level Shortcuts

This would be major functionality within the records like saving, creating a

new record etc.

Ctrl + N Create a new record

Ctrl + S Save the current record

Ctrl + P Print/Preview/Export documents related to this (when in order)

Ctrl + D Create a copy of the current record (or order)

Ctrl + V Open versions window to review changes

Ctrl + I Deactivate the current record (when in product, vendor, or customer record

Ctrl + M Add an attachment

Some other Time-Savers

This would be some small choices within different parts of the software

allowing you to increase efficiency.

Right-Click on

“Refresh” Clears out all your filters at once and lets you start over

mailto:info@inflowinventory.com
https://cdn2.inflowinventory.com/inFlowWebsite/Resources/inFlow_Language-Hebrew.csv
https://cdn2.inflowinventory.com/inFlowWebsite/Resources/inFlow_Language-Portuguese.csv
https://cdn2.inflowinventory.com/inFlowWebsite/Resources/inFlow_Language-Arabic.csv


(available in listing views and in the item dropdown on the order).

Right-Click on title line

of table

Gives you the option of “Export Contents to CSV”, and creates a file for you.

(available on most tables, eg. Bill of Materials, or Purchase Order List).

Right-Click on title

line of Order Listing

View

Gives you the option of exporting specific orders from the system (i.e. details

such as what’s on the order). This can be used to send recent transactions to

other programs for invoicing etc.

(available only on Sales Order and Purchase Order listing views).

Does inFlow work on Mobile Devices,
Apple Macintosh (Mac) or Linux
computers?
inFlow only runs on Windows, but there are some ways to access a Windows environment from other

machines. Please keep in mind that this will require you to have a copy of Windows for use on your

device.

On a Mac: You may try using the Bootcamp tool included with Mac OS X Leopard to boot into

Windows from your computer. You might also consider Parallels to run a virtual copy of Windows from

within Mac OS. In both cases, you can then install and run inFlow in the Windows environment. Note

that if you do use Parallels to run inFlow, and you would like to use multi-user mode, sometimes due

to the way the Mac works the connection settings it uses may not allow the multi-user mode

connection. Please see this guide for more information on how you can try to fix this.

On Linux: We suggest dual-booting Windows and Linux. You may also run a Windows Virtual Machine

using software like VMWare. (We have not tested running inFlow using the Wine software on Linux.)

On iPad / Android Tablet: The new series of Pro tablets running full versions of Windows 8 can run

inFlow and that’s discussed in a little more detail on our blog here. It’s also possible to run inFlow on a

Windows PC where remote desktop has been enabled (steps can be found for Windows XP, Vista,

Win 7, or Win 8 by following these links), and then use an app like PocketCloud* to remotely control

the PC from the tablet.

We have informally tested this on an iPad, and felt that inFlow worked surprisingly well. Having this

mobility would let you take orders on the go, impress people in a meeting, or walk around a

warehouse while checking the expected stock levels. However, there were some issues with text

getting cut off and we felt that typing was less convenient than when using a keyboard and mouse.

The performance was reasonably good under a WIFI LAN connection.

http://www.apple.com/support/bootcamp/
http://www.youtube.com/watch?v=-HjHMSwm8gY
http://download.parallels.com/desktop/v6/docs/en/Parallels_Desktop_Users_Guide/22249.htm
http://www.google.com/search?q=dual+boot+windows+linux
http://www.vmware.com/
https://onpremise.inflowinventory.com/Blog/index.php/2014/01/17/microsoft-surface-pro-2-review-making-small-business-inventory-management-mobile/
http://support.microsoft.com/kb/284931
http://windows.microsoft.com/en-US/windows-vista/Remote-Desktop-Connection-frequently-asked-questions
http://windows.microsoft.com/en-CA/windows7/Remote-Desktop-Connection-frequently-asked-questions
http://windows.microsoft.com/en-CA/windows-8/remote-desktop-connection-frequently-asked-questions
http://www.wyse.com/products/software/pocketcloud/index.asp


On iPhone / Android Smartphone: We have not yet tested this environment, but similar to the tablet

section above, it should be possible to remotely control a PC running inFlow with your smartphone.

We would not recommend this for day-to-day usage though as the screen on any smartphone is quite

a bit smaller than would be ideal for accessing the program.

*Please note inFlow Inventory has no affiliation with PocketCloud or Wyse Technology, the

suggestion is based on the app’s usability and the fact that it is free to use.

Does inFlow work with Windows 8?
Absolutely! The newest version of inFlow includes support for Windows 8 and new inFlow users

should feel free to download it from our site here and enjoy. If you have any trouble getting set up or

any further questions or concerns please let us know.

A note for current inFlow users upgrading to
Windows 8
It’s important to note that if you are already running inFlow on a previous version of Windows (eg.

Windows 7) and intend to upgrade to Windows 8, you’ll need to take a few extra steps to ensure that

all your data, and your copy of inFlow moves over correctly and that you’re able to continue using it as

you move forward.

Before Upgrading your copy of Windows:

1. Make a backup of your inFlow database via Main Menu > General > Backup Data and save

it somewhere safe like an external drive (USB Key, another computer etc).

2. If applicable, make sure you still have your inFlow license key on hand. If you don’t, please

drop us a line and we can re-send that for you.

3. Uninstall your copy of inFlow by following step 1 of these instructions.

After upgrading your computer to Windows 8

1. Reinstall inFlow by downloading it here and running the installer.

2. Once inFlow has loaded you’ll want to restore your database via Main Menu > General >

Restore Data and choose the backup file you made at the beginning of these steps.

3. When/if prompted, re-enter your license key to upgrade to your paid copy.

You should now have a fully working copy of SQL Server on your new Windows 8 operating system

with all your old data present. If you run into any trouble or have any questions or concerns before

getting started with your upgrade please do let us know! We’re available via the support centre.

https://onpremise.inflowinventory.com/software-download.aspx
mailto:support@inflowinventory.com
https://onpremise.inflowinventory.com/software-support.aspx#/article/21259357/i-cant-install-or-launch-inflow-what-should-i-do
https://onpremise.inflowinventory.com/software-download.aspx
https://onpremise.inflowinventory.com/software-support.aspx


Does the Free Edition allow multi-user
access?
The Free Edition of inFlow offers read-only access to inFlow when in multi-user mode. This means

you’ll be able to view customer information, generate reports on already existing data, etc., but not

make any changes to the information in the system.

There’s one exception aimed at letting you try out inFlow in multi-user mode with the Free Edition. A

Free Edition copy of inFlow can act as the server hosting inFlow in multi-user mode, allowing other

client installs to connect and view the same information. If you are running a trial version or licensed

copy of inFlow on the computer that’s connecting (the client) you will be able to make changes even

though the server’s a free copy. In this configuration, if you were to access inFlow on the server, it

would be read-only.

Download transactions from Etsy
So you’re an Etsy retailer and you want to download your transactions to inFlow? Not a problem, Etsy

has plenty of documentation designed to support your aim! For more information on how to download

your transactions from Etsy please see here:

Can I download a spreadsheet of my sold transactions for my records?

Once you have that CSV file available you can import your transactions into inFlow. It’s important to

ensure that your Etsy product codes match your inFlow product codes and that you’ve selected

whether you want to import the sales as “open” (i.e. to be processed) or “closed” (ie. already

completed so that your inventory is simply adjusted).

For more on importing data please see here: How to import data into inFlow.

Downloading orders from Magento
and bringing them into inFlow
You can download CSV files from Magento once you’ve made your sales.

To export orders from Magento:

1. From the Admin panel, select System > Import/Export > Export.

2. Under Export Settings, set Entity Type to Orders.

3. In the Entity Attributes list, mark the checkbox of each attribute group you want to exclude from

the export.

http://www.etsy.com/help/article/211
https://inflowinventory.zendesk.com/entries/21004582-how-to-import-data-into-inflow


4. Click Continue to generate the CSV file. After Magento Go exports and generates the CSV file,

you are asked to download it.

TIP: The Macintosh version of Microsoft Office supports multiple CSV file formats. When saving your

CSV file, be sure to save it as a CSV (MS Windows) file type (source:

http://www.magentocommerce.com/knowledge-base/entry/how-to-export-orders)

Importing the file to inFlow

Once you have a file from Magento you can import it into inFlow in the following manner:

1. Go to Main Menu > General > Import Data.

2. Choose Sales Orders as your data type.

3. Click Browse and select the file that you’d like to import (the one you made in step one).

4. Click Next.

5. Choose whether you want to import your orders as open or closed.

6. Match the columns within your Magento file to the columns in inFlow. We suggest the following

matches:

inFlow Field Magento Field

Customer Information

Customer

_order_address_firstname

_order_address_lastname

*These two fields have to be

combined.

Phone _order_address_telephone

Email _order_address_email

Fax _order_address_fax

Addresses (Billing Address)

Billing Address 1 _order_address_street

City _order_address_city

State/Province _order_address_region

http://www.magentocommerce.com/knowledge-base/entry/how-to-export-orders


Country _order_address_country

Zip/Postal Code _order_address_postcode

Order Info

Order Date created_at

Order Number increment_id

Order Remarks shipping_description

Freight shipping_amount

Amount Paid total_paid

Location store_name

Tax Rate 1 _order_item_tax_percentage

Item Info

Item Name/Code _order_item_name

Item Subtotal subtotal

Item Quantity _order_item_quantity_ordered

Item Discount _order_item_discount_amount

7. Click Next to finish.

Downloading orders from Shopify and
getting them into inFlow



So you use Shopify to sell your products and you’d like to use inFlow to track them for you without

having to repeat your work. Well, you’re in luck! There’s an article on the Shopify website here: How

do I Export my orders… Once you have the file, you will have to make minor changes to your file.

remove the # before your order number, CSV format doesn’t properly recognize this

ensure that your “created at” column includes order dates only (times must be removed) and is

formatted the same as your computer’s date format.

Once you’ve made these changes, you’re ready to import. We suggest making the following matches:

inFlow Field Shopify Field

Customer Information

Customer Billing Name

Phone Billing Phone

Email Email

Addresses (Billing Address)

Address Line 1 Billing Address Line 1

Address Line 2 Billing Address Line 2

City Billing City

State/Province Billing Province

Country Billing Country

Zip/Postal Code Billing Zip

Addresses (Shipping Info)

Company Name Shipping Name

Address Line 1 Shipping Address 1

http://support.shopify.com/customer/portal/articles/75400-how-can-i-export-my-orders-to-view-in-my-accounting-program-
http://support.shopify.com/customer/portal/articles/75400-how-can-i-export-my-orders-to-view-in-my-accounting-program-


Address Line 2 Shipping Address 2

City Shipping City

State/Province Shipping Province

Country Shipping Country

Zip/Postal Shipping Zip

Currency Code Currency

Order Info

Order Date Created At

Order Number Name

Freight Shipping

Amount Paid Total

Item Info

Item Name/Code Lineitem name

Item Quantity Lineitem quantity

Unit Price Lineitem price

Item Subtotal Subtotal

If you have any questions or concerns with your imports please get in touch!

Downloading transactions from Ebay
and bringing them into inFlow



If you’re selling on Ebay you may want to import your transactions into inFlow in order to save you

time and effort when it comes to your sales. The first step is to get your transactions from your

eCommerce site and in the case of Ebay, they have documentation which can allow you to:

Request a download of your sales records

Set up a recurring download

These files will be what you will use to import your sales into inFlow and process them (and should

save you time)!

Importing the file to inFlow

Once you have a file from eBay you can import it into inFlow in the following manner:

1. Go to Main Menu > General > Import Data.

2. Choose Sales Orders as your data type.

3. Click Browse and select the file that you’d like to import (the one you made in step one).

4. Click Next.

5. Choose whether you want to import your orders as open or closed.

6. Match the columns within your eBay file to the columns in inFlow. We suggest the following

matches:

inFlow Field eBay Field

Customer Information

Customer User Id

Contact Name Buyer Fullname

Phone Buyer Phone Number

Email Buyer Email

Addresses (Billing Address)

Address Line 1 Buyer Address 1

Address Line 2 Buyer Address 2

City Buyer City

State/Province Buyer State

http://pages.ebay.ca/help/sell/download-sales.html#request_download
http://pages.ebay.ca/help/sell/download-sales.html#recurring_download


Country Buyer Country

Zip/Postal Code Buyer Zip

Order Info

Order Date Sale Date

Order Number PayPal Transaction ID

Order Remarks Feedback left

Freight Shipping and Handling

Invoiced Date Checkout Date

Date Paid Paid on Date

Amount Paid Total Price

Requested Ship DateShipped on Date

Item Info

Item Name/Code Item Number

Item Subtotal subtotal

Item Quantity Quantity

Unit Price Sale Price

Custom Fields

Custom 1 Sales Record Number

Custom 2 Transaction ID

Custom 3 Custom Label



7. Click Next to finish.

Some additional fields of note:

US Tax will not match to any fields in this import. You would set up your taxes ahead of time by

following this article and inFlow should calculate the correct tax based on your rates.

Insurance. If this is present it would have to be added as a separate item with a unit price after the

fact so that it will be included in your order total.

Cash on delivery fee. If this is present it would have to be added as a separate item with a unit price

after the fact so that it will be included in your order total.

Downloading transactions from PayPal
into inFlow
You can download CSV files from PayPal once you’ve made your sales. To do so:

1. Log into PayPal (be sure you’re logging into an admin account).

2. Click the HISTORY link under the MY ACCOUNTS tab on your main vendor page (as soon as you

log in).

3. If available be sure to choose to show your transactions in your home currency (there is a

dropdown in the top right which allows you to choose).

4. Filter the list to show the orders you wish to download.

5. Click the DOWNLOAD: CSV link in the top right of the table

6. You will see a window pop up where you can choose which file you’d like to download (for

example you can download only payment completed transactions or all transactions).

7. If your file is too large the system will email you a link once the file has been created. This link

will log you back into PayPal and allow you to download the file. If it is reasonably small then the

system will load you straight into the window where you can download the file.

Importing the file to inFlow

Once you have a file from PayPal you can import it into inFlow in the following manner:

1. Go to Main Menu > General > Import Data.

2. Choose Sales Orders as your data type.

3. Click Browse and select the file that you’d like to import (the one you made in step one).

4. Click Next.

5. Choose whether you want to import your orders as open or closed.

6. Match the columns within your PayPal file to the columns in inFlow. We suggest the following

matches:

inFlow Field PayPal Field

Customer Information

https://onpremise.inflowinventory.com/software-support.aspx#/article?21106532


Customer Name

Phone Contact Phone Number

Email From Email Address

Addresses (Billing Address)

Address Line 1 Address Line 1

Address Line 2
Address Line

2/District/Neighborhood

City Town/City

State/Province Sate/Province/Region/Country

Country Country

Zip/Postal Code Zip/Postal Code

Order Info

Order Date Date

Order Number Transaction ID

Order Remarks Note

Freight Fee

Amount Paid Net

Item Info

Item Name/Code Item Title



Item Subtotal Gross

Custom 1 Receipt ID

7. Click Next to finish.

If you are having trouble:

1. Check to be sure that your refunds haven’t been imported as Fully Shipped orders. If so, cancel

them.

Downloading transactions from Yahoo
Stores
If you’re using PayPal to process your Yahoo Stores purchases then you can export your transactions

from PayPal as described in this article Downloading and importing transactions from PayPal. If you

are not using the PayPal add on you can follow these instructions from the Yahoo! Website:

http://help.yahoo.com/l/us/yahoo/smallbusiness/store/order/retrieve/retrieve-11.html.

Entering product costs
Costs in inFlow reflect what you’ve paid for an item (including shipping fees and any other tariffs etc).

These will be updated based on your purchase orders and used to calculate profit.

To enter the cost of your item:

1. Click into the cost field in the Costing Info section of your product record.

2. Enter the cost.

3. Click Save in the top toolbar.

If the field is greyed out then you can adjust your cost by clicking the Edit/History link to the left and

entering the new cost at the bottom of the window which appears. Once you’ve adjusted the cost it

should show in the cost field as above.

Still unsure, or looking for more info?

Have a look at our Costing tutorial video for a closer look.

https://inflowinventory.zendesk.com/entries/21073697-downloading-and-importing-transactions-from-paypal
http://help.yahoo.com/l/us/yahoo/smallbusiness/store/order/retrieve/retrieve-11.html
http://www.youtube.com/watch?v=kkOBeTcQbmA&feature=plcp


Entering product prices
inFlow has Pricing/Currency schemes which allow you to set up prices for your products. Your prices

will appear in your Sales Orders.

To enter your price:

1. Click into the box to the left of the = sign, beside one of your schemes.

2. Entering the price.

3. Click Save.

Still unsure, or looking for more info?

Have a look at our Pricing tutorial video for a closer look.

Error generating custom document
So you’re getting a notification that inFlow is having trouble generating a custom document? First

you’ll want to have a look at your PROGRAM LOG which records some of the things that are going on

in inFlow. When there’s an error, often it will show us some information that can be helpful.   You can

grab your program log by: 1. Going to your Windows START menu > programs > inFlow inventory 2.

Click the Program Log which should open a notepad with a lot of information (If you’re using Windows

8, this program log can be found by going to C:\ProgramData\inFlow inventory\Logs\log.txt. )  

Once open, you’ll want to press Ctrl + F and search for the errors below. Please note: the file path in

Option 1 is different on each computer so it’s best to only search, “Could not find a part of the path”  

OPTION 1: Your program log says, “Could not find a part of the path

‘C:UsersUSERNAMEAppDataRoaminginFlow Inventory849b7623-8edb-439d-8c47-

720a00e5bbc1.doc’.” or something similar. This means that a folder that inFlow needs in order to

save those documents is missing as it was never created when you installed. If that’s the case then

you can correct the problem by: 1. Click Start, in the search bar type %appdata% and hit enter (in xp,

hit run and type %appdata%). This should go to a folder that looks like “C:\Users\Your

Name\AppData\Roaming” 2. Check to make sure there is a folder named “inFlow Inventory” in this

location 3. If the folder does not exist, create it folder named “inFlow Inventory”. 4. Try your custom

document again to see if it works.   OPTION 2: Your program log says, “Word cannot start the

converter mswrd632.” To resolve this issue, an affected user can unregister the mswrd632

converter by editing the registry as follows: 1. Click Start, click Run, type regedit, and then click OK.

Locate and then click the following registry subkey: HKEY_LOCAL_MACHINE > SOFTWARE >

Microsoft > Shared Tools > Text Converters > ImportMSWord6.wpc On the Edit menu, click

Delete. Click Yes. Exit Registry Editor.

http://www.youtube.com/watch?v=tA20J0GURwE&feature=plcp


NOTE: For x64 systems above path is slightly changed: HKEY_LOCAL_MACHINE > Software >

Wow6432Node > Microsoft > Windows > CurrentVersion > Applets > Wordpad

This change will effectively unregister the converter and disable it for third-party applications and for

Microsoft Office. Microsoft Office will use its own text converters to open these kinds of files. 2. Give

inFlow another try.   OPTION 3: You already have Word installed but you’re getting an error that

says, “You must have Word installed to use this feature.” Unfortunately inFlow doesn’t support all

versions of Microsoft Word and if you’re using an unsupported version then you may run into this

error. Currently we support Microsoft Word 2003, 2007, and 2010 however we do not support starter

versions of any of these programs, only the full versions. You can check to see what version you’re

using by following the instructions outlined by Microsoft. If you are using a starter edition, upgrading

to the full version may solve your problem but you might want to contact us before deciding to

purchase just in case.

Get Started wizard

To make getting started even easier, inFlow features a Get Started page which includes the Setup

Wizard. To access the wizard:

1. Click the Main Menu then go to > General > Get Started.

2. In the resulting window click Step 3, to Customize inFlow.

The Setup wizard will walk you through setting up your company information as well as a few

decisions about taxes and products.

How can I automatically reorder when
low in stock?
The Reorder Stock function can help you reorder your stock when you need more inventory, through

it inFlow can suggest what may need to be re-ordered.

http://office.microsoft.com/en-ca/word-help/what-version-of-office-am-i-using-HA101873769.aspx


To reorder:

1. Go to Main Menu > Inventory > Reorder Stock

2. Click Suggest Products to Reorder to see the list of items inFlow believe you should be ordering.

3. Review the list and when you’re ready click Reorder to automatically generate your Purchase

Orders (split by Vendor).

The program suggests stock to reorder based on the reorder points and reorder quantities that

you’ve set up in your product record. You can also control the factors involved in suggesting products

to reorder within this window.

To control what the system suggests you reorder:

1. Within the Reorder Stock window click the triangle to the right of the Suggest Products to

Reorder

2. You will see two options that you can turn on or off:

include out of stock items: if this is checked then inFlow will also suggest you reorder

products that are at a quantity of zero. Simply uncheck if you only want to be provided with

items that are under their reorder points or have outstanding orders to be fulfilled.

include products assembled with a bill of materials: if this is checked, inFlow will also suggest

you reorder assemblies that you build from other stock you purchase. This can be helpful if

you need to have another manufacturer assemble some of your product for you due to time

constraints.

To set up your reorder points/quantities:

1. Go to your product record.



2. Click the Extra Info tab.

3. Enter the point below which you’d like your stock to be reordered in the Reorder Point field.

4. Enter the minimum quantity required to be reordered in the Reorder Quantity field.

5. Click to Save your record.

For example:

If I have an item that I order in sets of 4, I’ll want to order no less than 4 when creating a new PO. Let’s

say I want to go no lower than 25 of this item in my warehouse. So I would set up my reorder points

and reorder quantities as:

This way, the moment I go under the requisite 25 items the system will suggest that I reorder stock. It

will ask me to reorder however many cases required to get back above 25 items. So for example if I

was at 10 when pulled a reorder stock the system would look at the stock available and on order (10)

and see what the difference was between that and your reorder point (15). However since we have a

reorder quantity of 4 it must use multiples of 4 to get you back up to 15, therefore it orders 16 (i.e.

4×4).

How can I create a duplicate/copy of a
Sales Order?
If you have already created a sales order that you need to duplicate (maybe your customer has a

standing order, or you’re selling the same package to 3 different people) you can duplicate the order

very easily:

1. Click Copy and choose Copy SO.

2. Change the Customer name if necessary.

3. Click Save.



This will allow you to avoid having to repeat selection of many items or re-creating your order each

month.

How can I create a Purchase Order
from a Sales Order?
If you need to special order the items on a Sale for your customer and would like to create purchase

order which duplicates their sale it’s easily done:

1. Click Copy and choose Create PO.

2. Select the correct vendor.

3. Click Save.

You can also choose to create a Purchase Order if you do

not have enough stock to cover the order. This is easily

done by right-clicking on the exclamation mark which will

appear to warn you of your stock levels.

