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Keeping your pricing up to date in System 5 
 

Default Inventory Items 

Every Inventory Item has a pricing strategy.  Edit an inventory item to navigate to the 
page below. 

 

1. The Retail tab – click here to access this menu. 
2. The list of Price Levels – defined in your setup wizard. 
3. The calculation method (margin, markup, etc.) for that price level. 
4. The percentage which applies to the calculation. 

So long as you enter an accurate cost in the system then these calculations can ensure 
that the appropriate pricing is applied to the correct price schedules.   

These can be customized to suit your needs at various levels: 

1. One Item at a time. 
2. One category at a time. 
3. One supplier at a time. 

You can also set up DEFAULT settings so that the system remembers how to set this up 
when NEW items are created.  This is done in the setup wizard.  The price schedules 
can be added, removed and edited in the setup wizard as well. 

Price Schedule setup is handled in the  
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Here you can change several things. 

 

1. The List of price schedules.  BEST PRACTISE – set these up in declining order.  
ie.  The highest price at the top and then descending from there. 

2. Here you can use the arrows to select how many price schedules you want.  You 
may have up to 99. 

3. Once you select how many you want, click  to create or remove 
schedules from the list. 

4. Name your Price schedule.  BEST PRACTISE – let the top price schedule be list 
and the bottom one be cost. 

Once you have the price schedules set up and named the way you prefer, we can move 
on to set up the defaults for inventory items. 

When a new inventory item is created the system reviews the DEFAULT settings for that 
item.  This happens when the item is created manually, when it is loaded or imported 
from the virtual warehouse. 
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The Defaults for Inventory items are found under  in the 

 

Then navigate to  and choose  

Here you will be able to access the DEFAULT settings for different types of inventories. 

 

1. You can do this by supplier or by category.  To make DEFAULTS supplier based.  

Click  and choose a supplier. 
2. If you see a there is a DEFAULT for the system to follow when creating 

inventory items in this category.  If there is a  then the item will use the settings 
in the Master Default Item. 
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3. Here you can see the category number for the defaults. 
4. The category name for the defaults. 

The system will use the supplier default if it exists, then will use the category default 
settings if those exist and finally it will use the Master Default item settings if no other 
settings exist. 

By taking the time to configure and maintain these DEFAULTS you can optimize how 
System 5 generates your price points for different customers, based on Vendor or 
based on category. 

 

 

 

The Default items look just like regular items.  The pricing strategy can be set here.  You 
can also set other settings here such as whether the items track serial numbers for 
example. 

NOTE:  if these areas were never addressed or maintained in your business, then it can 
cause the system to automatically price things inaccurately.  If you always have to 
override your pricing, this may be why. 

Understanding how the DEFAULTS and PRICE SCHEDULES work is crucial to ensuring 
you utilize the system to its full potential.  Now we can move into how to use various 
tools to affect inventory items AFTER you have created them. 
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Price Schedules/Default Items/pricing basics 

 

Advantages of utilizing price schedules in my business are: 

 

 

Disadvantages of utilizing price schedules in my business are: 

 

 

I am going to start using this tool in my business on _________________ 

To address the following problems 

 

Design Inventory Report 

Now that we have configured how our system will price inventory, we may still need to 
adjust our pricing strategy on items that are already created.  The 

 is a useful tool to manage this and other things.  You 

can find it by selecting  and  
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1. Here you can enter a name for your custom report.  This report and its settings 

will be available for you later under.  
2. The report can be customized to use filters here. Including the way, the report 

sorts on screen and prints.  Which types of Inventories it reports on.  Which type 
of costing it reports on and which department. 

Moving through the tabs from left to right we come to the category selection tab.   

1. Here you can select to report on All categories, Main Categories, Sub-categories 
or a range.   

2. Select your categories here. 
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Next, we can choose to report by Vendor or Brand. 

 

1. Select a vendor to change prices for. 
2. Select a brand to change prices for. 

The  and  are very useful for other types of reports but will not be covered 
here. 
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The Columns tab. 

