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User Group Topics

• E-mailing Daily Reports

• Purchase Orders and Uploading Orders

• Cost/Price Update Process

• Most common CAP Service calls

• Updates



Automatically E-mail Daily Reports

• Set a time of day to get EOD reports sent to 
you automatically

– E-mail must be configured in CAP

– Pick the reports you want to see from “Daily 
Reports”

– Pick a Time (using Windows Task Scheduler)

– Get your reports by e-mail!

– Visit help.posnation.com, search “E-mail daily” for 
the instructions, or give us a call!



Automatically E-mail Daily Reports

• CAP Configuration

• “Phone/Shipping/Miscellaneous”

• Put in your e-m address here, save

• See guide online for Task Scheduler Setup Tips



Purchase Orders and Uploading POs

• SellWise includes a full PO module with the 
option to create POs:

– Manually based on perceived need

– Using min/max (see March slides)

– Suggested Order (based on QOH and Sales for a 
date range)



Purchase Orders and Uploading POs

• Manual: add items based on need or for 
smaller and/or special orders

• Understock: Uses Min/Max to build suggested 
POs for one or all vendors

• Suggested Order: Uses QOH and Sales in a 
date range to build a suggested PO for a 
specific vendor



Purchase Orders and Uploading POs



Purchase Orders and Uploading POs

• Create, save, modify POs as you go

• Once completed and saved, the PO can be 
uploaded directly to Supply

• C:\Orders



Cost/Price Import Tips

• Files are found via MyBSA



Cost/Price Import Tips

• Download available files and view instructions 
here:

• Download to C:\SW\Maintenance



Cost/Price Import Tips

• Make sure you have a shortcut on your 
desktop for the BSAImport.exe



Cost/Price Import Tips

• Run the program and select the new file:



Common CAP Service Calls

• Price Import – how to, confirmation of 
process, user guide available online

• General Ledger questions – Get the manuals 
before adding/changing if you’re not sure

• Configuration questions 



Updates

• CAP Backup

• How to ask Questions of the presenters

• Inventory myth

• Where this presentation is located online



Backing up SellWise

• Is your data secure?

• New (added cost) service available ($225/year)

• Scheduled backup daily, runs automatically

• Creates an encrypted file stored securely to the cloud

• Reviewed daily for success by CAP

• We contact you if your system fails to backup

• CAP will restore your system if you have a failure

• AVAILABLE NOW. Contact CAP for Pricing



If you have questions:

1. Look for horizontal bars at bottom of your screen

2. Click on “chat”

3. Type in your question and hit enter to send to all participants



Common Myth: Inventory is once a year

• Truth – Inventory is a weekly process

• Check five to ten different items each week

– Choose five to ten items and count total inventory 
on the shelf, in the back room, etc

– Write the inventory counts on a piece of paper

– Open Inventory Checker from ‘Options’ in SW



Slides and recording posted on
scouting.org/financeimpact
Look on the Council 
Administration link, then look at 
the bottom for Sellwise 
Support/User Group link



QUESTIONS!

Next Meeting

Thursday, May 19th

10:00am CST