How can I enter the cost myself? I
don’t need it calculated for me.
If you don’t want inFlow calculating your cost for you than simply switch the costing method in the

product record. To change the costing method:

1. Open the product record for that item

2. Click the Costing Method dropdown and change it to Manual.

3. Enter the cost of the item.

How can I insert lines or re-arrange
my items (in an order)?
You can re-arrange, sort or insert lines into your order table using the new Data Grid Toolbar which

will pop up along the bottom of your order table when you’ve selected a row you’d like to edit.



To Insert a row:

1. Select a row in your order.

2. Click the “+” sign in the toolbar, or right click and choose “Insert Row”

3. A row will appear above where you have selected

To remove a row:

1. Select a row in your order

2. Click the “-” sign in the toolbar, hit the “Delete” button on your keyboard, or right-click and

choose “Delete Selected Row”

To move a row:

1. Select a row in your order

2. Click the “↑” or “↓” arrows to move your item as desired, or right-click and choose “Move Up” or

“Move Down” as desired.

To sort a row:

1. Click on the title line of the column you’d like to sort them by.

Eg. Clicking on the Item column would sort them by item Alphabetically.

How can I opt into beta updates?
So you want to be notified about beta releases huh? Great! We love feedback and opting into the beta

version means that you get new fixes and fun new features EVEN SOONER! So, if you’d like to be

notified about beta releases be sure to turn that on in the About inFlow section.

To turn on beta updates go to:

1. Go to Main Menu > Settings > About inFlow

2. Click “Check for Updates”

3. You will see a little check box beside “Also check for beta (pre-release) updates,” please check

this box and click save.



Voila! You’re all done so you can close the window and you will be notified whenever a beta or public

version becomes available. Always remember to backup your database before completing any

updates to inFlow just in case you decide you want to revert back to the previous version. This is

especially true of beta versions as we’re still in a testing stage and the release will not be in its final

stage.

How can I print barcodes on my
invoices?
Are you looking to print your barcodes straight onto your invoice? This can be helpful if you want to

make picking items from your inventory even easier! As long as you install a barcode font on your

computer, you can set up a Custom Doc template to print barcode labels for products listed in a sales

order or purchase order!

You’ll need to add the “ItemBarCode” field into the Custom Doc template, and set the template layout

to fit your label papers. You can test how it works by opening the sample order template, and

changing the Description column to show Barcode instead. Simply change the column heading and

then right click on the “ItemDescription” field to select “Edit Field”:

Then, change the Field name to ItemBarCode, and repeat this for each row of the template:



Next, select and change the barcode fields to use the barcode font:

Once the template is saved and imported back into inFlow from the Print Settings, you can test it by

generating this Custom Invoice with sales order items that have barcodes:



If you don’t already have a barcode font installed on your computer, you can search and download a

free barcode font from the Internet, for example the Free Archon Code 39 Barcode Font available on

Download.com.

Please check out our Custom Documents article for more details on how to set up your documents

and let us know if you’re having trouble!

How can I re-open a sales order?
If you need to make changes to or fix an order you’ve already completed, never fear! You can easily

re-open the order and make adjustments to the information.

To re-open an order:

1. Go to the order you want to change.

2. If you’re in simple mode, click Re-open Order. If you’re in advanced mode, go to the Order tab

and click Re-open Order.

http://download.cnet.com/Free-Archon-Code-39-Barcode-Font-for-Business/3000-2190_4-75994173.html
http://download.cnet.com/Free-Archon-Code-39-Barcode-Font-for-Business/3000-2190_4-75994173.html
https://onpremise.inflowinventory.com/software-support.aspx#/article/21093266/how-do-i-create-a-custom-document


Any changes made by this order will now be reversed (i.e. items that shipped out will be back in your

inventory. You will have to re-complete the order as you make your changes.

How can I reattach the database
manually?
When inFlow starts and detects there’s a connection issue with the database, it would try to reattach

the database automatically. However, if it failed, you may see an error such as, “can’t connect to

inFlow database.” You can reattach the database manually via the following steps: 1) Open a

command prompt as an administrator. – on Windows XP, log in using an administrator account, and

click Start –> Run –> type “cmd” –> press Enter. – on Windows Vista/ Windows 7, bring up the Start

Menu –> type “cmd” –> right click on cmd.exe –> select Run as administrator. – on Windows 8, hit



the Windows Key + X, hit A, and then click Yes to allow permission to run command prompt as an

administator. 2) Copy the following line, then right click the command prompt (the black window that

opened) and click Paste, then hit Enter: cd \Program Files\inFlow Inventory" If you get an error

saying “The system cannot find the path specified”, you might be on a 64-bit version of Windows. In

that case, please instead use: cd \Program Files (x86)\inFlow Inventory 3) Copy the following

line, and again paste it into the command prompt and hit Enter: sqlcmd -S .inFlowSQL -i attachDB.sql

4) Once the command completed successfully, you can restart inFlow.

How can I rename fields?
You can easily rename fields in inFlow however it’s important to keep in mind that when a field is

renamed it will be renamed throughout the program.

To rename a field:

1. Right Click the label you want to rename.

2. Choose Customize from the drop down.

3. Enter the new label name into the Custom Text column.

4. Click Save & Close.



To reset to the default field names simply:

1. Go to Main Menu > Settings > General Settings.

2. Click Rename Fields on the left.

3. Click the Reset All button near the bottom

4. Click Save & Close.

How can I see inventory in a particular
location?
To see your inventory level for a particular location:

1. Click the Main Menu > Inventory > Current Stock.

2. Click into the Location field at the top and type your location (or click the triangle on the right

and select it from the dropdown.

3. Click Refresh.

How can I set reorder points separately
for different locations?
Reorder points take all locations into account and there’s currently no way to track them separately

however what you may try is setting your points a little higher than you normally would so that the

system will prompt you earlier. That way, when you are prompted you can check your current stock

and decide whether you want to reorder or wait.



How can I use a barcode scanner?
Barcode scanners can be used in all editions of inFlow to scan your items during sales or purchase

orders as well as selecting them in most product tables. To use the barcode scanner to select your

products you must first save the barcodes in the corresponding product record.

To save your barcodes:

1. Open the product record.

2. Select the Extra Info tab.

3. Click into the barcode field at the top of the

window.

4. Scan your item.

5. Click Save

To select your product:

1. Open the sales order (purchase order, adjust stock window etc.)

2. Click into the first cell in the table.

3. Scan your item.

4. Scan your next item, and so on until you are finished.

If you’re looking to know what scanners specifically work with inFlow, see here.

Still unsure, or looking for more info?

Have a look at our Barcodes tutorial video for a closer look. In addition, check out our free e-book on

barcoding your business here!

How do I add a column to my orders?
You can’t add columns to the order window but what you can do, is add them to the printed

documents you’re getting from that order. This is done by capturing the information you’re looking to

include in a custom field in the product’s record and then pulling that into a custom document. In the

example below we’ve used a sales order and a sales document however the process is the same for a

purchasing document.

To add the custom field:

1. Go to Main Menu > Settings > General Settings.

2. Choose the Custom Fields icon on the left.

3. Select the inventory tab.

4. Enter your field name(s) under Products (eg. Manufacturer)

5. Click Save & Close.

You’ll need to ensure that the information you want to have showing on your document is present in

the corresponding product record before you create your order. For example if you wanted to include

https://onpremise.inflowinventory.com/software-support.aspx#/article?21088831
http://www.youtube.com/watch?v=AoCOmSPV-7M&feature=plcp
http://barcoding.inflowinventory.com/


manufacturer information you would add your custom field with the name “Manufacturer” and then

include the manufacturer information in that field in the product record.

To begin creating your document you’ll want to start with one of our sample documents (these are

included with your installation).

To open a sample document:

1. Go to Main Menu > Settings > Print Settings

2. Choose Custom Docs from the icons on the left

3. Click the Add New Custom Doc button.

4. Choose one of four types of documents (eg. To create a Sales Order document choose Sales

Order, Header & Line Items)

5. Click Open Sample.

Microsoft Word will open up the sample document so that you can edit it.

If you would like to add additional fields to the document you must first link it to one of the CSV

documents provided (available in either C:Program FilesinFlow InventoryCustomDocument or on 64-

bit C:Program Files (x86)inFlow InventoryCustomDocument).

To link your sample document to the available order fields:

1. Open your sample document as described above.

2. Click the Mailings Ribbon and choose Start Mail Merge.

3. Choose Directory from the list.

4. Click Select Recipients and choose Use Existing List…

This will open a window in where you can browse to the correct CSV file. There are four available

which can be found in C:Program FilesinFlow InventoryCustomDocument (on a 32-bit computer) or

C:Program Files (x86)inFlow InventoryCustomDocument (if your computer is 64-bit).



5. You can now insert a new column into the table of the document and then add the available fields

via the Insert Merge Field button; there will be a dropdown list of available information. Simply click

the field you want to add and a tag will appear in the document. The custom fields are called <>, <>,

etc.

6. When you’re finished adjusting the document save it to your desktop (or anywhere you can easily

locate it).

Now that you’ve saved the document you can import it into the system. Here’s an example of the

finished document with tags.

How do I add a description?
When you start inFlow for the first time the Description field is hidden by default so if you’d like to use

it, you’ll have to turn it on. To do so simply:

https://cdn2.inflowinventory.com/inFlowWebsite/Resources/Invoice-InclManufacturer.doc


1. Click the Main Menu and go to the Settings section; choose General Settings from the list

2. In the resulting window you’ll want to pick the Products & Inventory tab

3. The first option in this window is to Show Product Description. Check it and click Save & Close.

How do I add attachments? (products,
customers, vendors, orders)
You can add attachments to much of the data held in inFlow. For instance if you wanted to attach a

warranty to a particular order, or certificates re: tax breaks to a customer record.

To do so in a product record:

1. Open the product record.

2. Click Attachment in the top toolbar.

3. Click Add New in the resulting window.

4. Choose the file you want to attach and then click Open.

5. Click Save in the attachment window and again in the top toolbar of your product.

To do so in a sales order:

1. Open the sales order.

2. Click Attachment in the top toolbar.

3. Click Add New in the resulting window.

4. Choose the file you want to attach and then click Open.

5. Click Save in the attachment window and again in the top toolbar of your order.

If you’d like to re-open the attachment down the road simply:

1. Navigate to the order, product or record that you wish to address.

2. Click Attachment in the top toolbar.

3. Click the name of the file you wish to open.



How do I add or remove my sales
representatives?
You can assign orders to specific Sales Reps to make calculating commission even easier. You can

choose your rep from the dropdown in the sales order or even add a new rep by simply typing into

that field. inFlow will save the new Rep name and make it available when selecting a rep on your next

order.

To change Sales Reps already in the system:

1. Click Main Menu > Settings > General Settings.

2. Choose References from the menus on the left.

3. Click the Sales Reps button.

4. In this window you can add or remove Sales Reps as you see fit.

5. When you’re satisfied click Save & Close.

How do I add pictures to my products?
You can add pictures to an item within the product record using the Browse button just below the

Picture field.

To add the picture:

1. Open the product record.

2. Click Browse

3. Choose the picture you want to use and then click Open.

4. Save your Product.

You can also import your pictures if you have a list of the location on your computer where inFlow can

locate your pictures. Your file should be set up as below:



This allows you to set your pictures up using the import however please keep in mind that you cannot

export the list of picture paths from inFlow.

How do I adjust my stock levels?
There are a number of ways you can adjust stock. inFlow will automatically adjust your stock when

you complete a Sales or Purchase order however if you’re going to manually update there are two

ways to do so:

When adjusting one item:

1. Open the product record.

2. Click the quantity of stock in the Inventory section and enter the corrected number.

3. Hit the tab key.

4. Click Save.

When adjusting multiple items:

1. Go to Main Menu > Inventory > Adjust Stock

2. Select the items you’d like to adjust in the main table

3. Enter the new stock level in the New Quantity column OR the difference (either positive or

negative) in the Difference column for each item you’ve selected.

4. Once you’re satisfied—enter a remark if you would like to—click Adjust.



How do I apply partial payments or
multiple payments to a sale?
So your customer needs to pay part of their order (let’s say a deposit)? Or maybe they are paying off

a few orders at once. inFlow can calculate the balance of an order or a payment for you if you follow

the steps below.

To apply a partial payment:

1. Open your order and click the “Paid” label at the bottom

2. In the resulting window enter the payment method, amount and any other details you’d like to

record.

3. Click Okay.



You can also enter the cumulative amount in the “Paid” field and inFlow will calculate the difference

since your last payment and record it in Payment Details window for you.

Applying a lump sum to a customer account (paying several invoices)

Batch payment is available in inFlow v3. Not sure which version you’re on? Check by going to the

Main Menu > Settings > About inFlow.

If you’re on v3 please see this article for help with the new batch payment feature.

If you’re not on v3 and would like to perform batch payments, we have a workaround you can use,

outlined below:

In this workaround for batch payments, the amount is not applied all at once, but it can certainly help

you apply the value to your customer’s multiple open orders:

1. Go to your sales order list, filter to show only orders from the customer you’re applying payment

to and to only show orders which are not paid.

2. Sort the list by date, with the oldest invoices at the top of the list.

3. Begin with the oldest open invoice and enter the amount provided by your customer in the Paid

field, then hit tab

4. inFlow will provide the balance of that amount below, please take note of it.

5. Click “complete and pay” (or “Paid in Full” if in advanced) to complete the order, save it and

move on to the next in the list.

6. Enter the balance of the first order’s payment, in the Paid field of the second order and hit tab.

7. inFlow will provide the balance of that amount below, please take note of it and continue this

process until there is no more payment available to be applied to your orders.

http://support.inflowinventory.com/v3/article/30822530/how-do-i-apply-a-batch-payment-to-multiple-orders


This same process can be followed for purchase orders that need to be partially paid or have larger

payments applied to them.

How do I archive my database?
Is your database getting too big? Do you want to officially close out your year by starting afresh? If

you’ve got SQL Server 2005 installed, the maximum space allowed is 4GB. If you’ve got SQL Server

2008 R2 installed, it’s 10GB.  

Checking the Size of your Database:
a) The inFlow v2 database files can be found on your computer in the locations listed below (based

on your operating system):

Windows XP/Server 2003: C:\Documents and Settings\All Users\Application Data\inFlow

Inventory Vista, Windows 7/Server 2008, or Windows 8: C:\ProgramData\inFlow Inventory

PLEASE NOTE: If you’re not able to see the folders outlined below please follow these steps to

show hidden files/folders: Windows XP, Vista, Windows 7, Windows 8.

b) Look for a file that says inFlow.mdf (or just inFlow). You should see its size next to it. (For

reference, 1GB = 1024MB = 1,048,576 KB!)   If you’re running out of space, you may need to archive

your database (or if you’re using SQL Server 2005, simply reinstall inFlow and customize it so that you

install SQL Server 2008 R2 instead. See here for more information:

https://onpremise.inflowinventory.com/software-support.aspx#/article/21567906/what-if-i-cant-

install-sql-server-)  

Creating your Archive and Starting Over
The steps to archive your database consist of storing your information in the form of CSV files and

then doing a hard reset on all of your data. Keep in mind that due to the reset, all of your preferences

http://www.microsoft.com/resources/documentation/windows/xp/all/proddocs/en-us/win_fcab_show_file_extensions.mspx?mfr=true
http://www.bleepingcomputer.com/tutorials/how-to-see-hidden-files-in-windows-vista/
http://www.bleepingcomputer.com/tutorials/show-hidden-files-in-windows-7/
http://www.bleepingcomputer.com/tutorials/show-hidden-files-in-windows-8/
https://onpremise.inflowinventory.com/software-support.aspx#/article/21567906/what-if-i-cant-install-sql-server-
https://onpremise.inflowinventory.com/software-support.aspx#/article/21567906/what-if-i-cant-install-sql-server-


and settings, as well as company details and any customizations will need to be re-entered/re-

selected in your new database.   1. First you’ll need to save all your current information to CSV files.

a) Go to Main Menu > General > Export Data.

b) Choose your data type (each will have to be exported separately)

c) Click to export.

The data types you’ll need to export are “Product”, “Inventory”, “Customer”, “Vendor”, even “Bill of

Materials” if you use it. If you have any open/uncompleted orders, you’ll want to export “Sales Orders”

and “Purchase orders” too.   2. Note down any information you have saved such as user settings,

company settings, custom fields. You may also want to export custom documents at this point if

you’ve not retained copies elsewhere. To do so:

a) Go to Main Menu > Settings > Print Settings

b) Click the “Custom Docs” icon.

c) Choose the template to export and then click the “Export” button on the right and choose

where to save it.

  3. Make a backup of your current database. You might save it as Archive2011-2013.ifi or something

similar, just so you know what it contains.   4. Go to Main Menu > General > Reset All Data. You’ve

already made a backup so you can easily restore to this backup at any time if you like.   5. Once

you’ve reset your database, you can import all your information back into inFlow from the files you

exported earlier.

a) Go to Main Menu > General > Import Data.

b) Choose your data type (each will have to be imported separately)

c) Click next and map the fields if need be (inFlow should do this automatically).

d) Click to import.

  For your sales and purchase orders (which is the bulk of your archives) you should delete any

completed orders in the file itself so you don’t import them in. Be sure to always import your inventory

LAST as it is your current stock levels and importing it before orders and other information may cause

changes to those levels. Also be sure to back up your database before each new import (so you can

reverse any changes you do not wish to keep).   Please contact us at support@inflowinventory if you

have any questions about this process.    

How do I cancel a purchase order?
If you need to cancel an order you can do it quite easily from the order itself.

Simply:

1. Go to the Order tab (if in advanced mode) or simply remain on the Purchasing tab (if in simple

mode).

2. Click the Cancel button.



3. Click to Save in the top toolbar.

Please note: if you are processing your order in advanced mode and it is partially completed, you will

have to click theRe-Open Order button first, which will then become your Cancel button.

How do I cancel a sales order or quote?
If you need to cancel an order you can do it quite easily from the order itself. Sales quotes must be

converted to order before they can be cancelled. Once it has been converted simply:

1. Go to the Order tab (if in advanced mode) or simply remain on the Sales tab (if in simple mode).

2. Click the Cancel button.

3. Click to Save in the top toolbar.

Please note: If you are processing your order in advanced mode and it is partially completed, you will

have to click the Re-Open Order button first, which will then become your Cancel button.

Still unsure, or looking for more info?

Have a look at our tutorial video on Deactivating Products and Cancelling Orders for a closer look.

How do I categorize my products?
You can organize your products by choosing the correct category from the dropdown in an item’s

Product Record. New categories can be added by selecting the option from the dropdown window.

This will take you to the Product Categories window which is also accessible via:

1. Click the Main Menu > Inventory > Product Categories.

http://www.youtube.com/watch?v=Ed76hRnJKrQ&feature=plcp


2. Click the Add button at the bottom of the page.

They can be rearranged by clicking and dragging them to the desired position.

Categories can be removed by highlight them and clicking the remove button at the bottom of the

screen.

Creating Sub-Categories

You can create subcategories by dragging categories into others in the Product Category view. Once

you’ve added a categories to another you should see a plus sign on the left to indicate that there is a

subordinate item there (as pictured above). Subcategories can also be used to show product type

(such as clothing vs. electronics etc.).

How do I change the currency of my
order?
Pricing schemes in inFlow are currency specific. Your default Pricing/Currency Scheme will be your

home currency but if you wanted to charge your customer in another currency it’s easily done by

choosing the correct scheme in the Pricing/Currency section at the bottom. If you don’t have a pricing

scheme for that currency set up you can create one from the sales order.

To do so:

1. Click the drop down beside Pricing/Currency

2. Choose <Add new..> from the list.

3. Within the resulting window you can add another pricing scheme and select the correct

currency.

4. Click Save & Close

5. If it is not already included, enter the conversion from this currency to your home currency.

6. Re-select your scheme to convert your prices.



How do I change the look of my
printed documents?
To change how your printed documents appear open the Print Settings Window:

1. Go to Main Menu > Settings > Print Settings.

2. Click Templates to see the three different templates available.

3. Choose the template like.

4. Make any changes to colour and font.

5. Click Save & Close

How do I change the size of columns
on my invoice (receipt etc.)?
If you have very long item names or descriptions you might find that your information doesn’t quite fit

in your printed document. To fix this you can customize the widths of the columns. It’s easily done by

dragging the column dividers in your order screen as shown below.

The width of your columns in the final document will follow the width you’ve set in the order screen.



To change the width of a column on your document:

1. Click and drag the divider until the column is the appropriate width.

2. Right click the column header and choose Save column proportions to make this the case for

everyone in your company

3. Print your document!

To remove a column:

1. Click and drag the divider until the column is no longer visible.

2. Right click the column header and choose Save column proportions

3. Print your document!

If you decide that you want to change the proportions again simply right click the header and choose

to Clear column proportions.

How do I charge tax on the
freight/shipping costs?

To charge taxes on your freight/shipping costs:

1. Click the Main Menu > Settings > General Settings.

2. Select the Pricing & Tax tab.

3. Click the Edit Taxing Schemes button.

4. In this window make sure that Tax on Shipping is checked beside your taxing scheme.

5. Click Save & Close.

How do I choose my product type?
Product types in inFlow tell the system whether you need your inventory tracked to be tracked. You

can change your product type easily in the product record, simply:

1. Open the product record.

2. Click the dropdown to the right of Type and select the correct product type.



3. Click Save.

How do I control what inFlow saves
back to my records during an order?
inFlow can save changes made during your orders back to your records and these preferences can be

controlled through the Personal Settings window.

To access it go to:

1. Click Main Menu > Settings > Personal Settings.

2. Click the Control Save as Default Settings button.

3. Within this window you can control which changes are “always” saved, which prompt you to

choose (“ask”) and which never save back to the record (“skip”).

4. Once you’re satisfied click Save & Close.

How do I copy my transactions to
MYOB?
Once you’ve exported your transactions from inFlow you can import them into MYOB however this will

need to be done in a few steps:

1. You must import your customers into MYOB so they’re available when you import your sales.

2. Once you’ve imported the Customers you can import the sales however MYOB requires account

numbers assigned your various transactions as well as EOR (end-of-record) and EOL (end-of-

line) markers for each order.

To that end, what you may wish to do instead is simply run a Sales Report from inFlow to get your

total revenue in the various payment methods and enter the sales amounts in as a journal entry (i.e.

“Receive Money”).



How do I create a custom document
(word 2003)?
These instructions deal with how to create a Mail Merge Template using Microsoft Word 2003. There

are a few Comma Separated Value files which have been included with your updated files and are

available so that you may choose to link your Word document in order to create the custom fields you

require.