1. There is a very large list of possible information you can pull onto your report 
here.  Sales history, costing, pricing, quantity, all sorts.  Play around with this 
report.   
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2. Here you add or remove columns from your report to include data in the report 

about your inventory using. and you can re-order your columns using. 

 .    
3. The selection you see above will make for a good pricing report.  NOTE: you may 

have more or less price levels and they are not listed by the name you gave them 
but by number. 

The  tabs have many uses as well that will not be covered today.  
However, experiment with these to build a wide variety of inventory reports.  If you are 
struggling to find a report that suits your needs, your answer may be here. 

 

 

1. Click the  button to generate your report.   
2. IMPORTANT:  ensure that the items you wish to adjust the pricing on are 

presented here.   Ensure that there are no items that you DO NOT wish to change. 

Now navigate back to the tab on the left.  And choose 

 

You are now presented with this interface. 
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1. Review the Price Schedules you wish to adjust.  The calculation method you wish 
to utilize. 

2. Here you can adjust the % for the calculation.  NOTE: when you make a change 
the area will turn yellow.  This indicates the system will change these settings 
when you run the report. 

3. Here you can set start and end dates for a Sale on a product.   
4. This report can also be used to add or remove taxes on inventory.   
5. The Sale pricing which you want to have effective during the date range is 

presented to the right and works the same way as the regular price schedules 
during the effective dates. 

 

Click  to proceed to make changes.  Then you will be prompted with a 
warning. 
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Choose NO for now.  However, think about our conversation regarding the master 
default.  Perhaps, you may wish to change this.  Remember, the Master Default affects 
ALL newly created items. 

 

Click  When you are prepared to make the changes.  NOTE:  at this stage you 
should be confident that these are the changes you want!  But don’t worry. 

 System 5 will Warn you.  To proceed 
with the changes, choose yes.  Not feeling confident? Click no, go back a step or two. 

The report runs and changes everything on it all at one time.  This happens quickly, 

though for larger lists it takes some time.  Click again to see your results. 

Review your results on the report, and even spot check some individual items by clicking 
them on the list. 

 

To ensure that you are happy. 

 

Using the Design Inventory report to change prices is a handy tool for the EXISTING 
Inventory.  This report also can be used to build fantastic, reusable inventory reports of 
other types.  Key examples, sales history, purchase history, stock aging, slow moving 
stock and top sellers. 
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Advantages of using the Design Inventory Report tool in my business are: 

 

 

Disadvantages of using the Design Inventory Report tool in my business are: 

 

 

I am going to start using the Design Inventory Report in my business on ______________ 

To solve the following problems: 

 

Price Adjustments Tool 

The Price Adjustment tool is a great way to adjust existing inventory items, their price, margin, 
markup, discount or cost.  It has great tools for making a system wide change.  Because it can 
be used to make many changes at one time, it’s best to use it with care.  It also has the added 
benefit of allowing you to preview potential changes before committing to them. 

To find this tool Navigate to  then to  then 

select  

Step one is to select the inventory you wish to affect which can be filtered by: 

Category, Sub Category or a range  
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By Supplier: 

 

Or by Brand 
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Once your filters are selected you will be presented with a menu: 

 

1. View Parts – will bring up the parts that match your filters. 
2. Using this option will allow you to increase or decrease prices by a %. 
3. Using this option will allow you to increase or decrease by a set $ amount. 
4.  
5. This button will reset the changes you have PREVIEWED but will not reset changes you 

have already made. 
6. Table Adjust allows you to create tables of price ranges to set prices based on ranges. 
7. Rounding lets you round your prices to tidy prices.  For example, .99 
8. Copy Schedule lets you copy one price schedule you like to another. 
9. All of the above will allow you to change one column.  They will give you an opportunity 

to PREVIEW your changes before you make them.  KEEP RESET lets you undo this 
before moving forward. 

Select a Column to change by clicking the header.  The column will turn blue.   
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Select the price change tool you want to use from the menu bar.  The system will display a 
preview of the change you are selecting. 

 

If you would like to move forward, then choose the  which will make the changes.  If you 

would like to cancel the changes, then choose.  