In order to begin creating this custom document you will first have to create a word document and

use the mail merge function to link it to one of our included templates. Please note that this version of

the instructions is optimized for Microsoft Word 2003. To begin:

1. Open Microsoft Word and select the Main Menu button–>New and choose “Blank Document”.

2. Under the “Tools” menu select the “Letters and Mailings” option and select “Mail Merge”

3. Select the type of document and click “Next” once you have done this.



4. Choose which document you’re planning to use and then click “Next”.



5. Click to browse, this will open a window in which you should choose one of the sample documents

which have been provided with the program. The documents will be located in the directory to which

inFlow has been saved, for instance:

32-bit computers: C:Program FilesinFlow InventoryCustomDocument

64-bit computers: C:Program Files (x86)inFlow InventoryCustomDocument



Once you have chosen your file click okay. This will close the window you have open and open a

subsequent window. Click Okay on this and the next window. This will bring you back to the

document you’re editing.

6. Click the “More Items” link on the right in order to open the window to “Insert Merge Field” button;

there will be a list of available items in that window which you can use to insert into your file.

7. Once you’re satisfied with the document you’ve created save it and take note of the name and

where it is located.*

8. Return to the program Go to the Print Settings menu (via Main Menu–>General Settings–>Print

Settings)



9. Choose Custom Docs icon from the list on the left.

10. Click the “Add New Custom Doc” button. This will open the Custom Document selection window

which will allow you to choose from four types of custom documents.

11. Skip step 1 and click the “browse” button beside step 2.

12. Locate and select the document you wish to use and click “open”.

13. Enter a name for the template you’ve just created.

14. Click the “OK”

15. You should now be looking at the Print Settings Window and if you are satisfied with your changes

you may now click “Save and close”.

Congratulations! You have imported your template into inFlow Inventory and are now ready to use it

to create a document.This process is quite similar if you’re looking to create a document of any kind

by hand.

*Please note: If you’re creating a custom document using this method you will need to be careful to

tell the program where to look and when to stop. For instance, if you’re including sales order

information in a letter to your client you will need to tell the program to stop entering information if the

next line is blank. If you take a look at our example templates you will find that we have added a rule

to the document which states that if the next <> field is blank it should not continue and this can be

done via the rules button in the mail merge tab (see below).

For information on troubleshooting please visit this article:

https://onpremise.inflowinventory.com/software-support.aspx#/article?21111338

https://onpremise.inflowinventory.com/software-support.aspx#/article?21111338


How do I create a new customer
record directly?
Though you can certainly create a new customer record during your order, you may choose to create

your customer record separately before that customer has ordered anything from you. To do so:

1. Click the Main Menu, then go to Sales > New Customer

2. Fill in the Customer Name and enter any other details you’d like to capture.

3. When you’re satisfied with your entry click Save.

Details such as your customer’s taxing scheme, payment terms, method or their specific pricing

scheme (eg. if they are a wholesale customer you may want to make their default scheme the

“Wholesale Prices” scheme) can be selected here.

How do I create a new vendor record
directly?
Though you can certainly create a new vendor record during your order, you may choose to create

your vendor record separately before that customer has ordered anything from you.

To do so:

1. Click the Main Menu > Purchasing > New Vendor.

2. Fill in the Vendor Name and enter any other details you’d like to capture.

3. When you’re satisfied with your entry click Save.

How do I create a quote?
Sales quotes are just like a sales order however they don’t count against your inventory (i.e. they

don’t affect your available stock) so this is often a good way to make placeholder orders for your

customers. You can create a new Sales Quote by:

1. Going to Main Menu > Sales > Sales Quote

2. Filling in the Customer info

3. Selecting the items you’d like to quote

4. Clicking Save

Once you’re ready to create a sale from this quote simply click the convert to order button at the

bottom and you’re done!



How do I create a work order directly
from the sales order screen?
You will only be able to create work order directly if you don’t have enough stock of this item to

complete the sale so clients who make their products to order should ensure that they always stock

their component items and not their finished product. So if you need to build a work order from the

sales order:

1. Select the finished product as the item to be sold on the order.

2. Right click the red exclamation mark you’ll see pop up.

3. Choose Create Work Order from the dropdown.

4. inFlow will open a new tab with a work order to be completed.

5. Complete the work order.

6. Complete your sale.

How do I create and complete a count
sheet?
Sometimes, you’ll want to do a physical count of the stock level in your warehouse to check it against

the system’s numbers. A count sheet can help you do this quickly and once you’re done, stock

adjustments can be made easily from the same screen to correct discrepancies found during the

count.

Please note this is a Premium only feature. To count stock in the Regular or Free editions you’ll want

to pull an Inventory Summary Report and then use the Adjust Stock feature to adjust any

discrepancies.

To Create a Count Sheet:

1. Go to Main Menu > Inventory > Count Sheet

2. Click the Add Items By… button and choose to add items by Products or by Location.

To add by Products:



1. Select the items on the left that you would like to include in your count and move them to the

table on the right using the buttons in the centre

2. Once you’re satisfied with the list on the right, click Select

To add by Location:

1. Select the locations within the window that you’d like to add to the count sheet

2. Click Add

Once you have the items in the count sheet you can print it out in order to complete your count. When

you’re ready to start your count you must click the Take Snapshot button to record the inventory

numbers you have right now. Keep in mind that this doesn’t prevent you from continuing business but

as a general best practice we’d recommend against that until you’ve finished your count.

Once you’ve finished entering the counted numbers you will see the ability to complete a Stock

Adjustment based on your counted levels.



When you’ve completed the count sheet a record of the change will be made and your count sheet

will be saved for later.

Still unsure, or looking for more info?

Have a look at our Count Stock tutorial video for a closer look.

How do I create users in inFlow? Can I
restrict what they see/do?
You can create a user ID for each person who will be logging into inFlow, and set their access rights

appropriately. Please be aware that while you can add users in the Regular Edition, restricting access

rights is only available in the Premium Edition of inFlow.

To add a user:

http://www.youtube.com/watch?v=TvSiGjyeMtY&feature=plcp


1. Go to Main Menu > Settings > General Settings.

2. Click the Users Icon.

3. Click the Add button to create a new user

4. Enter their name and choose which options you’d like to restrict by un-checking the various

modules.

5. Click to Save & Close, then again in the General Settings Window.

To adjust restrictions on a user:

1. Go to Main Menu > Settings > General Settings.

2. Click the Users Icon.

3. Double-click the user you want to edit.

4. Choose which options you’d like to restrict by un-checking the various modules.

5. Click to Save & Close, then again in the General Settings Window.

How do I create/edit a custom
document
So you want to add a new type of document to inFlow? Maybe some documents you use are specific

to your particular region or industry, or you just want to streamline your process. Good news: you can

create a custom document using Microsoft Word’s Mail Merge feature to let you link that document

directly to inFlow, though it’s important to keep in mind that only purchase or sales related documents

are possible. We’ll cover three things in this article:

Making Changes to a Sample Document

Linking Your Document to a Data Source

Adding Tags to your Document

BONUS: some example documents

To begin you’ll want to start with one of our sample documents (these are included with your

installation). If you’re looking for instructions for Word 2003 please see here.

Making Changes to a Sample Document
This is the easiest way to start using custom documents and lets you play with an existing template

to see how it works. Remember you’ll have to add your company name and details so that they are

included on your printed document. To open a sample document: 1. Go to Main Menu > Settings >

Print Settings 2. Choose Custom Docs from the icons on the left

https://onpremise.inflowinventory.com/software-support.aspx#/article/21280816/how-do-i-create-a-custom-document-word-


3. Click the Add New Custom Doc button.

4. Choose one of four types of documents (eg. To create a Sales Order document choose Sales Order,

Header & Line Items)

5. Click Open Sample.



Microsoft Word will open up the sample document so that you can make changes to the placement of

certain items, or the information that’s included.

If you’d like inFlow to show additional information on this document (such as a custom field for

example) you’ll need to add tags as described in the Adding Tags to your document section below. In

both cases, you’ll need to follow the steps under Linking your sample document below.

Linking Your Document to a Data Source
Linking to your data source means you’ll know what information inFlow can include on your document

and where you want it to be. This is done by tagging once you’ve followed the steps below but more

on that later! This step needs to be followed any time you’re going to ADD tags to a document

(whether new or one of our samples). If you’re just removing tags then you can skip this step and just

save your document.

To link your document: 1. Open your sample document as described above. 2. Click the Mailings Ribbon

and choose Start Mail Merge. 3. Choose Directory from the list.

4. Click Select Recipients and choose Use Existing List…



This will open a window in where you can browse to the correct CSV file. There are four available

which can be found in C:Program FilesinFlow InventoryCustomDocument (on a 32-bit computer) or

C:Program Files (x86)inFlow InventoryCustomDocument (if your computer is 64-bit).

Depending on what information you want available you’ll choose your file, please see below for a

short description of each file, which should help give you an idea of which one you might want to link

to:

-Sample_Purchasing_PurchaseOrderLines.CSV: all the available tags from a purchase order including

items, pricing, order info etc. You would use this if you were creating your own purchasing invoice.

-Sample_Purchasing_SingleDocument.CSV: order level information like your vendor’s address. You

might use this if you wanted to have inFlow address your envelopes for sending out your

purchase orders.

-Sample_Sales_SalesOrderLines.CSV: all the available tags from a sales order including items, pricing,

order info etc. You would use this if you were creating your own sales invoice.

-Sample_Sales_SingleDocument.CSV: order level information like your customer’s address. You might

use this if you wanted to have inFlow address your envelopes for sending out your invoices.

Now that you’ve linked your document to that source file you can insert the available fields via the

Insert Merge Field button. There will be a dropdown list of available tags to add.

Adding Tags to your document
Adding tags lets you choose where something should be placed on your document. Let’s say your

document is a letter to your customer and you want to call them by their name. In that case it might

look something like this:

Dear <>



Thank you for purchasing from our company!

Sincerly,

Me

This lets inFlow know that you want the customer’s name placed directly after the “Dear” within the

letter. To add your tag: 1. Put your cursor where you’d like the new tag to appear 2. Click Insert Merge Field

3. Choose the tag you want from the resulting list. This will place your tag into the document so that

inFlow knows where you want that information to be once printed. As an example, you might want to

add the item barcode into your invoice as in the example above. When you’re finished adjusting the

document save it to your desktop (or anywhere you can easily locate it). Now that you’ve created

your custom document you’re ready to Use Your Custom Document.

Here are some other sample documents for you
These are document templates that you can import into inFlow. See instruction on how to import

custom document templates.

The inFlow in-program templates: Classic, Clean, Modern

Documents with Barcodes: Invoice, Price labels

Receipt (for POS / cash registry)

Invoice with VAT tax

How do I customize document
numbers?
You can control how your document numbers are formatted (and if you need to start from a certain

number) by using the Document Numbers section of the General Settings window. These numbers

will then be assigned to sales orders, purchase orders etc. as soon as you save the order for the first

time.

To change your formatting simply:

1. Go to Main Menu > Settings > General Settings.

https://onpremise.inflowinventory.com/software-support.aspx#/article/21111293/how-to-use-your-custom-document
https://onpremise.inflowinventory.com/software-support.aspx#/article/21111293/how-to-use-your-custom-document
https://onpremise.inflowinventory.com/software-support.aspx#/article/21111293/how-to-use-your-custom-document
https://cdn2.inflowinventory.com/inFlowWebsite/Resources/ClassicTemplate.doc
https://cdn2.inflowinventory.com/inFlowWebsite/Resources/CleanTemplate.doc
https://cdn2.inflowinventory.com/inFlowWebsite/Resources/ModernTemplate.doc
https://cdn2.inflowinventory.com/inFlowWebsite/Resources/BarcodeTemplate.doc
https://cdn2.inflowinventory.com/inFlowWebsite/Resources/PriceLabels-barcode.doc
https://cdn2.inflowinventory.com/inFlowWebsite/Resources/SalesReceipt.doc
https://cdn2.inflowinventory.com/inFlowWebsite/Resources/VATInvoice.doc


2. Choose the Document Numbers icon on the left.

3. Make your changes.

4. Click Save & Close.

How do I delete my product
(customer, or vendor)?
You cannot delete products, customers or vendors in inFlow however you can deactivate them so

they do not appear in your listing views (unless you’re specifically looking for them).

1. Open the product record.

2. Click the Deactivate button in the top toolbar.

3. Click Save.

Still unsure, or looking for more info?

Have a look at our tutorial video on Deactivating Products and Cancelling Orders for a closer look.

How do I delete, rename, re-import
and export custom documents?
Deleting your document

On occasion it becomes necessary to remove documents you have already imported into InFlow.

To delete a custom document:

1. Go to Main Menu > Settings > Print Settings.

2. Click the Custom Docs Icon.

3. Select the document you want to delete.

4. Click the Delete button.

http://www.youtube.com/watch?v=Ed76hRnJKrQ&feature=plcp


In this example, you will see that “Bob’s Custom Invoice” is the document we wish to be removed. It

has been selected above by clicking the icon and once you see the preview you can click “delete” to

remove it.

Renaming your document

As with removing the template it sometimes becomes necessary to rename your documents to make

them easier to identify within the program.

To rename the document:

1. Go to Main Menu > Settings > Print Settings.

2. Click the Custom Docs Icon.

3. Select the document you want to rename.

4. Change the name in the Doc Name field.

5. Click Save & Close.



As you can see in the figure above, we have chosen to rename this template “Wholesale Customer

Invoice”. Once you’re satisfied click “save and close” at the bottom of the window to make the

change. The window will close and the existing template which was previously imported will be

renamed.

Re-importing your document

InFlow allows you to quickly and easily make changes and re-import the document so you don’t have

to start from scratch. In order to re-import a document you must first make your changes to that

document in word. Open the file in Microsoft Word, make the necessary changes and re-save it.

Now re-import:

1. Go to Main Menu > Settings > Print Settings.

2. Click the Custom Docs Icon.

3. Select the document you want to rename.

4. Click the Re-import button and locate the document on your computer.

5. Click Save & Close.

Exporting your document

InFlow allows you to quickly and easily grab a copy of a previously imported custom document for

further editing.

To do so:

1. Go to Main Menu > Settings > Print Settings.

2. Click the Custom Docs Icon.

3. Select the document you want to export.

4. Click the Export button and choose where to save it.

5. Click Save & Close.

How do I email a document?



To email a document make sure your regular email client is open. You’ll want a PDF copy of your

document so first you’ll need to create one:

For Orders:

1. Open the order you’d like to send.

2. Click the Preview button and choose Export from the list.

3. You will see Export is now visible in the toolbar. Click the Export button and choose your

document from the available list.

4. Choose where you’d like to save the PDF file and click Save.

5. Open your email client and attach the file you just created.

For Reports:

1. Pull the report you’d like to send.

2. Click the Export button and choose what type of file you’d like to save (we recommend PDF).

3. Choose where you’d like to save the PDF file and click Save.

4. Open your email client and attach the file you just created.



Still unsure, or looking for more info?

Have a look at our tutorial video on Emailing Invoices for a closer look.

How do I export transactions or other
data from inFlow?
Exporting transactions from inFlow can be done easily from the Main Menu! Simply:

1. Go to Main Menu > General > Export Data

2. Choose the type of data you’d like to export (either Sales Orders or Purchase Orders)

3. Click Browse to choose where you’d like this file to be saved.

4. Click Next.

Now that you have an exported file of your transactions, you can import it into your accounting

software to analyse it further. If you have exported another type of data it is now available for use

elsewhere.

Exporting transactions for a certain time period

It’s possible to export orders from a certain time period (for example, the past week) by doing so from

the sales order listing view. To filter your orders simply choose the appropriate date range in the

filters at the top Eg. Order Date: 6/01/14 – 6/06/14 then click refresh to filter your list. Once you’re

happy with the list as it appears below you can export using the following steps:

1. Right-click on the title line of the table (ie. above the first row of information)

2. Choose “Export these sales orders” from the list.

3. You will end up with a file that contains all the sales orders for the requested period.

How do I fix common problems with
imports?
If your first attempt to import didn’t work or you’re looking for a little guidance try exporting the type

of information that you want to import. To do go go to the Main Menu > General > Export Data and

choose the type of data you’re looking to import. This can get you a template to use for inputting your

data! You can also have a look here for more information on creating your file. However if you’ve

already created your file for import but you’re still running into problems, we’ve collected some

common (and easily fixed) problems that users have noticed with imports below. 1. When importing it

looks like you have only one column/everything appears together The result looks something like

this and sometimes happens due to your file being saved in the wrong format. Common reasons for

this are Excel’s penchant for re-saving files as Unicode Text instead of CSV (comma delimited), and

European (or French Canadian) operating systems where the delimiter is a semi-colon “;” and not

comma “,”. First try re-saving your file from Excel by using the “Save as…” option when saving and

choosing “CSV (comma delimited)” as your file type at the bottom of the screen as in the example

below:

http://www.youtube.com/watch?v=5xGYVLgJoU8&feature=plcp
https://onpremise.inflowinventory.com/software-support.aspx#/article/21004572/creating-a-file-for-import
http://screencast.com/t/sD9sG5bK


The problem is easily solved by correcting your Excel file.

1. In Excel, click the “Data” tab at the top. 2. Highlight the first column (“Column A”) and click on

“Text to Column”. 3. It will ask you to choose the file type as “Delimited” or “Fixed Width”. Choose

“Delimited”.

4. On this next screen, check “TAB” and “COMMA” for delimiter types. Hit “Next”, then hit “Finish”.

5. Re-save your file as a .csv file, just in case… by going to “Save as”.

2. I’m getting an error which says, “required fields missing” For every import there are several

fields that are required while others are optional. If you’re getting an error saying that required fields

are missing, first check your required fields to be certain they’re included in your file. There are

different required fields for each type of data so please see the table below:

Data Type Required Fields

Customer Name

Vendor Name

Product Item Name/Code

Inventory Item Name/Code, Location, Quantity

Sales Order Customer Name, Order Date, Item Name/Code, Quantity

Purchase Order Vendor Name, Order Date, Item Name/Code, Quantity

Bill of Materials Finished Item, Componen tItem, Quantity

If you’re sure that all your required fields are full you may try adding an additional column to your file

in which you’ll place 1’s for each row that contains information. Since we’re using CSV, empty cells at



the end of a row can sometimes confuse the system so adding this column can correct that issue

(you won’t be importing it so it will not appear in your database). 3. My barcode values have

changed/rounded up after I saved!

If you have long barcode values and they now show 4.12E+11 instead of 41234053958 , this is

because Excel likes to round your numbers to make them look nicer. To fix the issue, highlight the

barcode column, right-click select “Format Cells” and go to “Number”. Here, change the decimal from

2 places to 0 places. You should see the number change back to the correct format. Save it, and then

do your import. If you re-open your .csv file again after this you’ll see that Excel’s changed it back to

the “neat” version despite what you have saved before. This means unfortunately you’ll need to re-

format it each time you open your .csv file.

How do I get a copy of the user
manual?
You can download a PDF copy of our user manual for inFlow v2.5.1 by clicking here.

How do I get my end-of-year
inventory levels etc.?
The regular edition of inFlow inventory includes a Historical Inventory report that will allow you to pull

the inventory levels on a selected date.

https://cdn2.inflowinventory.com/inFlowWebsite/inFlow_User_Manual.pdf


To access it:

1. Go to Main Menu > Reports > Report List

2. Click into the Inventory Reports section

3. Select the Historical Inventory report

4. Select the date that you would like to pull and click Generate Report

How do I get my inFlow information
into Quickbooks?
Many of our users choose Quickbooks as their accounting program. To that end we often get

questions about how to import customers, vendors, sales etc. into inFlow so we thought we’d take a

moment to show you where to look for the information you’re looking to grab. Quickbooks will also

allow you to map the fields that are included in Excel files so that you can import information easily.

This can be done for Customers, Vendors, Items and Accounts (the inFlow equivalent is Customers,

Vendors, and Products, however please keep in mind that inFlow does not maintain accounts).

Before we start, if you’re looking for information on the inFlow side of things (i.e. how to import and

export from inFlow) please have a look at these articles: “Import Data into inFlow”, and “Export Data

from inFlow”.

To import an Excel file for any of the above into Quickbooks first start the program then go to File >

Utilities > Import > Excel (as below) and click “Advanced Import”

http://support.inflowinventory.com/article/21004582/how-to-import-data-into-inflow
http://support.inflowinventory.com/article/21073742/how-do-i-export-transactions-or-other-data-from-inflow
http://support.inflowinventory.com/article/21073742/how-do-i-export-transactions-or-other-data-from-inflow


This will open a second window in which you may choose your file, the worksheet within that file and

whether you’re creating a new map or updating an existing one:

Now you can map the fields. You will see the Quickbooks field names on the left and you will be able

to choose the correlated inFlow column header from the dropdown list at right:



When you’re happy with the information you’ve selected simply click “save” to complete the import

process.

How do I get started with inFlow?
The best way to learn within inFlow is by doing! We have created a Quick Start Guide which should

walk you through a basic setup. There are also articles (as listed below) here in the knowledge base

that can help you through those steps and in some cases provide further details.

In addition, the inFlow YouTube Channel includes tutorials that should help you get acquainted with

the different parts of inFlow and how to use them. If ever you’re lost, head to the Support Centre

which allows you to search our knowledge base and forum all at once! Not finding what you’re looking

for? You’ll be provided with links at the bottom of the results page to help you get in touch so we can

help you solve the trouble you’re having and get on with the business of running your business!

Welcome to the inFlow community!

Get Started with inFlow

Overview

Get Started Wizard

Setting up your taxes

Creating Your Product

Entering product costs

Entering product prices

Setting up your stock level

https://cdn2.inflowinventory.com/support/inFlow%20Inventory%20Quick%20Guide.pdf
http://www.youtube.com/playlist?list=PLF1EB199521D7917F
http://support.inflowinventory.com/article/21074137/overview
http://support.inflowinventory.com/article/21111388/get-started-wizard
http://support.inflowinventory.com/article/21106532/setting-up-your-taxes
http://support.inflowinventory.com/article/21106547/Creating-Your-Product
http://support.inflowinventory.com/article/21106562/Entering-product-costs
http://support.inflowinventory.com/article/21111438/Entering-product-prices
http://support.inflowinventory.com/article/21106572/Setting-up-your-stock-level


Creating a file for import

How To Import Data into inFlow

Creating a customer record and new sales order

Creating a vendor record and a new purchase order

Reports

Dashboard

Backing up and restoring data

Can I try the regular or premium editions before I buy?

How do I give special pricing for
wholesale, VIP etc.?
You can set up multiple schemes in inFlow either via the General Settings window (Main Menu >

Settings > General Settings) by clicking the Edit Pricing/Currency button or via the product record

itself.

From the product record:

1. Open the product record.

2. Click the Add new Pricing/Currency link in the Sales Info section

3. Click into the Pricing/Currency Name cell and enter a name for your scheme (eg. Wholesale)

then choose the currency if other than your home currency.

4. Click Save & Close.

Now that you have a place for your special price you can enter it into the product record and capture

a number of prices for the same item. These schemes can later be assigned to different customers so

that the system will automatically use the Wholesale prices for wholesale customers etc.

How do I handle customer returns?
From time to time, Customers may need to return items to you. You can easily return these items from

the original sales order by switching it to Advanced mode (if you’re not already using advanced

http://support.inflowinventory.com/article/21004572/Creating-a-file-for-import
http://support.inflowinventory.com/article/21004582/How-To-Import-Data-into-inFlow
http://support.inflowinventory.com/article/21111468/Creating-a-customer-record-and-new-sales-order
http://support.inflowinventory.com/article/21095801/Creating-a-vendor-record-and-a-new-purchase-order
http://support.inflowinventory.com/article/21095961/Reports
http://support.inflowinventory.com/article/21096001/Dashboard
http://support.inflowinventory.com/article/21109277/Backing-up-and-restoring-data
http://support.inflowinventory.com/article/22244088/Can-I-try-the-regular-or-premium-editions-before-I-buy-


mode). Please note: your order MUST be paid for you to be able to process a return.

1. If you’re in simple mode (only two tabs at the bottom) click the Advanced tab to expand your

order.

2. Click Return tab.

3. Click Autofill to copy the contents of the original order into this tab

4. Remove any items from the list which are not being returned. When you’re finished only the

items that are coming back to you should be in this table.

5. Click Return in Full and give your customer their refund.

6. Next move to the Restock tab and click Autofill again. This time the system will only carry over

the items you’ve returned (not your whole order).

7. Click Restock.*

8. Click Save to save your changes.

If you like at this point you can print a credit note:

1. Click Preview.

2. Select Credit Note from the dropdown.

3. Click Export from the preview window.

*If the item that is being returned is damaged you can either choose not to restock it (i.e. you would

skip step 7 above) or you can return and restock it and then return it to your vendor as outlined here.

https://onpremise.inflowinventory.com/software-support.aspx#/article/21334108/how-do-i-handle-returns-to-vendors


How do I handle inventory in multiple
locations?
You may have multiple locations where you house your inventory. On the Products & Inventory tab

you will find (among other things) the Edit Locations button where you can set up those multiple

locations. To set up a new location:

1. Open the General Settings window.

2. Select the Products & Inventory tab.

3. Click the Edit Locations button.

4. In this window add your locations to the list (each on its own line) until you are satisfied.

5. Click Save & Close.

To transfer items between locations:

1. Go to Main Menu > Inventory > Transfer Stock.

2. Select the items you’d like to transfer in the main table or by using the Add by Location button

3. Select the To Location for each item (hint: if they’re going to the same place right click and

select Fill Down to copy that location to each of the rows below).

4. Once you’re satisfied—enter a Remark if you would like to—click Transfer.

There are several places where you may choose to set a default location. For instance if your sales

are always fulfilled from your main warehouse, you may wish to set your “system default” to that

warehouse. The system default is selected in the General Settings window by selecting the correct

location from the dropdown beside Default Location. If you have activated sublocations, however, you

will not be able to set a default sublocation, so please do bear that in mind.

Other ways to set default locations include:

Setting a default location for a particular product. This will override the system default and

mean that when receiving stock, your item will be automatically stocked to this location (if not

otherwise specified on the order). The product’s default location can be set on the Extra Info tab

of its product record.

Setting a default location for the user. This option allows you to set up a default location for

your users so that (as an example) users who work out of your retail store have that location

automatically chosen on any order they open where your warehouse staff might have the

warehouse set as their default. The user default can be set in the Personal Settings window

(Main Menu > Settings > Personal Settings).

Customers can also have default locations. And that can be set in the customer’s record. This

serves to select that location automatically on the sale when you select that customer however

it can certainly be changed during the order if need be.



How do I handle products with
different sizes and colors?
We suggest setting up a different product record for each item with a different size and colour. You

can use the Copy button to duplicate the record and simply change the details which are different

(either size or colour). For example:

1. Open a new product record and enter the details for a Sm Black T-shirt (Eg. Item Code = SM-

TShirt-BLK)

2. Click Save.

3. Click Copy.

4. Change the details in the Item Name and Description which are different for the medium sized

shirt (Eg. MD-TShirt-BLK).

Continue this process until you have a different record for each shirt size.

How do I handle returns to vendors?
From time to time, you may need to return items to your vendors. You can easily return these items

from the original purchase order by switching it to Advanced mode (if you’re not already using

advanced mode). Please note: your order MUST be Paid in order for you to be able to process

returns.

1. If you’re in simple mode (only two tabs at the bottom) click the Advanced tab to expand your

order.

2. Click Return tab.

3. Click Autofill to copy the contents of the original order into this tab



4. Remove any items from the list which are not being returned. When you’re finished only the

items that are coming back to you should be in this table.

5. Click Return in Full.

6. Next move to the Unstock tab and click Autofill again. This time the system will only carry over

the items you’ve returned (not your whole order).

7. Click Unstock.

8. Click Save to save your changes.

If you like at this point you can print a purchase return:

1. Click Preview.

2. Select Purchase Return from the dropdown.

3. Click Export from the preview window.

How do I handle tariffs charged on my
incoming shipments?
The reality of international shipping is that sometimes you will be charged a tariff. inFlow can include

that amount in the total cost of your item (placing it in the product record for profit calculations later)

if you enter it into the non-vendor costs field on your purchase order. The non-vendor costs field can

be found in the bottom left hand corner of your purchase order screen.

In advanced mode it will be found on the Order tab, in simple mode it is found on the Purchasing tab

(as below):

How do I handle taxes on orders?
You can choose the taxing scheme you’d like to apply to your order at the bottom left hand corner of

your sales order. To select a taxing scheme simply click into the drop down and choose the correct

taxing scheme. If it does not appear in the list you can always add a new scheme by choosing from

the drop down instead.



To add a new taxing scheme:

1. Click the option in the dropdown as above.

2. Enter a name for your taxing scheme (something you will recognize as this will be what displays in the dropdown

(eg. CA Tax as above).

3. Next, enter the tax name (eg. State Tax as above)

4. Enter the percentage to be charged, for example 7.5%

5. If you have a secondary tax rate to apply, repeat these steps for those columns.

6. Click Save & Close

How do I hide or show columns?
You can easily hide columns in the listing views (for example the product list or the sales order list).

To hide a column:

1. Navigate to the list you want to adjust.



2. Click the top row of the table and select the column you want to remove from the resulting list.

3. The column will now be hidden and there will no longer be a check mark next to the column

name.

To show a column:

1. Navigate to the list you want to adjust.

2. Click the top row of the table and select the column you want to show in the resulting list.

3. The column will now be shown and there will now be a check mark next to the column name.

How do I import a vendor list?
First, have a look at the explanation of importing data here (How do I import data into inFlow). When

you`re ready:

1. Click Main Menu then choose > General > Import Data

2. Select the Vendor data type at the top of the screen.

3. Click the Browse button to select the file you’d like to import then click Next.

4. In this screen match the inFlow field name to the right column in your file by selecting it from the

drop down list.

5. Once you’re satisfied with your matches, click Next.

6. inFlow will import your Vendors and let you know what has been updated!

How do I import inventory into
multiple locations?
The key to importing inventory into multiple locations at once is remembering that you must have a

new line for each new location. Let’s imagine I have one item (456826 Ceramic Mug) and it’s housed

in multiple locations. My import file would look like this:

Item Description Location Qty

456826 Ceramic Mug Main Warehouse 40

456826 Ceramic Mug Retail Location 15

456826 Ceramic Mug Overflow 10

The import itself is done the same as when you have only one location:

1. Backup your Database to the desktop as described on Pg. 7

2. Go to Main Menu > General > Import Data

3. Choose Inventory as your type of data.

4. Click Browse to locate the file you’ll be using.

5. Click Next.

https://inflowinventory.zendesk.com/entries/21004582-how-to-import-data-into-inflow


6. Select how you’d like inFlow to use the numbers in your file; Replace, Add or Subtract from

current numbers.

7. Ensure that your columns are matched correctly.

8. Click Next.

The system should provide you with a rundown of what has been changed.

How do I import my customer list?
First, have a look at the explanation of importing data here (How do I import data into inFlow). When

you`re ready:

1. Click Main Menu then choose > General > Import Data.

2. Select the Customer data type at the top of the screen.

3. Click the Browse button to select the file you’d like to import then click Next.

4. In this screen match the inFlow field name to the right column in your file by selecting it from the

drop down list.

5. Once you’re satisfied with your matches, click Next.

6. inFlow will import your Customers and let you know what has been updated!

How do I import Sales Orders into
inFlow?
First of all you will need to create an import file for your sales and if you’re not importing from a

platform which does that for you the easiest way is to export the data you’re looking to import (in this

case Sales Orders) from inFlow to use as a template:

1. Go to Main Menu > General > Export Data and choose “Sales Orders” as your data type.

2. Click “Next.”

Tada! Now you have a template you can use to create your import file! Simple fill in your order

information, but there are a few things to keep in mind:

Customer information MUST be included in the file and should appear on each line

Any order information which appears should be on each line as well or inFlow will believe that

this line is part of a new order

Each product on the order should have its own line

You can get an example of an exported sales order file here.

And now it’s time for How to import a data into inFlow.

https://inflowinventory.zendesk.com/entries/21004582-how-to-import-data-into-inflow
https://cdn2.inflowinventory.com/inFlowWebsite/KnowledgeBase/Resources/inFlow_SalesOrder.csv
https://inflowinventory.zendesk.com/entries/21004582-how-to-import-data-into-inflow


How do I include a shipping address,
freight or payment terms?
Shipping can be turned on by clicking the add shipping link in the top right hand corner of your order

window (just below order and date).

Adding shipping also adds additional fields such as Payment Terms. Once you’ve added shipping you

can control the shipping address as well:

1. Click the Shipping Address field name.

2. Choose the correct address from the resulting drop down.

You will also see fields such as Freight or Requested Ship Dates appear at the bottom of the order

and you can select the requested ship date from the drop down or enter your freight charges into the

freight field as indicated.

You can also add shipping information on the “ship” tab if running in Advanced mode. There you can

register the carrier and their tracking no. if provided.

How do I know how much profit I
made for sales during a certain period?



You can find out what your profit was over a certain period by following the instructions for Pulling an

End of Day Profit Report. In the case of the end of day report you would be pulling for “today” as

indicated below:

If you wanted to pull a report for another period you would change the period from “today” to

whatever time period you wanted using the filters indicated at the top of the menu above.

How do I know which of my licenses
this computer is using?
So you have a few licenses and can’t remember which one is on which computer? To check out which

license key is on your computer do as follows:

1. Click START and type “regedit” and hit enter.

2. In the resulting window please go to HKEY_CURRENT_USER > Software > inFlow Inventory.

3. In the right-hand window pane you’re looking for the “LicenseKey” and that will tell you the license

key you’re using on this computer.

Repeat the process on each computer whose license key you need to check.

How do I make my own barcodes?
inFlow doesn’t make barcodes but you have a few options for making your own outside of the

program. If you would like to create your barcodes from scratch and simple print them on labels

yourself you can use something like IDAutomation. For more complex barcoding you may look into

one of these options:

IDAutomation Barcode Label Printing Software

NiceLabel Express

Teklynx Label Matrix

https://inflowinventory.zendesk.com/entries/21107088-reporting-a-few-scenarios
https://inflowinventory.zendesk.com/entries/21107088-reporting-a-few-scenarios
http://www.idautomation.com/labelsoftware/download.html
http://www.idautomation.com/labelsoftware/download.html
http://www.nicelabel.com/Downloads
http://www.teklynx.com/products/labels/labelmatrix_detail.html


How do I make products (or kits) out
of raw materials?
You may use the Bill of Materials and Work Orders to create kits from raw materials. Be sure to have

all of your raw materials created as Products within inFlow! Before you can create a kit, you must first

set up a bill of materials.

To set up your Bill of Materials:

1. Open product record for finished/assembled product.

2. Click Extra Info tab.

3. Select the various components of this item and their quantities in the Bill of Materials section in

the top right hand corner.

Once you’ve set up your BOM you may move on to creating a work order.

1. Go to Main Menu > Inventory > Work Order

2. Click Add below the Components Structure section

3. Choose your finished product and how many of that product you need to create then click OK.

4. Once you’ve added your items click Complete!

By completing the Work Order the system will reduce your components and stock to your finished

product.



Still unsure, or looking for more info?

Have a look at our Bill of Materials and Work Orders tutorial video for a closer look.

How do I manage rental sales in
inFlow?
Some companies provide rental or borrowing services to their clients and like to track the movement

of their equipment as well as the rental purchase. To do so you can set up products for your

equipment as well as a service item for your rental fee. The process goes a little something like this:

Set up equipment record for each of your items:

1. Go to Main Menu > Inventory > New Product.

2. Enter the serial or unit number as your item code (eg. Jumping Castle #3).

3. Set the inventory level to 1.

4. Save the record.

Set up rental fee record for your item:

1. Create new Product and enter ” Rental Fee” as item code (eg. Jumping Castle Rental Fee)

2. Set the product up as a service (so it does not track inventory).

3. Save the record.

http://www.youtube.com/watch?v=NdBOOiMN4mc&feature=plcp


When you make a sale you would add both items to the invoice– the item as well as the fee– so that

when the item comes back to you you can return it without the system trying to have you repay your

fee.



This allows you to see who has rented this unit, when it left your inventory and went it was returned

(directly from the product record by clicking the movement history tab).

How do I partially ship an order?
So you only have some of the things you need to ship to your client in stock and you’d like to ship

them as they come in. Not a problem! If you want to invoice as you ship then you will want to take a

look here. But if you plan to invoice once all items have been shipped you’ll want to follow the steps

below:

1. Create your Sales Order and select the items your customer has ordered.

2. If not already in advanced mode click the Advanced tab and then select the Pick tab to proceed.

3. Add the items being shipped to your pick list.

4. Move on to the Pack tab and click Autofill. Only items which have been picked will appear and you

can record which box each item has been packed into.

5. Move on to the Ship tab and click Autofill again. The system should supply a shipping line that

includes the boxes you’ve packed thus far.

6. Click the Ship button on that line to ship those items out and when prompted to, “Mark Order Fully

Shipped?” click No

7. Save your order.

This order will now appear as In Progress and when you’re ready to ship out another batch of items

simply go back to the pick tab and repeat steps 3-7 as many times as necessary to ship all items out.

When all the items have been shipped you can either click the Complete button on the Ship tab to

mark the order fully shipped or say Yes when prompted by the system. This will move the order to the

Invoiced stage and you can process payment accordingly!

https://onpremise.inflowinventory.com/software-support.aspx#/article/21395691/can-i-provide-a-list-of-back-ordered-items-on-an-order
https://onpremise.inflowinventory.com/software-support.aspx#/article/21395691/can-i-provide-a-list-of-back-ordered-items-on-an-order


How do I print a document?
To print a document you will need to:

1. Open the order you’d like to print.

2. Click the Preview button and choose the document you’d like to preview.

3. You will see an example of the document which has been created from the order you’ve opened

(in this care an invoice).

4. Click the print button along the top of the preview window.

To print directly from the sales order window simply:

1. Open the order you’d like to send.

2. Click the Preview button and choose Print from the list.

3. You will see Print is now visible in the toolbar.

4. Click the now visible Print button and choose your document from the available list (in this

example invoice).



Going forward the print button will remain available for you to use until you switch it again (to Preview

or Export).

There are many documents you can print, here’s a quick list of where to look:

From Sales Orders: Sales Orders, Pick Lists , Invoices, Receipts, (when shipping is activated)

Box Content Lists, Packing Slips.

From Purchase Orders: Purchase Orders, Receiving Notes, Purchase Invoices.

How do I print to my custom
template?
To print a custom document you will need to:

1. Open the order you’d like to print.

2. Click the Print/Preview/Export button and choose the custom document you’d like to print (it

should be listed below your other docs).

3. You will see an example of the merged document in a newly opened Microsoft Word window.

4. Click to print from here.

How do I re-activate products?
To reactivate a product that you previously deactivated:

1. From the Inventory module, choose the product list.

2. Click one of the filter items with your left mouse button and choose “show” from the drop down

list.



3. Choose to “Inactive” (to see all products regardless of if they’re active or inactive, choose “Show

All” instead)

4. Double click the product to be reactivated.

5. Click the Activate button in the toolbar to reactivate it.

Reactivating customers and vendors also works in the same fashion from their respective lists.

How do I re-open a Purchase Order?
If you need to make changes to or fix an order you’ve already completed, never fear! You can easily

re-open the order and make adjustments to the information.

To re-open an order:

1. Go to the order you want to change.

2. If you’re in simple mode, click Re-open Order. If you’re in advanced mode, go to the Order tab

and click Re-open Order.

Any changes made by this order will now be reversed (i.e. items that you’ve received will be removed

from your inventory. You will have to re-complete the order as you make your changes.

How do I recover my inFlow data
from a computer that’s crashed?
If your computer that was previously running inFlow stopped working for some reason, but you still

have access to the hard drive, you might be able to recover your inFlow data, even if you didn’t

explicitly make a backup beforehand, by looking to see if inFlow automatically made a backup file.  

PLEASE NOTE: If you’re not able to see the folders outlined below please follow these steps to show

hidden files/folders: Windows XP, Vista, Windows 7, Windows 8.   Here’s how: Option 1: Try Using

Auto-Backups Look for automatically created backup files. Browse to the following directory:

Windows XP or Server 2003: C:\Documents and Settings\All Users\Application Data\inFlow

Inventory Vista, Windows 7, Server 2008 R2 or Windows 8: C:\ProgramData\inFlow Inventory

There you may see some files that are named something like inFlow_autobak_yyyy_mm_dd__hh_mm.ifi

These are automatically created backup files, tagged with the date of the backup. You can copy

these files to a safe location and then use Restore Data on a new installation of inFlow to revert to

this database. Please note that any information entered since that last backup will be lost. Option 2:

Try using the database files directly If option 1 didn’t work, there is one more possibility. Please

make a copy of the following 2 files: Database File: Windows XP or Server 2003: C:\Documents and

Settings\All Users\Application Data\inFlow Inventory\inFlow.mdf Vista, Windows 7, Server

2008 R2 or Windows 8: C:\ProgramData\inFlow Inventory\inFlow.mdf Database Log File

Windows XP or Server 2003: C:\Documents and Settings\All Users\Application Data\inFlow

Inventory\inFlow_log.ldf Vista, Windows 7, Server 2008 R2 or Windows 8:

C:\ProgramData\inFlow Inventory\inFlow_log.ldf If you’re reinstalling inFlow, you can

uninstall/reinstall it. After that, try loading inFlow; if you still see your data there, then you’re done!

http://www.microsoft.com/resources/documentation/windows/xp/all/proddocs/en-us/win_fcab_show_file_extensions.mspx?mfr=true
http://www.bleepingcomputer.com/tutorials/how-to-see-hidden-files-in-windows-vista/
http://www.bleepingcomputer.com/tutorials/show-hidden-files-in-windows-7/
http://www.bleepingcomputer.com/tutorials/show-hidden-files-in-windows-8/
https://onpremise.inflowinventory.com/software-support.aspx#/article/21109277/backing-up-and-restoring-data


Otherwise, continue on with restoring the data. To restore your old data, start by stopping the SQL

Server service, as follows: 1) Open the Services window. Windows XP, click Start –> Run –> type

services.msc Vista or Windows 7, click Start –> type services Windows 8, hit Windows Key + R –>

type services 2) Scroll to SQL Server (INFLOWSQL) and click Stop to stop the service. (Leave this

window open for now.) 3) Copy the two files that you made a backup of into the corresponding folder

on the new machine: Windows XP or Server 2003: C:\Documents and Settings\All

Users\Application Data\inFlow Inventory Vista, Windows 7, Server 2008 R2 or Windows 8:

C:\ProgramData\inFlow Inventory 4) Restart the service by going back to the Services window you

opened and click Start. Now your data should be restored. Open up inFlow on the new machine and

take a look!

How do I save my report settings?
You can save changes you’ve made to certain reports by clicking the More link within that report and

choosing to Save to My Reports. This will allow you to go back later and re-use these settings later

when you need to make changes.

How do I search for something?
inFlow’s listing views will help you find the order, product etc. that you’re looking for. There are many

different types of lists and the one you’d like to choose will depend on what you’re looking for. For

instance, if you’re looking for a certain product you’d want to have a look at the “product list” (via

Main Menu > Inventory > Product List).

You can control what you see in the list using the Search section at the top.

Changing what appears in the listing views

The filters at the top control what you see in your list below.

To change what is in the list simply:



1. Click into a filter box at the top

2. Enter the value you want to use to filter your items (eg. select a category from the dropdown).

3. Click Refresh.

Now your list will consist only of items which meet the criteria in your filters.

To change the filters you’re using:

1. Click the filter title; you should see a dropdown appear.

2. Select the replacement filter from the list

To add or remove a filters:

1. Click the filter title; you should see a dropdown appear.

2. Select add or remove (whichever you would like to accomplish) from the dropdown.

You can quickly clear all your filters to start over by right clicking the Refresh button. Yes, it’s that

simple!

How do I see the movement or
transaction history?
inFlow automatically tracks any changes to your stock, both within the product record itself and for

the purpose of reports and historical data. There are a number of ways you can see movements

within your system but the most common are for a particular product, or for the system as a whole.

To see the movement history of a single product:

1. Go to Main Menu > Inventory > Product List.

2. Double click to open the item you want to check.

3. Click the Movement History tab and you will see the most recent changes to that item and which

actions they are tied to (i.e. sales order, shipping etc.).

To see only orders for that product click the Order History tab instead.

To see the movement history of all items in your system:

1. Go to Main Menu > Inventory > Movement History.

In this window you can filter to show a particular location or item, even to only see certain transaction

types.

How do I set up custom fields?
These can be used to capture information that the system doesn’t natively track which you may wish

to keep in your records for analysis or later reference.

To use custom fields simply:



1. Go to Main Menu > Settings > General Settings.

2. Choose the Custom Fields icon on the left.

3. Select the correct tab (i.e. Sales = Customers, Sales Orders) according to where your custom

fields should be.