Once you choose Apply the system will make the changes and highlights them in green. 
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You can use Table adjust to set prices by price range or change your list price based on your 
price range. 

 

You can set prices to a certain $ amount based on a range or increase or decrease them within 
a range. 

 

This can allow you to adjust prices, so your low-price items are marked up more, and your 
higher ticket items are marked up less. 
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You can use the Copy price schedule to simply adjust an entire price schedule or price 
schedules all at one time.  You can also copy this from a part number where you have it set up 
the way you like. 

 

The Code abbreviations are: 

L = Markup from Landed. 

D = Discount from List 

F = Fixed 

M = Margin from Landed 
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The price adjustments Tool is very useful and can be helpful in making pricing changes 
OR cost changes.  Use caution with this tool as previously mentioned there is no undo 
button.  Experimenting in the Training area is a best practice with this tool. 

 

 

Advantages of using the Price Adjustment tool in my business are: 

 

 

 

 

Disadvantages of using the Price Adjustment tool in my business are: 

 

 

I am going to start using this tool in my business on ______________ 

To address the following problems 

 

 

Virtual Warehouse 

The virtual warehouse allows for the loading of large numbers of inventory records with a lower 
amount of detail than regular inventory records.  This area is ideal for loading vendor pricing 
files.  It is used in many integrations such as Lights America and XO Lights, it can be used 
without these integrations as well.  Using the virtual warehouse to store your cost and/or list 
pricing and other key inventory details allows you to accurately quote and sell items which you 
may have never sold before. 

You can find the Virtual Warehouse under in the 

section under  
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If you do not see this in your menus, then most likely you need to change some settings in your 

 under and  as below. 

 

 

Once you open the Virtual Warehouse you will see: 
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1. This will lead you to the DATA LOAD area.  This is utilized to load in price files from 
Vendors.  Data loading requires that you have a nice clean spreadsheet to load.  In 
general, you are looking for the following Columns.  

a. Supplier Part number 
b. Cost 
c. List Price or MSRP 
d. Barcodes  

2. Updating reviews, the records already loaded to the virtual warehouse and finds 
Matches in your inventory, then updates the information you desire by matching Supplier 
Name and Part number. 

3. Report/Edit – this opens the area where you can review the loaded records by Supplier.  
You can also use this information to create new inventory records. 

4. Purge Allows you to clear records by Vendor or Category.  This is one key feature of the 
Virtual warehouse.  Because you can load and purge records, there is less risk of loading 
something incorrect. 

5. MISC SALES – This allows you to review the Miscellaneous Inventory records you have 
in your system and see how often they were sold, and which data was input when they 
were.  We will cover this in the special-order section of the presentation in more detail. 
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Data loading is an important skill for the administration of System 5.  It can be a very in-depth 
topic and so will not be covered in full here.  The basics are that you need an excel file with very 
simply rows and columns.  Then you save it as a .csv and load it using this tool.  This populates 
your virtual warehouse. You want to take the file from your vendor and remove anything 
unnecessary.  Carefully load the file and check the results in the Report area before moving on.   
If the result is not what you desired, then use the PURGE tool to reverse the load. 

 

 

Here you choose your file to load.  The system only allows .csv files to be loaded.  Browse your 
computer and choose your file. 
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Then click  

Here is a simplistic example: 
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1. As you can see the files are very simplified, there are no LOGOs, subtotals or formatting.  
Click each column, it will turn Yellow.   

2. From the drop-down menu above choose which field in System 5 you wish to load the 
data from the column into.  Once completed you will see this selection appear above 
your Column header. 

Once you have completed all of the columns.  Click  
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Here you select your loading options.  Though you have a few the highlighted ones are the usual 
settings. 

1. Input the vendor you are loading.  NOTE: if you were loading multiple vendors then you 
would need a column for the vendor’s name on the spreadsheet with the Vendor’s name. 

2. Skipping the header row ensures that you do not create a record which is based on your 
column headers. 

3. This is how the system matches up the current records with any on your spreadsheet to 
update them. 

Once this is complete choose  
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This screen has some advanced functions, just click  again.  Then choose Load on the 
next screen. 