4. Enter your field names.

5. Click Save & Close.

How do I set up included sales tax
(included tax price in body of receipt)?
You may need to show your product price (including tax) in the body of the invoice but show the

taxes applied at the bottom. We’re aware that inFlow currently doesn’t have great support for this,

and offering a built-in solution is on our wishlist. In the meantime, here’s a suggestion that you might

be able to use to set up the taxes included.

Let’s look at a pair of shoes which are priced at $50.00 AUD but to show what tax is included you will

apply a negative tax as well as a positive tax (so that your total isn’t ultimately affected).

To do so:

1. Go to Main Menu > Settings > General Settings in the Pricing & Tax tab.

2. To edit your taxes click the Edit Taxing Schemes button

3. In this window you will set up a taxing scheme where the first tax is a negative and the second is

a positive percentage (as indicated below).*

*There, however, a trick to setting this up since in the case of this percentage, the math works out

such that it is not the same as the sales tax you will be charging. To that end you will need to enter

9.0909% instead of 10% as shown above.

The second stage of set up involves setting up a custom document and you can create a custom

document that shows only the positive tax next to “Tax Included”. This way, your final invoice shows

the tax included prices and the amount of tax included, as below:



In this case, as above, you can see that there was $5.00 of tax included in the posted retail price of

the shoes but the price is not reduced in the body of the invoice. By using this method you can show

your customer the price they were quoted while still including the necessary tax notation below. Keep

in mind that you WILL see the second tax within the program and on the in-program documents so it’s

important to use a custom document to remove this additional info.

We’ve prepared a sample custom document that works this way. You can download it at

http://www.archonsystems.com/support/tax_included_receipt.doc

You can import this as a custom document into inFlow and try it out. More info on how to set up

custom documents:

https://onpremise.inflowinventory.com/software-support.aspx#/article/21093266/how-do-i-create-a-

custom-document

Were you looking for a way to include the pre-tax price on your order? If so please see here:

https://onpremise.inflowinventory.com/software-support.aspx#/article/20992106/how-do-i-set-up-

included-sales-tax-pre-tax-price-in-body-of-receipt

How do I set up multi-user mode
manually?
If you run into a problem when running the switch to multi-user mode wizard, then it’s still possible to

switch to multi-user mode manually without running this wizard successfully. Here’s how.

1. Ensure that SQL Server is set to allow remote connections and the services are configured

properly.

a) Run SQL Server Configuration Manager. On Windows XP, click Start, Run, and type

sqlservermanager.msc. On Vista/Windows 7, click Start and type sqlservermanager.msc. On Windows

8, hit the Windows Key + R, type sqlservermanager.msc.

b) Open up SQL Server 2005 Network Configuration, Protocols for INFLOWSQL. Ensure that Named

Pipes and TCP/IP are enabled.

http://www.archonsystems.com/support/tax_included_receipt.doc
https://onpremise.inflowinventory.com/software-support.aspx#/article/21093266/how-do-i-create-a-custom-document
https://onpremise.inflowinventory.com/software-support.aspx#/article/21093266/how-do-i-create-a-custom-document
https://onpremise.inflowinventory.com/software-support.aspx#/article/20992106/how-do-i-set-up-included-sales-tax-pre-tax-price-in-body-of-receipt
https://onpremise.inflowinventory.com/software-support.aspx#/article/20992106/how-do-i-set-up-included-sales-tax-pre-tax-price-in-body-of-receipt


c) Open up SQL Server 2005 Services. Right click SQL Server (INFLOWSQL) and select Restart.

d) Ensure that the SQL Server Browser service is listed and is Running. If not, right click it and select

Start.

e) Ensure that both the SQL Server (INFLOWSQL) and SQL Server Browser services are set to start

mode Automatic. If not, right click, select Properties, and under the Service tab, set Start Mode to

Automatic.

2. Set your server computer firewall to allow incoming connections to SQL Server (INFLOWSQL)

and SQL Server Browser from other computers.

The instructions below are for Windows Firewall. If you are using another program as a firewall, you

will need to adapt these instructions.

a) On Windows XP, click Start, Settings, Control Panel, then select Windows Firewall. Click the

Exceptions tab.

On Windows Vista/ Windows 7, click Start, then type and select Windows Firewall. Then click Allow a

program through Windows Firewall.

On Windows 8, hit the Windows key + X, and then hit P to bring up the Control Panel. Select System

and Security, and then Windows Firewall > Allow an App or Feature through Windows Firewall.

b) Run SQL Server Configuration Manager. On Windows XP, click Start, Run, and type

sqlservermanager.msc. On Vista, click Start and type sqlservermanager.msc. On Windows 8, hit the

Windows Key + R, type sqlservermanager.msc.

c) In SQL Server Configuration Manager, under SQL Server 2005 Services, right click SQL Server

(INFLOWSQL) and select Properties. In the Service tab, look at the value under Binary Path, not

including the part at the end: -sINFLOWSQL.

d) From Windows Firewall, click Add Program, Browse, and select the program you found in step 2c.

e) Repeat steps 2c and 2d, except select the service SQL Server Browser this time.

3. Set your firewall to allow outgoing connections from inFlow.

If you’re using Windows Firewall (the default firewall that comes with Windows XP SP2 and Windows

Vista) or no firewall program, you shouldn’t need to do anything. If you’re using some other program

as a firewall, you may need to set it to enable outgoing connections from inFlow on each computer

with inFlow installed.

4. Look up the Server Password in the server computer’s registry

a) Go onto the server computer. On Windows XP, click Start, Run, and then type regedit. On

Vista/Windows 7, click Start, type and select regedit. On Windows 8, hit the Windows Key + R, and

then type regedit.

b) Browse to the following registry key: HKEY_LOCAL_MACHINESOFTWAREinFlow Inventory

c) Look up the password in the value of SQLPwd. (Note that if you have previously changed the



database password, this may be inaccurate.) Go back to inFlow, and try again with the new

password.

5. Determine the Server Name

This should be the hostname of the server computer. If you don’t already know this, here’s how you

can look it up:

a) Go onto the server computer and open a command prompt. On Windows XP, click Start, Run, and

then type cmd. On Vista, click Start, type “command” and then select Command Prompt. On Windows

XP, hit Windows Key + X, hit A, and then click Yes for permission to run command prompt.

b) In the black command prompt window that pops up, type hostname. It will then give you the name

you should use for the Server Name.

6. Try using the other client computers to connect to the server computer.

Note: You don’t need to run Switch to Multi-User mode on the Server again if you’ve done all the

steps above. Try going onto a client computer, loading inFlow, and connecting into the server by

selecting Main Menu (round button at the top left) -> Settings -> Multi-User Mode -> Client.

Use the following information:

Server Name: The hostname of the server computer that you looked up in step 5.

Server Password: The password you looked up in step 4

How do I set up my prices based on
markup?
inFlow can calculate your prices for you based on your cost information. Once your item has a cost

entered (either calculated by inFlow or entered manually into the cost field) you can enter your

markup percentage in the Sales Info section on the left.

To do so:

1. Open the product record.

2. Click into the Markup field in the Sales Info section and enter your markup percentage.

3. Hit tab. inFlow should calculate your new price.

How do I set up secondary taxes?



You may have more than one applicable tax (federal and provincial taxes for example) so you’ll need

to set up a secondary tax in the system.

To make secondary taxes available:

1. Click the Main Menu > Settings > General Settings.

2. Select the Pricing & Tax tab.

3. Check the Show Secondary Tax option.

4. Click the Edit Taxing Schemes button.

5. In this window you can add your secondary tax

6. Click Save & Close.

7. Click Save & Close in the General Settings window.

How do I tax some things on my order
and not others?
You can charge tax on some items and not others by using your Product Tax Codes to show which

items should be taxed. By turning on your product tax codes you will see an extra column in the sales

order window that shows which items on your order are being taxed.

To turn on Product Tax Codes:

1. Click the Main Menu > Settings > General Settings.

2. Select the Pricing & Tax tab.

3. Check the Show Product Tax option.



To edit your Product Tax Codes:

1. Click the Main Menu > Settings > General Settings.

2. Select the Pricing & Tax tab.

3. Click the Edit Product Tax Codes button.

4. In this window you can set up different types of products (i.e. non-taxable vs. taxable etc.)

5. Click Save & Close.

6. Click Save & Close in the General Settings window.

In the product record you can set the items tax code to indicate which tax to apply to it when adding

it to an order. In the example below we’ve included one of all four ways that you can set up the

product tax codes:



How do I track multiple companies in
inFlow?
Single-User Mode

Here’s how we recommend you go about it if you’re just using inFlow on one computer. Use the

Backup and Restore features to Save and Load multiple databases, each one corresponding to a

separate company:

To set up Company 1:

1. Enter your information into the brand new database (company info, products, vendors,

customers etc.) Once your setup is done…

2. Go to Main Menu > General > Backup Data

3. Save this Database with the name of the company in a safe location on your computer (take note

of where).

4. Click Main Menu > General > Reset All Data to create a new database.

Setting up Company 2:

1. Enter your information for your second company into the brand new database (company info,

products, vendors, customers etc.). Once your setup is done…

2. Go to Main Menu > General > Backup Data

3. Save this Database with the name of the company in a safe location on your computer (take note

of where).

To return to your Company 1 information:

1. Go to Main Menu > General > Restore Data

2. Select the “Company1.ifi” file you created earler.

When you’re done you’ll want to remember to backup as you did above. Once again you want to pay

special attention to where this database is saved and its name.

Essentially what this process does is make sure that InFlow is looking in the right place for the data it

needs to use. For example, if Company 1 is attempting to sell a bicycle to your customer, it wouldn’t

make sense to access Company 2’s records in order to do so. You will need to be sure that you are

accessing the correct database each time you enter the program. Backing up your data is also

important as you will likely be switching back and forth quite often.

Multi-User Mode

If you’re using inFlow in multi-user mode and have multiple computers, the above approach isn’t ideal

since backup & restore affects all users. A better solution in this case is to set up multiple computers

as inFlow servers; one for each company.

To set up Company 1:

1. Install inFlow on the computer.

2. Go to Main Menu > Settings > Multi-user Mode



3. Click the “Server” button to set this computer up as a server

4. When it’s done the program will give you the connection info you’ll need to hook up your other

computers. You can click the save this file for use on other computers and please save it using

the name for Company 1

To set up Company 2:

1. As above, and please save the connection settings file as Company 2.

To have your clients connect to the system:

1. Each of the client computers must set up multi-user mode (as a client)

2. Copy the connection settings files you’ve created to the desktops of each of your client

computers.

3. From the client computer select the correct connection file from their desktop and double click

it.

inFlow should load with the connection to the appropriate database made.

How do I track my sales profits?
When completing a sales order, inFlow records not only the price your customer is paying but the cost

listed in your product record at the time of the order. This allows the system to provide you with

accurate profit levels when you pull a report or look at the dashboard.

To pull a report:

1. Click the Main Menu, then go to Reports > Report List

2. In the Sales Reports section click Sales Order Profit Report

3. Click Generate Report.

To set the dashboard to show your profit:

1. Click the Main Menu, then to General > Dashboard

2. Within the Dashboard click the Lines drop down and ensure that Sales Profit is selected.

How do I track specific locations like
aisle numbers, bin numbers, etc.?
Sublocations will allow you to specify a specific aisle number or bin number and give you more

specific control over where your products can be found. To set up sublocations:

1. Go to Main Menu > Settings > General Settings.

2. Choose the Products & Inventory tab.

3. Check the Show Sublocations option.

4. Click Save & Close.

https://onpremise.inflowinventory.com/software-support.aspx#/article?21244376


Now you will see sublocations as an additional column anywhere you can specify location (product

records, receiving, picking etc.). To specify a sublocation simply click into the sublocation cell and

type its name (eg. Aisle 64).

How do I transfer my database to
another computer?
There are five major steps to transferring your database:

1. backing up your data

2. identifying your license key so you can transfer it

3. downgrading your old computer (removing the license key)

4. activating your new computer

5. restoring your data

Backing up your Data

1. On your old computer (current) open inFlow

2. Go to the Main Menu > General > Backup Data

3. This will make a copy of your database which can be saved to an external drive or USB key.

Identifying your license key 

1. Click Start, type in “regedit” and press Enter. (on Windows XP, you’ll need to go to Start > Run

before you can type)

2. Scroll to HKEY_CURRENT_USER > Software > inFlow inventory

3. In the right-hand window pane look for the item that says License Key. That will tell you the

license key that is being used on this computer. Copy and paste it or write it down.

Downgrade your old computer (remove the license key)

1. On your old computer (current) go back to inFlow and go to Main Menu > Settings > Downgrade

to Free.

2. Click Okay.

Activate your new computer

1. On your new computer install inFlow.

2. Open inFlow and go to Main Menu > Settings > Upgrade.

3. Choose “I already have a license key…”

4. Enter the license key from when you copied it down before.

5. Click Next.



Restore your Data

1. On your new computer go to Main Menu > General > Restore Data

2. You will be warned that your current database will be cleared. Click ,Proceed.

3. Select the backup you made during the first stage of these instructions

4. Click Next.

5. inFlow will reload and once it comes back you should see your information appear in this copy.

How do I transfer my stock?
Transferring stock is quite simple and can be managed from the Transfer Stock window in the system.

To transfer your stock from one location to another:

1. Go to Main Menu > Inventory > Transfer Stock

2. Select the items you’d like to transfer in the main table

3. Select the location you’re transferring from (if the system has supplied a location other than the

one you’re planning to use)

4. Select the location you’re transferring to

5. Once you’re satisfied—enter a remark if you would like to—click Transfer.

How many customers and products can
I store in my database?
The Free Edition allows you to track a combined total of up to 100 customers and products (eg. 40

products and 60 customers, or 50 of each). The Regular and Premium Editions allow you to keep an



unlimited number of products and customers. All three editions allow you to have an unlimited number

of other entities like Sales Orders.

How To Import Data into inFlow
Importing

Now that you have your import file you’re ready to go ahead with your import. But first, it’s important

to backup your database. This is done so that you can restore to your backup after the import

(thereby wiping the changes you made) if you need to.

To Backup:

1. Click Main Menu then choose > General > Backup Data

2. Select the location you’d like to save the backup.

3. Click Next.

To import:

1. Click Main Menu then choose > General > Import Data

2. Select the Products data type at the top of the screen.

3. Click the Browse button to select the file you’d like to import then click Next.

4. In this screen match the inFlow field name to the right column in your file by selecting it from the

drop down list.

5. Once you’re satisfied with your matches, click Next.



inFlow will import your products and let you know what has been updated!

If your update didn’t go according to plan and you’d like to reverse it please use the backup you made

before your import.

To Restore Data:

1. Click the Main Menu button > General > Restore Data.

2. Select your backup file.

3. Click Next.

Now that you’ve restored your pre-import backup you can try the import again.

Still having trouble? Have a look at How to create your file for import (+ tips and tricks). Looking to

import a different type of data? Simply choose the correct data type from the drop down in step 2 of

the import process and then proceed as described!

How to pull a few common reports
(end-of-day profit, inventory
summary, shipping report)

https://onpremise.inflowinventory.com/software-support.aspx#/article?21004572


So you’ve entered all your data into the system and now you want to see some reporting figures! Well

here are a few common scenarios to help you understand reports in inFlow.

Pulling an End of Day Profit Report

Which could include information like how many sales you have made for the day (sales totals), in what

amounts and the total cost of goods sold (COGS) that day.

1. Go to Main Menu > Reports > Report List.

2. Choose the Sales Order Profit Report

3. Ensure that you’ve filtered to show only orders that are Paid and which are from today.

4. We suggest clicking the More link and choosing to group your orders by Payment Method (so

you know how much cash etc. you should have on hand).

5. Click Generate Report.

6. Print or Export the report from here.

Pulling an Inventory Summary Report

Which shows information on the current stock such as its current quantity and the total cost value of

what you have in your warehouse.

1. Go to Main Menu > Reports > Report List.

2. Choose the Inventory Summary Report.

3. We suggest clicking the More link and choosing how you’d like to sort your items.

4. Click Generate Report.

5. Print or Export the report from here.

Pulling a Report on what needs to be shipped out

Which gets you information on what orders need to be shipped out and their requested ship dates.

1. Go to Main Menu > Reports > Report List.

2. Choose the Sales Order Operational Report

3. Ensure that you’ve filtered to show only orders that are Open and In Progress

4. Click Generate Report.

5. Print or Export the report from here.

How to use your custom document
Now that you’ve created a custom document (or downloaded one of our pre-created custom

documents) you can import it into inFlow so it can be printed to from your sales orders.

To import a custom document:

1. Go to Main Menu > Settings > Print Settings

2. Choose Custom Docs from the icons on the left

3. Click the Add New Custom Doc button.

4. Choose one of four types of documents (eg. To create a Sales Order document choose Sales

Order, Header & Line Items)

5. Click Browse and choose the custom document you’ve created.

6. Enter a name for your custom document in Step 3.

https://onpremise.inflowinventory.com/software-resources.aspx
https://onpremise.inflowinventory.com/software-resources.aspx


7. Click OK.

Now that you’ve imported your document it will be available from the dropdown in your sales order.

I can’t install or launch inFlow, what
should I do?
If you already use inFlow and have some problems running it, please backup your data before

proceeding by following step 1 below. Before you begin, if you’re not sure which version of Windows

you’re using please follow these steps from Microsoft to find out: http://windows.microsoft.com/en-

CA/windows/which-operating-system Please note: Before you begin please make sure that your Windows

profile (i.e. your User login for Windows) is not the same name as your computer. For example,

George’s PC uses the name “George,” as does his login. To solve this issue re-name the computer to

something like “George-PC” instead of “George” and try running the installer again. Step 1: Clean Up

1) If you’ve already started using inFlow there may be important data on your computer you’ll want to

save, if you don’t have any data in the program yet you can skip this step and step 2. First open the

Services window, complete the following based on your version of windows: Windows XP or Server

2003: click Start > Run > type services.msc Vista, Windows 7 or Server 2008 R2: click Start > type

services Windows 8: Windows Key + R > type services.msc Scroll to SQL Server (INFLOWSQL), right

click, and select Stop service. If not there, please move on to step (2). 2) Now we’ll need to backup

your data from outside the program, open this folder (see instructions below according to your

operating system): Windows XP or Server 2003: C:\Documents and Settings\All

Users\Application Data\inFlow Inventory Vista, Windows 7, Server 2008 R2 or Windows 8:

C:\ProgramData\inFlow Inventory And copy the following two files to your desktop: inFlow.mdf and

inFlow_log.LDF. Once copied, delete everything in this folder EXCEPT the “Backup” folder (as it

contains your automated backups from inFlow with all your information). If you’re not able to see the

folders in question please follow these steps to show hidden files/folders: Windows XP (or Windows

Server 2003), Vista, Windows 7 (or Windows Server 2008 R2), Windows 8. 3) To uninstall inFlow

Inventory from the control panel, complete the following based on your version of windows: Windows

XP or Server 2003: click Start > Control Panel > Uninstall (or Add/Remove Programs). Vista,

Windows 7 or Server 2008 R2: click Start > Control Panel > Uninstall (or Programs and Features).

Windows 8: Windows Key > type Control Panel > Uninstall (or Programs and Features). If inFlow

http://windows.microsoft.com/en-CA/windows/which-operating-system
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Inventory is not listed there, please move on to step 4).   4) To uninstall anything that starts with

“Microsoft SQL Server” from the control panel, complete the following based on your version of

windows: Windows XP or Server 2003: click Start > Control Panel > Uninstall (or Add/Remove

Programs). Vista, Windows 7 or Server 2008 R2: click Start > Control Panel > Uninstall (or Programs

and Features). Windows 8: Windows Key > type Control Panel > Uninstall (or Programs and

Features). (examples include: Microsoft SQL Server, Microsoft SQL Server VSS Writer, Microsoft SQL

Server Native Client, Microsoft SQL Server Setup Support Files etc.). If none of these are listed there,

please move on to step 5). 5) Next, please go to the directories below: C:\Program Files\Microsoft

SQL Server C:\Program Files (x86)\Microsoft SQL Server If there are any folders in here named

“MSSQL10_50.INFLOWSQL”, delete it. If there are MSSQL.1 AND MSSQL.2 (or more), skip to next step.

If there’s only one called MSSQL.1, and no MSSQL.2, etc., then delete the files in these two folders:

32-bit Windows: C:\Program Files\Microsoft SQL Server\MSSQL.1\MSSQL\Data C:\Program

Files\Microsoft SQL Server\MSSQL.1\MSSQL\Template Data 64-bit Windows: C:\Program Files

(x86)\Microsoft SQL Server\MSSQL.1\MSSQL\Data C:\Program Files (x86)\Microsoft SQL

Server\MSSQL.1\MSSQL\Template Data If you don’t see any of those folders, skip this step and move

on to the next part. Step 2: Reinstall inFlow There are 2 options. We recommend trying option 1 first.

If option 1 was unsuccessful you’ll have to repeat the steps above before trying option 2 below.

Option 1 (if you were previously using inFlow): Download and install inFlow v2.5.1 from here. Option 2

(if you are new to inFlow and just installing the download from our website didn’t work): Install inFlow

and Microsoft SQL Server (backend database for inFlow) manually via these steps. PLEASE NOTE: if

you’re installing SQL Server separately on a Windows 8 computer please use these steps instead. If you

are successful go ahead and delete those files you copied in step 5) from your desktop.

I have a list of prices for my items, how
do I quickly set them up in inFlow?
You can import multiple pricing schemes into inFlow and to do so there are a couple things you need

to know:

1. You will need to import them one at a time

2. You will need to ensure that whichever pricing scheme you’re importing is set as the default

before you start the import

Before you start importing your information it’s important to ensure that you’re fully prepared. Have a

look at your import file. You will need to ensure that your product codes match what is in the system

already (if you have products in the system, if you don’t then they will be created when you import).

The easiest way to set up your spreadsheet is as follows:

In this configuration you have five pricing schemes that can be imported. Each one will need to be

imported one at a time.

Before beginning your imports it’s a good idea to set up a pricing scheme for each of the columns

you’re going to be importing. To do so, go to the Main Menu and under the Settings sub-menu click to

https://cdn2.inflowinventory.com/Download/Installer/2.5.1/inFlowInstaller.exe
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http://support.inflowinventory.com/v2/article/21567906/im-having-trouble-installing-sql-server-2008-r2-what-do-i-do


enter the General Settings window. Once open, select the “Pricing & Tax” tab and click “Edit

Pricing/Currency”. This will allow you to create a pricing scheme for each of the prices you’re about to

import.

Once set up you will need to verify which of the pricing schemes is set as the default. Once you’ve

verified that you know which of the columns should be imported first.

In this case we’re starting with the Wholesale Pricing scheme and after that initial setup it’s simply a

matter of running through an import.

1. Go to Main Menu > General > Import Data

2. Select “Product” as your data type, select the file you’ve created and click next.



3. 

4. Select the columns of information that should be imported as below

5. Once this has been completed re-open the General Settings window and select one of the other

pricing schemes as the default scheme then repeat your import with the same file but selecting

another column of information.

When you’re finished with the imports the product record will reflect all the pricing schemes that

you’ve imported.

I have been told that my database is
corrupt, what do I do now?
Your database getting corrupted is a rare circumstance that does not happen very often. Most

commonly, it’s a result of hardware failure on your computer, like a bad hard drive. Before proceeding,

please be sure that an inFlow representative has confirmed with you that the problem is in fact

database corruption, and not, for example, incorrect products or prices entered into the system.

Unfortunately database corruption is bad news, it means that there is a serious problem with your

inFlow database, and that you may lose some or all of what you’ve entered into inFlow. Behind the



scenes, inFlow relies on a Microsoft SQL Server database to store its data, like your products and

orders. If SQL Server is reporting that the database is corrupted in some way, then this is beyond our

expertise to solve. We recommend that you hire a local database administrator (DBA) with expertise

in data recovery in SQL Server to take a look at the issue and maximize the chance that your data can

be recovered.   Here is some technical information that may be useful: inFlow installs a separate

instance of SQL Server called INFLOWSQL. By default, inFlow uses SQL Server 2008 R2 on Windows

8 and SQL Server 2005 on other operating systems. The inFlow database contains all of the

important data (the product list, etc.). The inFlowMeta and inFlowSample databases are not

important — if only these databases are corrupted it can be corrected by making a backup of the

inFlow database, then uninstalling and reinstalling the inFlow program, then restoring the backup.

inFlow creates some automatic backup files in C:\ProgramData\inFlow Inventory\Backup (or

C:\Documents and Settings\All Users\Application Data\inFlow Inventory\Backup on older

versions of Windows) and the database files are stored in C:\ProgramData\inFlow Inventory.   Here

are some troubleshooting routines that you may want to run. These can be done with the assistance

of a DBA or possibly on your own.

Search your inFlow backups for the last good one
Start by finding the backup files that inFlow created automatically for you. The backup files are in

C:\ProgramData\inFlow Inventory\Backup (or C:\Documents and Settings\All

Users\Application Data\inFlow Inventory\Backup on older versions of Windows). If you have

created your own backups, include those too. The basic procedure we will do is start with the newest

backup and try to restore it and see if there are any problems. If that fails, try the next newest backup

until we either run out of backups or find one that works. You will still need to re-enter any data

entered since the last successful backup, but this approach may save most of your data.

1. Open a command prompt as an administrator. On Windows XP as an administrator, click Start,

Run, then type in “cmd” and press enter. On Vista or 7, click Start, type in “cmd” then right click

cmd.exe and select Run as administrator. On Windows 8, hit the Windows Key + X, hit A, and

then select Yes to allow permission to run as an administrator.

2. Copy the line below: sqlcmd -S .INFLOWSQL then right click the command prompt window, hit

Paste, then hit Enter in the command prompt.

3. It should show you a prompt that looks like 1>. Enter the following command RESTORE DATABASE

[inFlow] FROM DISK = N'C:\ProgramData\inFlow

Inventory\Backup\inFlow_autobak_2013_01_01__12_00.ifi' WITH RECOVERY, FILE = 1

replacing the filename with the correct one, and press Enter.

4. It should show you a prompt that looks like 2>. Enter the following command GO then press Enter.

It should show you some text with a successful message including “RESTORE DATABASE

successfully processed" and then the 1> prompt again.If there are errors shown, double

check that you’ve entered the command correctly. If you entered the filename incorrectly, the

error message will include something like “The system cannot find the file specified”. If you

entered the command incorrectly, it will typically say something like “Incorrect syntax near…”.

Otherwise, for any other errors, this backup file may still have problems, so you may want to try

restoring the next oldest backup file.

5. If the previous step worked properly, you should check that the restored database has no errors.

Copy the line below: DBCC CHECKDB([inFlow]) WITH NO_INFOMSGS, ALL_ERRORMSGS then right

click the command prompt window, hit Paste, then hit Enter in the command prompt.



6. It should show you a prompt that looks like 2>. Enter the following command GO then press

enter. If the database is fine, then it should just show you the 1> prompt again. Otherwise, error

messages will be printed. If there are error messages, try the above steps with the next oldest

database file.

If inFlow is still partially usable, export and re-import your data

If the database is corrupted but still usable (i.e. you can still run inFlow and perform most operations), you may want to

consider exporting your data out of inFlow into CSV format (Main Menu -> General -> Export Data), reinstalling inFlow, and

then importing the data back. This is an imperfect option since much of your information will be lost (e.g. full transaction

history, company settings, picking or shipping data, etc.).

Other Recovery Procedures

There are other recovery procedures that are beyond our expertise but that you may attempt with the

aid of a database administrator. Here are some links to suggestions that may be useful starting

points: http://stackoverflow.com/questions/2470692/recovering-transaction-log-from-corrupt-sql-

database http://www.sql-server-pro.com/dbcc-checkdb.html

I only want to see the last cost of this
item, how?
This is easily done by switching the costing method of the item in question. To do so:

1. Open the product record for that item.

2. Click the Costing Method dropdown and change it to Last Purchase

This will show you the last cost for purchasing this item. You can also pull a purchase report if you

choose.

I tried to update inFlow, but it fails to
update my database, what can I do?
If you’re getting this problem with “Error updating inFlow database” and you’re in multi-user mode,

please try running the update from the server computer first.   If the problem persists, please send us

an email to support@inflowinventory.com and attach a backup of your database. It’s probably too

large to email, so try putting it into a ZIP file (by right clicking it and selecting Send To Compressed

ZIP folder or using a program like WinRAR). If it’s still too large to email, please use a file transfer

service like yousendit.com or sendspace.com.   In the mean time you can revert to the previous

version of the program by following the instructions found here for the version of inFlow that your

database is currently stuck in (i.e. when you start inFlow and you see the prompt to update the
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system will give you the “software version” and the “database version”; you want to pick the installer

for the database version from the list in the article above and re-install using that).   Thank you in

advance!

I want to go back to an older version of
inFlow, can I?
The short answer is yes. It’s definitely possible and we have the installers for our older versions

available for download. The longer answer is that in order to go back to a previous version you must

have the database from BEFORE you updated since a database cannot be reverted to an older

version. Whenever you update to a newer version of inFlow the system should prompt you to save

and it will save your backup with the version number it’s in. That is the file you must use in order to

restore your data so if you updated to a newer version and entered information, you will have to re-

enter it once you’ve reverted.

To revert to a previous version of inFlow please:

1. Backup your database! Go to Main Menu > General > Backup Data.

2. Uninstall inFlow by going to your Windows START menu and clicking Control Panel (on Windows

XP go to Add/Remove Programs in the panel, for Vista or Windows 7 go to Programs and

Features, for Windows 8 hit your Windows Key + X, then P to bring up the Control Panel, and

then Uninstall a program). Find inFlow in the list and choose to “uninstall.”

3. Download the appropriate installer from the list below and run the installer to install your

preferred version of inFlow.

4. Once the program’s back up and running go to Main Menu > General > Restore Data and choose

the file reverenced above (the backup from before you updated).

Voila! You’re back in the older version of inFlow.

List of available installers for download:

inFlow v2.4.0.4 (Dec 10th, 2011)

inFlow v2.4.0.3 (Sept 28th, 2011)

inFlow v2.3.2.1 (March 14th, 2011)

inFlow v2.2.3.1 (Sept 18th, 2010)

inFlow v2.1.1.6 (June 10th, 2010)

inFlow v2.0.1.0 (February 7, 2010)

I’m getting an error, “Oops we ran into
a problem…”

https://cdn2.inflowinventory.com/Download/V2/2.4.0.4/inFlow_full_setup.exe
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If you’re seeing an error like “Oops we ran into a problem…” while installing, please follow these

instructions here to clean up and do a fresh install of inFlow. However, if you see this error while

uninstalling then please attempt the following: 1. Go to your c:Documents and SettingsAll Users (or

on a Vista or Win 7, or Windows 8 computer, just the c: drive) 2. In this folder look for Application Data

(or on a Vista or Win 7, Windows 8 computer Program Data). If you do not see the folder listed above

you will first need to “show hidden files and folders” by: On XP, Vista, or Windows 7:

a) Please go to START > Control Panel and choose to view by icons (top right hand corner of

window) you should then be able to select Folder Options

b) Click the “view” tab and then choose to “show hidden files and folders”

c) Click okay and you should now be able to proceed with the Application DataPackage Cache folders.

On Windows 8:

a) From your homescreen, go to the Windows Explorer app b) Click the “View” tab, you should see

different options below c) Please check the item labelled “File name extensions” and “Hidden

items”

Once you’ve found the Application Data (or Program Data) folder please double click and proceed to the Package

Cache folder.

3. Once you’re in the Package Cache folder you’ll want to look into each of the sub-folders in here

(unfortunately the folder names will be different on each computer so you’ll have to look through

them all) for the following file: “inFlowSetup_x64.msi” or “inFlowSetup_x86.msi” (depending on your

computer). 4. Once located right click and choose “Uninstall”. Please note: you may get an error

stating that, “This action is only valid for products that are installed.” That’s not a problem, simply click

okay and proceed. You should now be able to proceed with your uninstallation from the control panel.

I’m having problems downloading
inFlow…
We’re so sorry to hear it but not to worry! Here are a few alternate download locations:

Quick Installer Links (will download some more components while running)

http://www.archonsystems.com/Download/V2/inFlowInstaller.exe

http://download.cnet.com/inFlow-Inventory-Free-Edition/3000-2067_4-10772674.html

Full Installer Links (larger, but doesn’t need internet access while running)

http://www.archonsystems.com/Download/V2/inFlowInstaller_Offline.exe

https://cdn2.inflowinventory.com/Download/Installer/2.5.1/inFlowInstaller_Offline.exe

You can also try downloading using a download manager like:

http://www.freedownloadmanager.org/

http://support.inflowinventory.com/article/21259357/i-cant-install-or-launch-inflow-what-should-i-do
http://support.inflowinventory.com/article/21259357/i-cant-install-or-launch-inflow-what-should-i-do
http://www.freedownloadmanager.org/


I’m having problems installing SQL
Server 2005, how can I fix that?
When you install inFlow, Microsoft SQL Server 2005 (backend database for inFlow) is installed during

the process. If you’re having trouble installing you can solve the problem in one of two ways (as

below) but first you should uninstall inFlow to ensure a clean, fresh installation. To do that, please

follow the Clean Up guide here. OPTION 1: Try installing SQL Server 2008 R2 instead   You may do

so by: 1) Clicking Customize your installation 2) Checking to install SQL Server 2008 3) Choose

Typical installation

OPTION 2: Run through the steps below to try to install SQL Server separately Note: If you are

running WINDOWS 8, please use these steps instead because SQL Server 2005 is not compatible

with Windows 8. 1) Download SQL Server Express (with the language for your Windows) from

Microsoft. [If you’re not sure which version it’s best to choose SQLEXPR.EXE from the list). 2) Install

the downloaded file. 2a) Accept the licensing terms and then click next past the System

Configuration Check (you can ignore any warnings here):

https://onpremise.inflowinventory.com/software-support.aspx#/article/21259357/i-cant-install-or-launch-inflow-what-should-i-do
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2b) Uncheck Hide advanced configuration options:



2c) Include the Connectivity Components in the database installation. Select Will be installed on local

hard drive:

2d) For Instance Name, select Named instance, and specify the name (all capitals): INFLOWSQL



Click next through the defaults for Service Account:

2e) For Authentication Mode, choose Mixed Authentication (or SQL Server Authentication). For

password, choose any password and write it down.



Click next to use the defaults through the Collation Settings, Configuration Options, and Error and

Usage Report Settings, then click Install.





If you get any error messages when running this Microsoft SQL Server installer, try searching for

solutions online. 3) If there are no errors or you’ve fixed them, the Microsoft SQL Server install is

complete. You should be able to continue to installing inFlow. Download inFlow from our website and

install it. Now that you’ve re-installed SQL Server you can run inFlow to re-attach the database OR if

you’re installing for the first time then simply run the inFlow installer and it should recognize that

you’ve already installed SQL Server and skip that step. Once the installation has been completed, or

you’ve run the program it should prompt you to reset the database password, and in that case just set

it to the one you used in Step 2e.

I’m having trouble installing inFlow on
Windows 8, what can I do?
One of the more common problems with installing inFlow on Windows 8 seems to be related to having

the same windows profile name as your computer. So for instance if John’s computer is called “John”

and his windows id is also “John”, this may cause a problem installing SQL Server (a component we

use for inFlow).

The quickest way to correct this issue is:

1. Press the Windows Key + X to open the power user menu

2. Choose System from the list

3. In this window under “Computer name, domain and workgroup settings” please click the Change

Settings option on the right.

4. Click the Change button near the bottom of this window.

5. Enter a new computer name here, for example “John-PC”

6. Click okay

You will have to restart your computer for the changes to take effect but once you have please try

installing inFlow again. If you’re still having trouble please have a look at this article on what to do if

https://onpremise.inflowinventory.com/software-download.aspx
https://onpremise.inflowinventory.com/software-support.aspx#/article/21567906/im-having-trouble-installing-sql-server--what-do-i-do


you’re having trouble installing SQL Server 2008 R2.

I’m having trouble installing SQL
Server 2008 R2, what do I do?
When you install inFlow, Microsoft SQL Server 2005 (backend database for inFlow) is installed during

the process. In some cases, a computer does not wish to install SQL Server 2005 and in these very

rare cases we suggest attempting to install SQL Server 2008 R2. If you have not already please try

installing 2008 by following the steps in Option 1 here. If that didn’t work, please follow the steps

below:

0) You should uninstall inFlow first and more specifically, any remaining SQL Server parts. Follow the

Clean Up guide here.

1) Download SQL Server Express (with the language for your Windows) from Microsoft. Be sure to

choose the correct installer for your bit type.

2) Install the downloaded file.

2a) Choose New Installation or add features to an existing installation.

https://onpremise.inflowinventory.com/software-support.aspx#/article/21567906/im-having-trouble-installing-sql-server--what-do-i-do
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2b) Accept the license terms and click Next.

2c) For Instance Name, select Named instance, and specify the name (all capitals): INFLOWSQL



2d) Click next through Server Configuration

2e) For Database Engine Configuration, choose Mixed Authentication (or SQL Server Authentication).

For password, choose any password and write it down.

2f) Click Next through Error Reporting



3) If there are no errors or you’ve fixed them, the Microsoft SQL Server install is complete.

You should be able to continue to installing inFlow. Download inFlow from our website and install it. It

might prompt you to reset the database password, and in that case just set it to the one you used in

Step 2e.

If you still have problem launching inFlow, please search or ask for a solution from our online forum.

I’m having trouble with my custom
documents, what do I do?
If you are having trouble using your custom documents, most likely it’s a problem with one of the

following:

1. The custom document template has no mail merge fields.

inFlow’s custom documents use Microsoft Word’s Mail Merge feature to put the data from your

invoices, etc., into the actual document. When you are creating or modifying the document template

to use for the custom documents, make sure you insert some mail merge fields. Go back to Print

Settings and investigate.

2. The custom document template was created in another version of Word.

For example, if you uploaded the custom document template as a .DOCX file from Microsoft Word

2007 and then tried to use it with an older version of Microsoft Word on another computer, this would

cause problems. Please take a look at Microsoft’s Office Compatibility Pack for Word here:

http://www.microsoft.com/downloads/details.aspx?FamilyId=941B3470-3AE9-4AEE-8F43-

C6BB74CD1466&displaylang=en

3. The custom document template was incorrectly uploaded.

Please double check the type of document that was uploaded to ensure it was a .DOC or .DOCX file

with mail merge fields set appropriately.

https://onpremise.inflowinventory.com/software-download.aspx
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4. Custom Fields are not pulling information into the template correctly

This can happen if you add another column to your invoice table in which you’d like to include the

information from a custom field, you will find that the program skips to the next line before populating

the information. Pay special attention to the final note in the Advanced instructions for creating a

template

(https://onpremise.inflowinventory.com/KnowledgeBase/questions/194/Custom+Documents+-

+Advanced). The key to ensuring that your information appears correctly is being certain that all

items you wish to include are being addressed in the correct order by the program. In this case, the

template would tell inFlow to move to the next line of information before it reached the custom field

we wanted to include. By moving the <> statement to after the last column we’ve added we’re able to

ensure that inFlow grabs that custom information before moving on to the next line.

5. I have tried to create a text box (I want a column header) but it doesn’t seem to work.

There seems to be a problem with Microsoft Word where Text Boxes aren’t preserved through a mail

merge. (Reference: http://support.microsoft.com/kb/286841) However you can convert your textbox

into a frame, which does seem to work, you can find more info

here:http://word.tips.net/Pages/T001823_Converting_a_Text_Box_to_a_Frame.html. Another neat trick

is to simply copy, paste and move existing titles in the template you’re adjusting then use them to

create your new header.

6. My order remarks aren’t being populated into my document, why is that?

There are two possibilities:

a. Your custom document tries to show the “Order Remarks”. If you’re in the advanced workflow, you’ll

need to make sure that you’re entering the intended remarks into the Order tab (e.g. not the Invoice

tab).

b. It seems that the remarks aren’t updated in the printed document until you click out of the remarks

field; the program just doesn’t recognize the change. This is on our list of updates, but in the

meantime, please try clicking into another field and then previewing the custom document once

more.

I’ve lost my password for inFlow, what
do I do?
Lost your password? We can help if you get in touch! But we need to know what type of password

we’re helping you with so please see below to determine which type of password you need help with:

User Passwords:

inFlow passwords are locally managed (meaning we don’t have access to them directly, they’re

managed by the user) but if you’ve lost yours or are having trouble getting into inFlow, please contact

inFlow Support so we can help you reset your password.

https://onpremise.inflowinventory.com/KnowledgeBase/questions/194/Custom+Documents+-+Advanced
https://onpremise.inflowinventory.com/KnowledgeBase/questions/194/Custom+Documents+-+Advanced
http://support.microsoft.com/kb/286841
http://word.tips.net/Pages/T001823_Converting_a_Text_Box_to_a_Frame.html


inFlow License Keys and Web Account passwords:

If you have lost your license keys or your web account information (and password) please contact us

at support@inflowinventory.com and let us know the email under which you purchased your keys so

we can re-send your license key information and get you back up and running!

mailto:support@inflowinventory.com


Server Password:

If you are using multi-user mode and you aren’t able to log into inFlow anymore, you may need to

check that your server password/connection information hasn’t changed. The easiest way to do this

would be to go to your server computer and open inFlow then: 1. Go to Main Menu > Settings >

Connection Settings. 2. Click Save Connection Settings. 3. Save that file to a USB key or drive and

take it to your other computer. 4. Use the connection file to re-connect to your server.

inFlow shuts down automatically when
I try to run it, what do I do?
We see this periodically when the instance of the program is not properly shut down after the last

session or there is a bad installation of crystal reports. To correct the problem please attempt the

following: Option 1 – Last instance of inFlow wasn’t shut down properly

1. Right click your windows taskbar and select “Start Task Manager” option from the resulting

menu.

2. Once the Task Manager is started please click the “Processes” tab and scroll through the list to

see if you can located inflow.exe.

3. If you’re able to find it please select it by clicking and then choose the “End Task” button at the

bottom. This should stop the instance of inFlow. Once it has disappeared from the list try running

the program again, this time it should run without issue.

If you’re not able to find inFlow in the list above, chances are it is indeed an issue with crystal reports.

Option 2 – problems with crystal reports

1. To correct the issue please try uninstalling Crystal Reports Basic Runtime for Visual Studio by

going to the START menu and choosing “Control Panel” (for Windows 8, hit the Windows Key + X



and then hit P)

2. Now open Add/Remove Programs (XP, Vista) or Programs and Features (Windows 7/Windows 8)

and find Crystal Reports Basic Runtime for Visual Studio in the list.

3. If you find it, click on it and then on the “uninstall” button at the top.

4. Try downloading http://www.archonsystems.com/Download/CRRedist2008_x32.msi (for 32-bit

version of Windows, if you’re unsure it’s likely this one) or for 64-bit versions of

Windowshttp://www.archonsystems.com/Download/CRRedist2008_x64.msi.

5. Restart inFlow and try again.

Is there a faster way to set product
prices based on cost/other prices etc.?
Absolutely! You can set up a whole scheme of prices all at once using the Product Pricing Window. To

set up Wholesale prices at 10% less than your Retail prices for instance you can:

1. Go to Main Menu > Inventory > Product Pricing

2. Click Add Products to add items to the list in this window. You can search based on Categories etc.

or simply add everything.

3. Once your table is full you can set the prices by completing the sentence at the bottom of the

screen:

a) Choose your Pricing/Currency scheme (Eg. Wholesale)

b) Choose your Base Price (Eg. Retail Price)

c) Choose your Adjustment Type (Eg. Minus)

d) Choose your Amount (Eg. 10%)

4. Once you`re satisfied with the adjustment click Adjust.

This window can also help you set up product prices according to markup (provided you have your

cost information already in the system) or based on another scheme (such as if your wholesale prices

are 10% lower than your retail prices). Or set your cost to match your prices by completing the

sentence at the bottom as follows:

Set [Normal Price] to [Cost] [Plus] [0%]

Keep in mind that your sales price will need to be updated each time the cost changes since the

system does not automatically adjust prices. All that aside, it may make more sense to simply not

http://www.archonsystems.com/Download/CRRedist2008_x32.msi
http://www.archonsystems.com/Download/CRRedist2008_x64.msi


enter a cost or prices at all as both would then remain zero.

My computer isn’t prompting me to
update inFlow, can I force it to?
So you heard there’s a newer version of inFlow and you want to update? That’s great! inFlow should

let you know automatically but if it hasn’t notified you yet (or you’re super eager) here’s how to do it:

To force an update:

1. Go to Main Menu > Settings > About inFlow.

2. Click the Check for Updates button

3. When prompted as to whether you’d like to install the update when you shut down inFlow please click Okay.

4. Restart the program, which should begin the update.

This method will also allow you to force an update on your server computer when you’re receiving

the, “inFlow need to be updated to work properly.” error message which indicates you have updated

your client computer and the server is still in need of being updated.