 

Then confirm you are ready to proceed: 
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Choose the  option to see the results of your Load.  Should look like below.  
NOTE:  the part records below would say updated if you have loaded them before. 

 

 

Now it is time to review the results in the REPORT area. 

   

Clicking this option will bring you to this screen: 
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1. Choosing LIST will display all records for the selected vendor or supplier part number. 
2. If you highlight a record and choose to create a regular part, you will be prompted to 

categorize this record and then you can create a full inventory record.  

 
3. Select your Vendor here. 
4. You can see that information is populated here.  NOTE: virtual records contain ONLY the 

information you see here.   The price schedules and all other inventory detail can only be 
recorded in a full inventory record.

5. Yellow lines indicate that the system has found a match between the virtual warehouse 
record and a full inventory record.  The information in the Virtual Warehouse can be used 
to update this record.  This is done using the UPDATE function. 

 

 

Choosing this option will bring you to the following screen: 
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1. Here we choose the Vendor we wish to update. 
2. Generally, this will be handled on your primary vendor, you can also load data into 

alternative vendors. 
3. Choose the fields in Windward you wish to be updated from your Virtual Warehouse.  

NOTE:  this overwrites existing data. 
4. Choose to match the items up by one of these numbers, usually the Vendor part 

numbers. 
5. Choose the update button to proceed. 

You will see a dialog box indicating how many updates were made. 
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One of the strengths of the virtual warehouse is the ability to  your results.  This 
allows you to undo your last data load if it didn’t go as planned.  For this reason, having a 
BACKUP is not essential, though still recommended.   

You can purge your virtual warehouse of all the records from a vendor or a category or a 
combination of the 2. 

Select  

Select the Vendor you wish to purge records for: 

 

The system will ask if you wish to purge the entire list or select a category of goods. 
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If you select Yes you are presented with the category selection tool. Choose the 
category PURGE. 

 
 

The system will confirm the category and vendor before you proceed. 

 

Alternatively, you can purge all of the items for the vendor.  Be careful with this feature as it will 
remove all the records and you will have to reload them. 

 

In summary, the virtual warehouse is an excellent tool to keep your costs and prices up to date.  
It is also very helpful in quoting customers and creating new products with consistency.   
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Advantages of using the Virtual Warehouse in my business are: 

 

 

Disadvantages of using the Virtual Warehouse in my business are: 

 

 

I am going to start using this tool in my business on _________________ 

To address the following problems 

 

 

 

 

 

 

 

 

Special Pricing Scenarios 

 

We have reviewed how you can set pricing strategies by category and by price schedule to 
enhance your strategy to focus on key customer segments.  At times, however, you need to 
create special arrangements for a particular customer, particular product or situation.  The 
following tools can be helpful in doing so.  Consider these tools individually and how they fit in 
with your overall pricing strategy. 

 

Contract Pricing 

To enhance your business arrangement with a key customer you can offer special pricing on 
specific products for a specific time frame.  Creating a contract with the client that links them to 
you.  Though this is common in certain industries it may not be in yours.  Consider identifying 
key customers and locking in their business by offering aggressive pricing on the products that 
drive your success with them.  Contracts can also be shared across a group by the creation of a 
master contract. 
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To find the Contract pricing tab visit the customer record as below: 

 

 

 

The interface for Contract pricing is presented as follows: 

 

1. Parts and Prices – is viewed as above here I am able to select a lower price for a 
specific product and compare this to the price the client would pay on their normal 
schedule. 

2. Expiry Date – allows you to set the Expiry date for the contract or select that it does not 

expire.  
3. Master Contracts: Shows you the master contract this customer has been added to.  

The original contract you created. 

 
4. Customers also use this contract:  this tab allows you to share a contract you have built 

for one client with another client(s).  Use this strategy once you find something that 
works through your tests.  One you add someone, their customer record will hold this 
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one as the master in the Master Contracts tab.  See above.

 
5. Contract Price: The new price on the product in question. 
6. Schedule Price: The former or non-contract price. 
7. Expiry date: date of expiry on this product or contract. 
8. Edit Tool bar: allows you to add and remove products from the contract. 