My profit report shows no cost of
goods sold, how do I fix that?
In order to provide accurate profit reporting (since how much you pay for certain items might change

over time) inFlow captures the cost from your product record at the time that you ship out your order.

What this means is that if last week you sold Item A and shipped it out, and at that time it cost you

$5.00 to buy that item, that’s the number that inFlow will use to calculate your profit. If the cost of

that item goes up this week when you buy from your vendor, then subsequent purchases will use the

new cost instead. It’s important to know this information as it is a basic part of understanding where inFlow gets your

profit and what may have gone wrong..



Keeping in mind what we talked about above, one of the most common things to affect the cost reporting is not putting

the cost value into your product record before you complete your sales. In the article about Entering Product Costs we

talk about how and where to enter your costing. It’s very important to ensure you’re putting your cost information into the

correct field since that’s where inFlow will look in order to provide profit reporting.

Unfortunately, if you didn’t have your cost information in the system at the time of you sale inFlow

doesn’t have the necessary information to get you profit numbers. That said, there are two ways to

correct this:

1. Re-open and re-complete your orders once you’ve updated your cost information. Certainly this

can be cumbersome, depending on how many orders you’ve worked through however re-

completing these means that going forward you will always be able to pull the accurate profit

info.

2. Alternately you can temporarily turn on the “Use Current Cost” option in the General Settings

window to tell inFlow to look to the product record RIGHT NOW instead of using the information

from the time of the sale. That can allow you to update your cost information and then quickly

pull a profit report without having to re-complete all your sales orders. It isn’t a permanent

solution however so once you’ve pulled that report you should turn it back off.

To Turn on Use Current Cost:

1. Go to Main Menu > Settings > General Settings and click the Pricing & Tax tab.

2. Check the “Use Current Cost” option in the centre of the window.

3. Check Save & Close to complete the change.

4. Pull your profit report again.

5. Go back into the General Settings window and uncheck “Use Current Cost” as above.

My vendor charges me in a different
currency, what do I do?

https://onpremise.inflowinventory.com/software-support.aspx#/article/21106562/entering-product-costs


You can set up a default currency for your vendor ahead of time by selecting the corresponding

currency in that vendor’s record. By selecting a default currency for that vendor it will override your

system default.

The easiest way to manage this however, is to change the currency during your purchase order and

save it back to the vendor record. To do this:

1. Click into the Currency drop down (in the bottom left hand corner of your screen).

2. Choose the correct currency from the drop down then hit tab.

3. Enter the correct conversion rate in the field that now appears below.

4. When you save your order you will be asked if you’d like to make this your vendor’s default; say

yes.

Overview
The Homepage

The inFlow Homepage includes inFlow’s most popular features and provides quick access to different

stages of your inventory’s journey. You can hover over any of the icons to see more options related to

that module and clicking the icon itself will open a blank record for you to use (eg. click VENDOR for a

new vendor record).



The Main Menu

For access to even more features click the Main Menu button in the top left hand corner of your

screen. The menu is broken down into modules as well, but will give you access to all the available

features in each module rather than only the most popular ones.

Toolbar

The toolbar appears in various areas of the program (such as Vendors, Purchases, Inventory, Sales,

and Customers) and will look a little different depending on where you are. It includes actions for the

record as a whole, rather than individual details (eg. click Save to save the record you’re working on).

Tabs

Tabs allow you to work within two or more modules at once by clicking them to switch between two

open modules. New tabs can be opened using the grey plus sign to the right and a tab can be closed

using the X in its right hand corner.

Navigation Buttons

The navigation buttons allow you to jump back and forth through the screens you’ve visited during

your session. Click the back button to return to a previous screen that you were working on, or the

forward button if you’d like to move forward again.



Listing Views

inFlow uses Listing Views to show you what products you have in inventory, sales orders you have on

the go etc. You can control what you see in the list using the Search section at the top.

Changing what appears in the listing views

The filters at the top control what you see in your list below. To change what is in the list simply:

1. Click into a filter box at the top

2. Enter the value you want to use to filter your items (eg. select a category from the dropdown).

3. Click Refresh.

Now your list will consist only of items which meet the criteria in your filters.

To change the filters you’re using:

1. Click the filter title; you should see a dropdown appear.

2. Select the replacement filter from the list

Filters can also be added or removed in this list by choosing add or remove at the bottom.

You can quickly clear all your filters to start over by right clicking the Refresh button. Yes, it’s that

simple!

Still unsure, or looking for more info about getting started?

Have a look at our Get started with inFlow video for a closer look.

Problems with Printing or Reports
A few users have trouble printing Invoices and Reports. If you’re having trouble finding a report please

have a look at this article on reporting. If inFlow otherwise functions fine, and you only have problems

http://www.youtube.com/watch?v=QL9WdiL9klk&feature=plcp
https://onpremise.inflowinventory.com/software-support.aspx#/article/21095961/reports


with printing order documents or with the reports, here is something to try: 1. Try delete the company

logo in Settings (top toolbar) –> Company Settings. Now generate a report to see if it works. If it

doesn’t, then continue to the next step – it’s most likely a problem with the installation of Crystal

Reports – a component that we use for printed documents & reports. 2. Ensure that you’ve verified

the printer settings on your default printer. This will be the printer that inFlow uses to print and in

order for it to re-adjust to your paper size, the default printer must have the correct settings. On your

computer go to START > Control Panel > Printers and check to see which printer is selected as the

default. If the correct printer is selected, right click and choose properties from the dropdown list to

examine its settings. If you have to correct anything here be sure to restart inFlow before you try

again. 3. If that wasn’t successful:

a) Uninstall Crystal Reports Basic Runtime for Visual Studio from your control panel (START >

Control Panel > Uninstall a Program/Programs and Features).

b) Download the Crystal Reports installer file:

For 32-bit: http://www.archonsystems.com/Download/CRRedist2008_x32.msi

For 64-bit: http://www.archonsystems.com/Download/CRRedist2008_x64.msi.

(If you’re not sure which version of windows you have check your c drive, if you have more than

one program files folder you’re on a 64-bit and should download the second file, otherwise

download and install the 32-bit).

c) Restart inFlow and try again.

4. If you’re still having problems: a) Try uninstalling Crystal Reports again from the Control Panel. b)

Go to Windows Start Menu –> Run –> type in “regedit” to open up the editor for your Windows

Registry c) Open up the folder My Computer –> HKEY_LOCAL_MACHINE –> SOFTWARE –> Classes

d) Right click on that Classes folder and choose Permissions … to open up the Permission dialog. e)

Select all users one by one and choose Allow Full Control, then OK button. f) Reinstall Crystal Reports

as before. g) Restart inFlow and try again. 5. Finally, if you’re having problems and none of the

suggestions above have worked it may be that your reporting files (program files that control how

reports are pulled) have gotten corrupted. Once you’re ready to proceed: a) Use Main Menu > General

> Backup Data to make a backup of your database (save it externally or to your desktop) b) Uninstall

and reinstall inFlow. c) Use Main Menu > General > Restore Data to load the backup file and then try

your report again. If you’re not using a C drive, please see the following: You will probably have

problem printing the documents or reports, because the reporting engine that inFlow uses have

registry values that point to the C drive. To resolve this: 1. Go to Windows Start Menu –> Run –> type

in “regedit” to open up the editor for your Windows Registry 2. In the Registry Editor browse to the

following subkey: HKEY_LOCAL_MACHINESOFTWARECrystal Decisions10.2Report Application

ServerInprocServerLocalConnectionMgr OR HKEY_LOCAL_MACHINESOFTWAREBusiness

objects10.5Report Application ServerInprocServerLocalConnectionMgr 3. Double click on the

‘ConnectionDirectoryPath’ string value on the right. 4. In the ‘Value data’ text box, change ‘c:’ to the

drive letter where inFlow is installed (i.e. and also where the following directory exists): Program

FilesCommon FilesCrystal Decisions2.5bin Click ‘OK’. 5. Right click on the ‘LocalConnectionMgr’

subkey, click ‘New’ and then click ‘String Value’. 6. Name this String Value ‘ReportDirectoryPath’. 7.

Double click on the ‘ReportDirectoryPath’ string value. 8. In the ‘Value data’ text box, type the same

drive letter as you typed in step 4. 9. Restart inFlow and try again.

http://www.archonsystems.com/Download/CRRedist2008_x32.msi
http://www.archonsystems.com/Download/CRRedist2008_x64.msi


Reports
Reports allow you to see trends and analyse information that you’ve

been capturing in inFlow. For example, you might want to know what

your profit levels were this month and you can pull a Sales Profit

Report to tell you.

To access the reports list:

1. Click the Main Menu > Reports > Report List from the options

(for visual reference see here)

In this window you’ll see the different categories of reports, Sales,

Purchasing and Inventory and each section includes reports which

relate to that part of your business.

To pull a report:

1. Go to the Report List as above and click on the name of the

report you’d like to pull. This will open the menu for that report

(as pictured here).

2. As with the Listing Views we talked about earlier you can use

the filters here to control what appears in the final report. The

filters here can be swapped out and added or removed as

necessary.

3. Click the >>More link to the left of the generate report button

(not pictured) to expand the menu so you can see the Display

section (as pictured here).

4. Choose which columns you want to include in your report by

checking them off in the Columns dropdown.

5. Next, choose how you’d like to group your order

6. Choose the info you’d like to use to sort your data in the Sort By fields.

7. When you’re ready, click the Generate Report button to pull your data.

From here you can print or export your report using the toolbar along the top of your screen. This

allows you to customize the report that you’re pulling.

Still unsure, or looking for more info?

Have a look at our Reports tutorial video for a closer look.

Required information to file returns
As a small business your time is at a premium so the last thing you need is to scramble around at tax

time trying to find the numbers you need to file your returns. If you’re using inFlow to track your sales

and purchases it can make it easier to get a good portion of your business numbers for that return.1

http://screencast.com/t/CK3TBcFmZwX
http://www.youtube.com/watch?v=eNdB44V7lz4&feature=plcp


It is important to note that the key to this reporting is ensuring that you’re entering your orders in real

time (i.e. on the date of sale).

Total Sales & Taxes Charged for your filing year can be pulled via the Sales Tax Summary report.

Simply change the Order Date filter to “Last Year” and write down the total Sales Amount (as noted

on the last line of the last page of your report). inFlow can also break these amounts down by state

by state if necessary.

Opening & Closing Value of Inventory that was in stock on a certain date can be pulled using the

Historical Inventory Report. You will have to pull this report twice: once by setting the Target Date for

the first of the year (Jan 1) and once by setting it for the last day of the year (Dec 31).

Please note: orders that are partially completed will not be counted as moved so if you had a partially

completed purchase order, that stock will not be counted towards your current inventory on the

target date. The same is true of partially completed sales orders as that stock will not be considered

to have been shipped out if it’s partially shipped as of the target date.

Purchases during the year (not expenses) should be the total paid for goods you’ve re-distributed or

used to manufacture something you distributed. The Product Cost Report should provide the

necessary information if you change the PO Date to filter for Last Year.



Other Costs would be any costs that would be associated with your inventory but haven’t been

covered by the item above such as non-vendor costs. You can pull the non-vendor costs using the

Product Cost Report as well but ensure that you’ve included “Partial Non-Vendor Costs” (not pictured)

so that it will total the amount on the report.

Doubtful Accounts

Total payable for all customers to whom you’ve ade a sale but don’t anticipate being able to recoup

their payment should be included here. The Customer Payment Details report should allow you to

identify this by pulling for all orders for which the date is Last Year but which are currently “fully

shipped” or “invoiced.”

Please note: If the item has been shipped out but not paid and you’re considering it a part of your

doubtful accounts, you will want to apply a 100% discount on the invoice tab and complete the order.

You may with to otherwise identify it in a custom field as well so that you can pull a report detailing

which orders are included in this list.



———————————————————————————————————————-

1. These instructions are based on documented requirements of the Canadian Revenue Agency and

the Internal Revenue Service

Setting up your stock level
inFlow allows you to record how much stock you have in one or multiple locations:

1. Click into the first cell in the location column and choose from the list. If the location isn’t listed

click Add/New to add it.

2. Click into the quantity column and type the stock level.

3. Hit Tab.

4. Click Save.

Setting up your taxes
Taxing schemes calculate your taxes when completing Sales and Purchase orders. In the General

Settings window, on the Pricing & Tax tab you will find the Edit Taxing Schemes button which will let

you set up your taxes.

http://www.cra-arc.gc.ca/tx/bsnss/menu-eng.html
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed


To set up a new tax:

1. Click the Main Menu > Settings > General Settings.

2. Select the Pricing & Tax tab.

3. Click the Edit Taxing Schemes button.

4. Give your Taxing scheme a name, provide your tax name(s) and percentage(s).

5. Click Save & Close.

You may want to select your tax as the default scheme. This tells the program to charge that tax on

all new orders going forward (unless the vendor or customer has their own default scheme).

To do so (in the Pricing & Tax tab):

1. Click the dropdown next to Default Taxing Scheme.

2. Select the appropriate scheme.

3. Click Save & Close.

SQL Server Browser Service cannot
start (when switching to multi-user
mode)
If you’re getting the error mentioned above it’s likely there is a problem with SQL Server Browser

Service, a component which helps inFlow communicate with the database. It may not have been

installed properly and as a result cannot restart itself.

OPTION 1: Restart your computer

Before trying anything else please restart your computer and attempt the switch to Multi-User Mode

again. Sometimes the simple act of restarting the computer will help to correct the trouble you’re

having. If that does not work please move on to option 2 (as below).



OPTION 2: Attempt re-installing SQL Server

To correct the issue please attempt the following:

1. Uninstall SQL Server via the Windows Control Panel. From the program list, uninstall everything

start with Microsoft SQL Server > then Restart your computer.

2. Go to this directory:

32-bit Windows: C:Program FilesMicrosoft SQL Server

64-bit Windows: C:Program Files (x86)Microsoft SQL Server

If this directory doesn’t exist, skip to the next step.

If there are MSSQL.1 AND MSSQL.2 (or more), skip to next step.

If there’s only one called MSSQL.1, and no MSSQL.2, etc., then delete the files in these two folders:

32-bit Windows: C:Program FilesMicrosoft SQL ServerMSSQL.1MSSQLData

C:Program FilesMicrosoft SQL ServerMSSQL.1MSSQLTemplate Data

64-bit Windows: C:Program Files (x86)Microsoft SQL ServerMSSQL.1MSSQLData

C:Program Files (x86)Microsoft SQL ServerMSSQL.1MSSQLTemplate Data

3. Go the start menu and type “regedit”, hit enter (this will open the registry editor). Go to:

HKEY_LOCAL_MACHINE/Software/Microsoft/MSSQLServer

Rename this folder by right clicking and add “backup” to the end, then close the registry.

4. Follow these steps to install SQL Server separately (please skip step 0) then restart inFlow:

https://onpremise.inflowinventory.com/software-support.aspx#/article/21247283

5. When you restart the program you will be prompted to click the “Fix the Problem for me” button.

Please do and when prompted enter a new password for the database (123456 should be fine).

6. Once the program has reloaded try switching to Multi-user mode again.

If you’re still having trouble please do let us know (support@inflowinventory.com) and any

screenshots of error messages you can provide would also be helpful!

Support Hours – where to reach us
Having trouble and looking for answers? Never fear, we’re here to help!

Using the search box on our support page (https://onpremise.inflowinventory.com/software-

support.aspx) will provide you with helpful answers to all your questions. If you don’t find the answer

you’re looking for, you’ll see a series of contact options displayed below the results, right on that

page!

We are available Monday-Friday between 10am and 6pm (UTC/GMT -4 hours) to offer support and

guidance on matters related to the program. Please have a look at the Contact Info page for more

information on how to contact us.

The cost is wrong, how do I change it?

https://onpremise.inflowinventory.com/software-support.aspx#/article/21247283
https://onpremise.inflowinventory.com/software-contact-info.aspx


To change the cost which appears in your product record simply:

1. Open the product record for that item

2. Click the text link Edit/History next to the cost of your item.

3. Enter the new cost into the New Unit Cost value at the bottom along with any notes about why

the cost is changing in the remarks field.

4. Click Adjust.

Troubleshooting Multi-User Mode
Connections
This article is to help you if you are having problems connecting to the inFlow database. Typically, you

are likely to receive one of the two common errors received when setting up a connection to the

inFlow server in the Server Connection screen. a) “The Password was not entered correctly.” In which

case you should double check the password you are using the connect to the system. b) “There was

an error trying to connect to the database.” In which case you should please proceed with the

troubleshooting article below.

A few things to try:
A) Check that network sharing is on, or that you’re on the same network First, navigate to the “Network and

Sharing Center” screen depending on your operating system:

WINDOWS XP / SERVER 2003: not applicable. WINDOWS VISTA: Go to START > Control Panel >

and open the Network and Sharing Center WINDOWS 7 / SERVER 2008 R2: Go to START > Control

Panel and open the Network and Sharing Center. WINDOWS 8 / 8.1: Hit the Windows key on your

keyboard and type in “Control Panel” anywhere on the screen. Click on it, then go to “Network and

Sharing Center”.

1. In this screen, the network name listed here must be the same for all computers you’re trying to

connect together. The network is the middle icon connecting your computer to the internet (e.g

“Network 3” or “WirelessNetwork1”). If it’s not the same, inFlow won’t be able to connect, so you’ll



need to change it and reconnect to the same network. 2. Ensure that your network sharing is on on

both the SERVER and CLIENT computers. This can be done by following the steps below according to

your operating system.

WINDOWS XP / SERVER 2003: Go to START > Control Panel and choose Folder Options (you may

have to switch to classic view to locate this icon). In this window click the View tab and make sure

that “Use simple file sharing,” is checked. WINDOWS VISTA: In the Network and Sharing Center

and ensure that Network Sharing and discovery is on as well as file sharing. WINDOWS 7 /

SERVER 2008 R2: In the Network and Sharing Center click the Change advanced sharing settings

option and ensure that network discovery as well as file and printer sharing are both on.

WINDOWS 8 / 8.1: Hit Windows Key + C to bring up the Charms Bar on the right hand side of your

screen. Click the Settings icon and then click your network icon (it should appear at the bottom of

the bar now). Once in the “Network” section right-click your network and choose, “Turn Network

Sharing On or Off.” You will want to choose, “Yes, turn on sharing and connect to devices.”

3. Windows blocks connections, including inFlow’s, when you’re on a public networks which may be

untrustworthy. If this screen is saying your network type is “Public Network”, see below for how to

change from public network to “Private network” depending on your operating system:

WINDOWS VISTA/ SERVER 2003: In the network and sharing center screen, click the “customize”

link on the right (about midway down the window) and make this connection a Private).

WINDOWS 7 / WINDOWS SERVER 2008 R2: In the network you’ll click the network type to change

it to “Home” or “Work” if it says public. WINDOWS 8 / 8.1: Hit Windows Key + C to bring up the

Charms Bar on the right hand side of your screen. Click the Settings icon and then click your

network icon (it should appear at the bottom of the bar now). Once in the “Network” section right-

click your network and choose, “Turn Network Sharing On or Off.” You will want to choose, “Yes,

turn on sharing and connect to devices.”

B) Re-set up multi-user mode, or try a different method of connecting: 1. Try switching your

SERVER back to single-user mode. This can be done by going to Main Menu > Settings > Connection

Settings and clicking the link at the bottom of the window to “Stop sharing”. Once your copy of inFlow

has completed the switch back to single-user mode, try enabling multi-user mode again (Main Menu

> Settings > Multi-User Mode). 2. Verify that the inFlow Server Name is correct when entering it on

your CLIENT computer. The easiest way to get this information is to log into inFlow from the server

computer and select Main Menu > Settings > Connection Settings. The program should show you the

server name and password as well as the IP address. Please double check the server name. 3. Try

using the IP address instead of the server name when entering it on your CLIENT computer. (as

described in the previous step you can get your IP address via inFlow SERVER computer). 4. Make a

new connection settings file in case your server’s connection info has changed. To do so, go to the

SERVER computer and: a) Go to Main Menu (top left hand corner) > Settings > Connection Settings.

b) Click to Save Connection Settings and save that file to a flash drive or shared network folder. c)

Return to your client computer and use the connection settings file you’ve created to try and connect

to the server. C) Check the firewall settings or disable antivirus/other connections temporarily 1. If

you find that you are unable to change your network type from private to public, access the Windows

Firewall screen from your control panel and set the program to be allowed on public networks on your

SERVER. This only applies to versions later than Windows XP. a) Go to Start > Control Panel >

Windows Firewall > Allow a program through Windows firewall. b) Scroll until you see “inFlow

inventory – SQL Browser”. There may be multiple instances of this. c) Ensure that all instances of

inFlow inventory are set to “Allow” on “Public”



2. Temporarily shut down any 3rd party networking, file synchronization or database software on

both the SERVER and CLIENT computers. Some programs will unexpectedly interfere with inFlow’s

communications. In addition to your firewall and anti-virus programs, temporarily shut down any

software which fits this criteria on both the server and the client computer. 3. Try temporarily

disabling any firewall programs on both the SERVER and CLIENT computers. Your Windows firewall

can be found via START > Control Panel > Windows Firewall (in Windows 8, hit the Windows Key + X,

and then hit P to bring up the Control Panel). Please also look at the programs you have running in the

system tray at the bottom right (near where your date and time are displayed) for other programs to

shut down. 4. Try temporarily disabling any anti-virus software on both the SERVER and CLIENT

computers. If you are using Microsoft Security Essentials you should find it in your icon tray (bottom

right). Double click to open the program and choose the “Settings” tab. Uncheck the first option

(“Turn on real-time protection (recommended)”) to turn off the program temporarily. For instance

we’ve found that if you have the ESET protection system installed on your computer it is quite resilient

in interfering with inFlow connections. To test, try turning it off as above and if that IS the case,

please add inFlow as an exception via these instructions. D) Other Advanced things to try: 1.

Manually try restarting SQL Server (INFLOWSQL) and SQL Server Browser services and ensure

they’re set to Automatic on the SERVER computer. This can be done by searching “services.msc” in

the start menu and running the resulting program. In this window (which is ordered alphabetically)

please scroll down until you file the two services mentioned above. One at a time right-click and

restart them. They should be listed as “Automatic” but if not please right click and select properties,

then change the startup type to “automatic” and click okay. 2. Manually switch SQL Server to allow

remote connections by TCP/IP on the SERVER computer. This can be done by completing the

following steps first running SQL Server Configuration Manager:

On Windows XP, click Start, Run, and type sqlservermanager.msc. On Vista or 7, click Start and

type sqlservermanager.msc. On Windows 8, hit the Windows key + R and then type

sqlservermanager.msc

b) Then, open up SQL Server 2005 Network Configuration, Protocols for INFLOWSQL. Ensure that

Named Pipes and TCP/IP are enabled. c) Open up SQL Server 2005 Services. Right click SQL Server

(INFLOWSQL) and select Restart. d) Ensure that the SQL Server Browser service is listed and is

Running. If not, right click it and select Start. e) Ensure that both the SQL Server (INFLOWSQL) and

SQL Server Browser services are set to start mode Automatic. If not, right click, select Properties, and

under the Service tab, set Start Mode to Automatic. 3. Can you see the SERVER computer on the

network? Test if you can reach the SERVER computer from the CLIENT computer by pinging it. To do

this open a command prompt.

On Windows XP, click Start –> Run –> type “cmd” On Windows Vista or Win 7 bring up the Start

Menu –> type “cmd” –> right click on cmd.exe –> select Run as administrator. On Windows 8, hit

the Windows Key + R, hit A, and then say Yes to the User Account Control prompting your for

permission.

http://kb.eset.cz/esetkb/index?page=content&id=SOLN2118


Type ping or ping (swapping those placeholders for your actual server name and IP address). If it

can’t even resolve it based on the hostname or IP address, then you have a problem with your

network setup. (i.e. you get an error message “Ping request could not find host . Please check the

name and try again.”) If you get the error message “Request timed out.” then it may still be possible

that inFlow can connect. If you get a response that says “Reply from…” then your network is working.

4. Finally, if you’re still having trouble with your connection and you are within the same network, you

may still try using Hamachi to accomplish your connection as described in this article: Setting up a VPN

to connect inFlow between multiple locations.

Troubleshooting Problems with
Backup and Restore Data
FIRST TRY: If you are getting an error message when you try to backup or restore your inFlow data

please try the following solutions sequentially.

Try doing the backup/restore from the server computer If you are in multi-user mode, please try

it from the server computer. Sometimes, particularly for large databases, the backup will fail when

going across a network.

Try running inFlow as an administrator If you’re on Windows Vista, Windows 7 or Windows 8, please

try closing inFlow and starting it by right clicking the icon and selecting Run as administrator, then try

running the backup again. If you’re on Windows XP, please ensure that you’re logged in as an

administrator. If that works, you should not need to continue running inFlow as an administrator each

time.

Check your SQL Server version on both computers

If you get an error during restoring that says “Error: Failed to restore data. Check that the file is

admissible.” This happens when the two computers have different version of SQL Server installed.

Please check both computer’s list of installed programs:

Windows XP or Server 2003: click Start > Control Panel > Uninstall (or Add/Remove

Programs). Vista, Windows 7 or Server 2008 R2: click Start > Control Panel > Uninstall (or

Programs and Features).

Windows 8: Windows Key > type Control Panel > Uninstall (or Programs and Features).

Look at this list for anything that says, “Microsoft SQL Server”, you will either have SQL Server

2005 or 2008 R2 installed. If the computer you’re transferring TO has Microsoft SQL Server 2005

installed, please uninstall inFlow and reinstall using the steps in OPTION 1 here.

If you are getting this error but both your computers are on the same version of SQL Server,

please have a look here, as that may indicate a problem with the backup file.

MANUAL PROCEDURES (If you’re still unable to backup/restore) If none of the above steps worked,

then please email us the contents of the log file in the Start Menu -> inFlow Inventory -> “Program

Log” so we can look into the problem. In the meantime, you can also manually do a backup as follows:

Manual Backup Procedure

http://support.inflowinventory.com/article/21180856/setting-up-a-vpn-to-connect-inflow-between-locations
http://support.inflowinventory.com/article/21180856/setting-up-a-vpn-to-connect-inflow-between-locations
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1) Open a command prompt as an administrator. – on Windows XP, click Start –> Run –> type

“cmd” – on Windows Vista or Win 7 bring up the Start Menu –> type “cmd” –> right click on

cmd.exe –> select Run as administrator. – on Windows 8, hit the Windows Key + R, hit A, and then

say Yes to the User Account Control prompting your for permission.

2) Copy the following line sqlcmd -S .\INFLOWSQL then right click the command prompt, select

paste, and press enter.

3) At the 1> prompt, copy the following line BACKUP DATABASE inFlow TO DISK =

'C:\inFlowBackup.ifi' WITH FORMAT then right click the command prompt, select paste, and

press enter. then press enter. It should change to a 2> prompt. then type or copy the following

line GO then press enter. It should change back to a 1> prompt and the backup should be made.

Exit the window.

Manual Restore Procedure

1) Open a command prompt as an administrator. – on Windows XP, click Start –> Run –> type

“cmd” – on Windows Vista or Win 7 bring up the Start Menu –> type “cmd” –> right click on

cmd.exe –> select Run as administrator. – on Windows 8, hit the Windows Key + R, hit A, and then

say Yes to the User Account Control prompting your for permission.

2) Copy the following line:

sqlcmd -S .\INFLOWSQL

then right click the command prompt, select paste, and press enter.

3) At the 1> prompt, copy the following line

RESTORE DATABASE [inFlow] FROM DISK = N'C:\inFlow_Backup.ifi' WITH FILE = 1

then right click the command prompt, select paste, and press enter. then press enter. It should

change to a 2> prompt. then type or copy the following line:

GO

then press enter. It should change back to a 1> prompt and the backup should be made. Exit the

window.

Note that C:\inFlow_Backup.ifi is where your backup is. If it is at a different location or with a

different file name, change it accordingly.

What are the minimum requirements
of inFlow v2?
inFlow has fairly minimal requirements. Pretty much any reasonable desktop or laptop computer

running Windows would be fine however inFlow v2 is not compatible with Windows 10 or higher (to



run inFlow on Windows 10 or up please head back to our main site to download the current version).

To run inFlow v2 you’d need:

CPU – Pentium III – 600 MHz or better

512 MB of RAM

700 MB of disk space

1024 x 768 screen resolution

Windows XP (sp3), Vista, Windows 7, Windows 8, Windows 8.1, or Windows Server 2003 2008,

Server 2008 R2. Some other versions of Windows may also work but are not officially supported.

Both x86 and x64 operating systems are supported.

What if a customer orders something I
don’t have in stock?
inFlow will notify you when you’re customer is ordering that you do not have enough stock to fulfill it

by placing a red exclamation mark beside each item you don’t have enough to fulfill. You can create a

purchase order directly from this order.

http://inflowinventory.com/


To do so:

1. Right click the exclamation mark and choosing Create Purchase Order

2. Select the correct vendor

3. Click Save.

When the items come in:

1. Go to the purchase order and click Receive & Pay.

2. Return to the sales order and complete it.

If you see a yellow exclamation mark it means that you do not have enough stock to fulfil all open

orders but do have enough to fulfil this order if you so choose. You can also use the methods above

to reorder if you see a yellow exclamation mark. If, however, you see a clock icon on the order screen

that means that this item is already “on order” from your vendor and that while you don’t have enough

stock, you do not need to re-order at this time.

What if I have many different tax rates
that are applied to different things?
So you’ve got multiple tax rates do you? For your situation you will have to use both the taxing

schemes AND product tax codes. For example, let’s pretend that we’re trying to set up inFlow to work

with HST in Ontario (13%), just GST (5%) and no tax (0%). Because HST in Ontario is one tax you will

want to set up your taxing scheme with a “primary” tax of 13% (HST) and a “secondary” tax of 5%

(just GST) like so:

To reach this window go to:

1. Main Menu > Settings > General Settings

2. Click Pricing & Tax tab

3. Click Edit Taxing Schemes button

4. Enter your primary and secondary tax rates (in this example: HST 13% and GST 5%)

5. Click to Save & Close.

Then you’ll set your product tax codes up so that you can identify your items as being taxable via only

https://d37wxxhohlp07s.cloudfront.net/s3_images/814263/2012-11-05_1002.png?1352127821
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your primary tax (HST), only your secondary tax (GST) or not taxable at all. It looks like this:

To access your product tax codes:

1. Main Menu > Settings > General Settings

2. Click Pricing & Tax tab

3. Click Edit Product Tax Codes button

4. Create Tax codes for HST, GST and no Tax. (in this example: Taxable – HST; Taxable – GST and

Non-Taxable)

5. Click to Save & Close.

To set the applicable tax code for your products:

1. Go to Main Menu > Inventory > Product List

2. Double click to open your product record and select the applicable tax code

3. Click Save.

This means that once you mark your various products (via their product records) so that the system

knows which tax to apply you can simply run your order and have both taxes applied. The final result

looks like this:

https://d37wxxhohlp07s.cloudfront.net/s3_images/814265/2012-11-05_1003.png?1352127880
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What if I sell my items in a different
unit than I purchase?
If you buy an item in cases but sell them individually, you can tell inFlow how many individual items

are in that case. That way, when you purchase this item the system will stock the individual items into

your inventory (rather than the case). A good example of this would be purchasing a case of soda

pop.

We might set that product record up like so:

There are 24 individual cans in that case and we’re going to be selling them separately so we want

inFlow to know that when we buy a case, we’ll actually be receiving 24 individual cans as above. This

means if we received 3 cases (for example) with the set up we’ve chosen above, the system would

stock 72 ea. to your inventory (or 24 * 3).

This method to convert can be used to break down all sorts of different combinations if you

remember that:

Standard UoM should always be the unit you stock in and that you use for your Bill of Materials (if applicable).

Sales UoM should always be the unit you sell in (if different than your standard).

Purchasing UoM should always be the unit you purchase from your vendor.

To set up your units of measure:

1. Open the product record for that item (Main Menu > Inventory > Product List > double click the

item you want)

2. Go to the Extra Info tab.

3. Enter the unit of measure into the field beside Purchase UoM (in the example above we chose

“case”, but you can type in anything you want)

4. You will see a conversion ratio pop up beneath for you to enter your details (in the example above

that’s 1 case = 24 ea.)

5. Enter the unit of measure into the field beside Standard UoM (in this case that will be “ea” as in the

example above).

You should not have to set up your sales unit of measure unless you’re breaking your items down



even further or grouping them for sale so in this example we haven’t bothered, any sales for this item

would automatically choose ea. as their unit.

Still unsure, or looking for more info?

Have a look at our Units of Measure tutorial video for a closer look.

What if I want my vendor to ship
straight to my customer?
In some cases, your vendor will be shipping directly to your customer so you want to include your

customer information on the purchase order and not have to manually enter all that information twice.

Well, inFlow has a solution for that and it’s called a Dropship PO. Essentially what you can do is create

a purchase order directly from your sales order which includes your customer’s information.

To create a dropship PO:

1. Create a sales order (Main Menu > Sales > New Sales Order)

2. Fill in your customer details and ordered items.

3. Click the Copy button in the top toolbar and from the drop down choose Dropship PO.

Yes, it’s that simple. inFlow will duplicate your sales order as a purchase order and slot your

customer’s shipping information into the shipping information on the purchase order. Simply save and

send it off to your vendor for fulfillment. At this stage you can choose to complete both orders or save

and leave them open until you’ve been notified that the shipment has been sent out and received.

What if I want my vendor to ship to a
specific warehouse?
You can set up multiple addresses where your vendors can ship to you, directly from the Purchase

Order using the Ship-To Address drop down.

http://www.youtube.com/watch?v=13PCabo6m2c&feature=plcp


To access it simply:

1. Click the Add Shipping link in the top right hand corner of your purchase order.

2. Next, click the Ship-To Address and choose the correct location from the drop down

3. If you need to add another address simply choose the Add New Address option from the list

instead.

You can also control your receiving addresses via the General Settings Window under Products &

Inventory > Edit Receiving Addresses.

What if I want to start over/delete my
database?
So you’ve been evaluating or you’ve decided that you don’t want to keep the data you have? No

problem, you can reset your database and start over with a new blank one. First though, it’s a good

idea to backup your database since you’ll be wiping everything clean and if you don’t, it will be lost.

To reset all data:

1. Go to Main Menu > General > Reset All Data

2. Click Proceed.

3. You will be prompted to save a back up file if you haven’t already, choose a safe place to save it

then click Save.

4. inFlow will reload with a blank database.

What if my computer display is set to
something other than 100% display?
What are DPI settings you may ask? DPI settings are a quick way to increase or decrease the size of

text and icons on your computer screen, but they may have some drawbacks when using certain

programs that aren’t compatible with non-standard DPI settings.

https://onpremise.inflowinventory.com/software-support.aspx#/article?21109277


inFlow is designed to work with 100% DPI settings.

It’s important to take this into consideration when setting up your computer since, in some cases the

display may appear re-arranged such that an option here or there is difficult to see or hard to use.

Anything other than the 100% size has the potential to cause this issue and some systems with larger

screens may be set this way by default so if you’re seeing some minor display issues this could be the

case with your system.

The following is a list of suggested DPI settings for computers using inFlow.

Windows XP: Should be set to 100% DPI (as above)

Windows Vista, Windows 7 & Windows 8: The best option: set to 100% DPI but for large monitors,

you can set to 150% DPI. Ensure the option “Use Windows XP style DPI scaling” is OFF. This will

enable DPI virtualization, where inFlow will be stretched out a bit. It’ll be usable but may look a little

bit blurry.

Windows 8.1 & 10: Best to leave the option “Let me choose one scaling level for all my displays” off.

Then Windows 8.1 should automatically handle this. If the option is on, then the user should specify

either 100%, 150%, or 200% DPI. (125% won’t work quite properly).

What if my vendors have different
codes for the products I buy?
Sometimes, while you buy the same item from several vendors, they may not all use the same name.

That’s where vendor codes come in. You can record the code that your vendor uses for that item in

the product record, meaning that when you create a purchase order for that item, the vendor’s code

AND your code appear on the invoice.



To set up a vendor code:

1. Open the Product Record for your item (Main Menu > Inventory > Product List).

2. Click the Product Vendors tab.

3. Select your vendor from the list and enter the price they charge you (if you like) and the product code they use.

4. Click Save

Voila! Now you should see your vendor’s code on the purchase order as well as the name you’ve

assigned this item.

What is multi-user mode? How do I set
it up?
inFlow has what we call Multi-user Mode which means that multiple computers (running multiple

licenses) can connect together and share the same data. In this situation your data is housed on one

computer and the others connect to and edit that information (so that all computers in your network

can see changes as they happen). Please keep in mind that each individual computer that requires

edit rights must have its own license.

For more information and guidance regarding choosing licenses please see our article on licensing

here.

When you want to use inFlow in multi-user mode, you will need to choose one computer as your

server. The server will host the inFlow data, whilst other computers (called clients) will connect to

the server in order to get their information. The server computer should typically be:

– Powered on most of the time, allowing clients to connect

– One of the fastest computers you have available

To set up inFlow in multi-user mode, you will first have to decide which computer will be your main

computer and house the database. We call this a “server.”

To set up the main (or “server”) computer:

1. Install inFlow on the server computer.

2. From the inFlow menu, choose Multi-User Mode under Settings.

3. Click the “Server” button to set this computer up as a server

4. When it’s done the program will give you the connection info you’ll need to hook up your other

computers. You can click the save this file for use on other computers or simply write it down

(this is always accessible through the change connection option when logged into an admin

account as well).

To set up the other computers (or “clients”) with inFlow:

1. Install inFlow on the computer you’ve chosen. When installing, click the “customize” link that will

appear above the install button (Immediately after you’ve accepted the license agreement) and

be sure to select “client”.

2. Once it is complete you will be prompted to connect using the settings file you saved when

setting up your server of by filling in those details manually below.

https://onpremise.inflowinventory.com/software-support.aspx#/article/21271958/how-many-inflow-licenses-do-i-need-to-buy-for-my-organization


3. Once they’ve been entered click “Connect.”

If you are conneccting from a computer that was previously running a standalone copy of inFlow

simply click the “Multi-user mode” option under Main Menu > Settings and choose “client” instead of

“server”, then proceed with steps 2 and 3 of the client instructions above.

The multi-user mode of inFlow is designed primarily within a local area network (LAN) environment.

Click here to see information on connecting inFlow over the Internet.

What reports are included in inFlow?
To see a list of reports, click Report List from the Reports menu in the inFlow menu.

Sales Reports
The following reports are available under the Sales Reports in the left Report List panel. Move the

mouse pointer over each report to preview it.

http://support.inflowinventory.com/article/21088791/can-i-connect-over-the-internet-ie-computers-in-several-locations


Sales by Product Summary – A list of products showing a summary of how much has been sold

and purchased.

Sales by Product Details (Regular) – A report which breaks down the products and sales orders

to show you how well a product has been selling.

Sales Order Summary – Shows a summary of financial information for a number of sales orders.

Sales Order Profit Report – A list of Sales Orders with the estimated profit of each.

Sales Order Operational Report (Regular) – A list of Sales Orders with their statuses and

requested ship dates.

Sales Tax Report (Regular) – Shows the total amount of Sales Tax that you have collected from

customers.

Customer Payment Summary – A list of your customers along with their balance and last order

date.

Customer Payment Details – A list of Sales Orders for which you still need to receive payment.

Customer Order History – The detailed contents of the orders that your customers have made

in the past.

Product Customer Report – Shows you all the customers that have ordered a product.

Back Order Report (Premium) – Shows you the remaining products that you need to ship out to

satisfy your customers’ orders.

Sales Representative Report (Premium) – Shows you the Sales Orders that each sales

representative was responsible for.

Customer List – Shows you your customers and their information. This report can be organized

to select customers from a certain region or using various other criteria.

Purchasing Reports
The following reports are available under the Purchasing Reports in the left Report List panel. Move

the mouse pointer over each report to preview it.



Purchase Order Summary (Regular) – Shows a summary of a number of Purchase Orders.

Purchase Order Details (Regular) – Shows you the items you’ve purchased from vendors.

Purchase Order Status (Regular) – Shows the Purchase Orders from vendors for different

products

Purchasing Tax Report (Regular) – Shows the total amount of Sales Tax that you have paid to

vendors.

Product Cost Report – Shows you the costs at which you purchase products and average cost.

Vendor Product List (Regular) – A list of products with their related info from Vendors.

Vendor List – Shows you your vendors and their information. This report can be organized to

select vendors from a certain region or using various other criteria.

Inventory Reports
The following reports are available under the Inventory Reports in the left Report List panel. Move the

mouse pointer over each report to preview it.



Inventory Summary – The total quantities of product inventory levels per product.

Inventory Details Report – A detailed list of inventory, including the product, location, and

quantity.

Inventory by Location (Regular) – Shows the total amount of each product in a location (adding

up over sublocations)

Historical Inventory (Regular) – Shows you the Inventory level and cost information as it was on

a selected date.

Inventory Movement Summary (Regular) – Shows the amount of stock that has moved in and

out of each location over time.

Inventory Movement Details (Premium) – Shows a full log of how the inventory has been moved

around.

Estimated Inventory Duration (Premium) – Estimates how long your current inventory stock will

last based on how fast each product has been selling recently.

Stock Reordering Report (Regular) – Shows total quantities of stock available along with

reordering information.

Product Price List – A list of products along with their prices.

Count Sheet Report (Premium) – Will pull a list of work orders that you have completed with

various details.

Keep in mind that any report which is available in Regular edition will also be available in the Premium

edition.

My Reports
You can save reports under My Reports for quick reference. To add a report to My Reports:

1. Open up a standard report.

2. Click the “> More” link.

3. Click Add to My Reports button.



To view My Reports, click My Reports in the left Report List panel. Move the mouse pointer over each

report to preview it.

What scanner do I use?
There are a few scanners which we’ve tried or been told users have and they are listed below:

Metrologic (Eclipse) MK5145

Symbol LS 2208

Symbol LS 4278 (wireless) (note that this model has been replaced by the Motorola LI4278,

however we have not tested this)

This is by no means a comprehensive list and users should feel free to test their own scanners with

the free edition. Please note that some of the above scanners have been discontinued and replaced

and we have not tested those out yet. As a general rule of thumb most “plug and play” scanners

should be fine (i.e. USB connector, plug it in, installs itself).

What’s the difference between Free,
Regular and Premium edition?
For a full list of the features available in inflow please visit our Features Page here:

https://onpremise.inflowinventory.com/software-features.aspx. But if you’re looking for a quick and

easy comparison of the different versions please check out the table below:

FEATURE FREE REGULAR PREMIUM

# of Products and Customers 100 Unlimited Unlimited

Custom Fields Yes Yes Yes

Barcodes Yes Yes Yes

Units of Measure (i.e. conversions) Yes Yes Yes

Locations & Sublocations Yes Yes Yes

Full Movement History Yes Yes Yes

Simple & Advanced Workflow Yes Yes Yes

Reorder Stock Yes Yes Yes

Product Cost Tracking Yes Yes Yes

Custom Documents – Yes Yes

Print Settings – Yes Yes

Count Sheets – – Yes

Control User Access Rights – – Yes

Work Orders and Bill of Materials – – Yes

# of Reports 13 25 30

# of computers that can use license key n/a 1/key 1/key

http://www.barcodediscount.com/catalog/metrologic/ms5145.htm
http://www.barcodediscount.com/catalog/symbol/ls2208.htm
http://www.barcodediscount.com/catalog/symbol/ls4278.htm
http://www.barcodediscount.com/catalog/motorola/li4278.htm
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https://onpremise.inflowinventory.com/software-support.aspx#/article?21107233
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https://onpremise.inflowinventory.com/software-support.aspx#/article/21007106/how-do-i-track-specific-locations-like-aisle-numbers-bin-numbers-etc
https://onpremise.inflowinventory.com/software-support.aspx#/article/21448402/how-do-i-see-the-movement-or-transaction-history
https://onpremise.inflowinventory.com/software-support.aspx#/article?21073402
https://onpremise.inflowinventory.com/software-support.aspx#/article/21106562/entering-product-costs
https://onpremise.inflowinventory.com/software-support.aspx#/article?21093266
https://onpremise.inflowinventory.com/software-support.aspx#/article?21004597
https://onpremise.inflowinventory.com/software-support.aspx#/article/21381393/how-do-i-create-and-complete-a-count-sheet
https://onpremise.inflowinventory.com/software-support.aspx#/article?21004512
https://onpremise.inflowinventory.com/software-support.aspx#/article?21060306
https://onpremise.inflowinventory.com/software-support.aspx#/article/21281568/what-reports-are-included-in-inflow
https://onpremise.inflowinventory.com/software-support.aspx#/article/21271958/how-many-inflow-licenses-do-i-need-to-buy-for-my-organization


Max # of license type allowed on one network Unlimited 5 Unlimited

Should you have any further questions or concerns please feel free to get in touch with

info@inflowinventory.com.

mailto:info@inflowinventory.com?subject=Features%20Query
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