Once you have this setup pricing contract it will operate automatically on an invoice just like a 
price schedule.  As you see here: 

 

Contracts are another type of experiment you can run on your prices.  If you find that a contract 
is working well to win business of a certain type you can adjust your marketing and sales 
approach to attract more of this business and repeat the process.  This is a great way to pass 
on savings you have earned yourself through vendor relationships to strengthen customer 
relationships. 

 

Advantages of using Contract pricing in my business are: 

 

 

Disadvantages of using the Contract pricing in my business are: 

 

 

I am going to start using this tool in my business on _________________ 

To address the following problems 
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Price Schedule Exceptions 

 

Price schedule exceptions allow you to grant a customer a specific price schedule on a broad 
group of products or services by category or vendor.  You also find this in the customer record 
here: 

 

 

The Price Schedules tab appears as follows: 
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1. Setup a specific price schedule to take effect when this vendor is purchased from. 
2. Designate the vendor specific price schedule here. 
3. Setup a specific category to trigger a price schedule here. 
4. Designate the category specific price schedule here. 

Using this strategy in combination with price schedules to segment your clients and target key 
products and services that drive business with them can build a unique value proposition with 
each individual client or segment.  Experiment with these exceptions until you find a winning 
combination. 

 

Advantages of using Price Schedule exceptions in my business are: 

 

 

Disadvantages of using the Price Schedule exceptions in my business are: 

 

 

I am going to start using this tool in my business on _________________ 

To address the following problems 

 

 

 

 

 

 

 

 

 

Quantity Discounts 

 

Quantity discounts can help drive high volume business and do not make sense in all instances.  
If you have a quantity discount with a vendor this can be an excellent way to pass that on to 
your customer.  In some businesses you are keeping a lot of products on hand to satisfy 
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immediate need, but this has a high cost due to available warehouse space.  Let your customers 
who buy something frequently store their own product by offering them a discount to take a 
supply with them.   

Quantity discounts take place in the Inventory record and apply to ALL customers.  They rely on 
price schedules being set up.  After purchasing a given quantity a customer will be granted a 
better price schedule for that purchase. 

To set up a Quantity discount head to the item record and to the Retail Tab. 

 

Here you will see your list of price schedules as before.  To add quantity discounts, enter a 
quantity that will trigger the client to be charged a given price schedule.   

NOTE:  these work best in descending order.  

Here you can see the above items sold at full price, then at lower price schedules as the 
quantity increases.   

 

 

 

This is a very simple feature to implement.  It makes sense to provide quantity discounts in the 
same places where your vendors provide them to you.  Consider which products you can benefit 
from mass orders on and then motivate customers to make larger purchases to get a better 
price. 

Advantages of using Price Schedule exceptions in my business are: 

 

 

Disadvantages of using the Price Schedule exceptions in my business are: 

 

 

I am going to start using this tool in my business on _________________ 



 
 

Copyright Windward Software Systems Inc. 1984 - 2024 

To address the following problems 

 

 

 

 

 

 

 

 

 

 

Putting a product on sale 

 

Another simple method of adjusting and maintaining prices is to use a sale.  You can quickly 
and easily set a different price point by price schedule for a period of time.  This takes effect 
automatically. 

To put an item on sale, go to the inventory record and head to the retail tab once again.  First, 
set the prices you want to take effect for each price schedule on the right.  In my example I 
simply increased the discount.  However, you can completely change the pricing method or 
strategy as well.   

 

The 2nd step is to set the sales dates which you handle on the primary inventory record area, as 
you see here. 
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Try sales on different products and compare the sales results during the sales period to a 
period of regular pricing to see if lower prices drive more sales.  Note that you can also use the 
design inventory report or the default items areas to set sales to groups of products. 

 

Advantages of using Price Schedule exceptions in my business are: 

 

 

Disadvantages of using the Price Schedule exceptions in my business are: 
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I am going to start using this tool in my business on _________________ 

To address the following problems 

 

 

 

 

 

 


