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Document Organization

Welcome to SoapMaker 3, a fully integrated set of tools for soap crafters.
SoapMaker is available in 3 editions:

PROFESSIONAL - provides a powerful set of features to help you create the best soap recipes, organize
and compare recipes at a glance, manage your inventory of ingredients and products, track your
purchases and sales and generate customer invoices.

LITE - provides all the recipe features of the Pro edition, without inventory management and other
business related features. If you have the Lite edition, you can upgrade to Pro at any time.

FREE - recipe calculator with many of the features of the LITE edition, and demonstration of
PROFESSIONAL edition features. If you start with the FREE edition and later decide to purchase LITE or
PROFESSIONAL, any recipes and ingredients you have defined will be available with the upgraded
edition.

Throughout this manual, features which are only available with the Professional edition are flagged like
this: [Pro

If you're a new user with LITE or PROFESSIONAL edition, browse through theGetting Started with
SoapMaker 3 section. Then look at the Initial Setup topics which will guide you step-by-step in setting up
your data for the first time.

This User's Manual contains a complete description of all SoapMaker’s commands and features, organized
into the following main sections:

Updates and Re-installation — how to get the latest update, or re-install SoapMaker on your
computer.

SoapMaker FREE edition - special manual section for users of the free calculator

Getting Started with SoapMaker 3 — provides an overview, and introduces the main elements of the
program.

Management Centers — provides a complete description of the 3 main windows which provide the
starting point for most of the tasks you will perform in SoapMaker.

Common Tasks — includes instruction topics for many of the tasks you can perform with SoapMaker,
including the Initial Setup steps. Please see this topic before starting to enter your data.

Tools - describes various tools to assist your process.

Reports - lists and describes the various reports you can produce to help manage your business.
Menus - describes all the commands available under the Main menu

Q and A - a list of common questions and answers

Reference - definitions, technical and general information

Company Information - licence, history and how to get help.

If you cannot find an answer in this document, try the online knowledge base which contains an extensive
set of questions and answers.

Note: SoapMaker can help you make better soap and be more successful in your soapmaking enterprise.
However, this User's Manual is not intended as a primer on making soap. It is assumed that users of
SoapMaker already have some knowledge of how to make soap.

For good sources of information about soapmaking, see the topicSuggested Reading.


http://www.soapmaker.ca/faqs.php

Updates and Re-Installation

SoapMaker 3 Updates

You can find out if there is a more recent version available by choosingCheck for Updates under the main
Help menu. If an update is available, you can install it as follows:

1. Make sure you have a backup copy of your database, and that you are logged in to your computer with
administrative privileges.

2. Download the latest version from www.soapmaker.ca/update.php - you will need the password you
received when you first purchased SoapMaker, or registered it online. If you have forgotten your
password, you can request a new one there.

3. Run the downloaded SoapMaker installer - it will replace the previous SoapMaker 3 version (you don't
have to uninstall the older version first). Make sure you are logged in to your computer with
administrative privileges before running the installer.

Release Notes

If you have just updated to a new version and want to see what has changed, choose View Release Notes
under the Help menu (an internet connection is required).

Re-installing on a New or Repaired Computer

You cannot re-install SoapMaker simply by copying the program file from the previous location. You must run
the SoapMaker installer to install the program.

You can download the latest version of the SoapMaker installer by logging in to
www.soapmaker.ca/update.php. While logged in, you will see your Registration Number - you will need
this the first time you run SoapMaker on your new or repaired computer.

After downloading the installer, run it to install SoapMaker. Make sure you are logged in to your computer
with administrative privileges before running the installer.

Then open SoapMaker. You will need to register it again using the Registration Number you received
when you purchased it. Restore your database from your latest backup copy using theRestore Data
command.

Re-installing to solve a problem

If you have not lost your hard drive contents and have the latest version but want to re-install SoapMaker to
solve a problem, download the SoapMaker installer as described above, then run the installer and select the
Repair option.

If you still have problems, then uninstall SoapMaker (Open the Control Panel Programs and Features,
select SoapMaker3 and click Uninstall) and then run the installer to re-install it from scratch. Open
SoapMaker, and if you no longer see your database content, restore your database from your latest backup
copy using the Restore Data command.

If you have problems and want to revert to an earlier version, you can download the previous version from
www.soapmaker.ca/update.php.

You will need to have a backup copy of your database from before you installed the latest version, because
your current database may not be compatible with the earlier version of the program. When ready, uninstall
SoapMaker, then run the previous version installer. When asked, choose to restore your backup database.


http://www.soapmaker.ca/update.php
http://www.soapmaker.ca/update.php
http://www.soapmaker.ca/update.php
http://www.soapmaker.ca/update.php
http://www.soapmaker.ca/update.php
http://www.soapmaker.ca/update.php
http://www.soapmaker.ca/update.php
http://www.soapmaker.ca/update.php

SoapMaker 3 Users Manual

Upgrading to Pro

Upgrading from Lite to Professional Edition

If you currently have SoapMaker 3 Lite and 5! Upgrade to Professional x|

want to move up to the Professional edition, Take your business to = -
you can purchase a new registration number at 5 -

the special upgrade price. This will turn on all the next level...
the Pro features. Simply click Upgrade under Upgrade to

the Help menu to open this dialog window... Makers

When you have completed your upgrade 60@! :
purchase, you will receive a new registration .. & professional
number which replaces your current Lite I-h Edition
edition number. Enter the new number and

click the Submit button. S e I .

your punchase o receive a new registrabon number,

iti i Then ek al
Initial Setup after Upgrading Then snter your nea ruber belos o actiate ' |
To begin using the inventory management . _ | ~ _
features, you will need to set up your stocklists e | I I e |

of supplies and products so they match your
actual stock. Once you have done this,
SoapMaker will keep track of your inventory, adjusting it each time youmake a batch.

Supplies Inventory

If you have not already recorded all your purchases of supply items with stock still remaining, see the topic
Supplies Setup - Recording Purchases...

Otherwise, you just need to enter the actual quantity you have of each stock item as follows:
With a list of all your ingredient and packaging item quantities in stock...

1. In MySupplies, select the first stocklist item for which you have stock left in your inventory, and click
Purchases on the toolbar. This will open the Purchase History report. All purchase records of the
selected item are listed here, with the most recent at the top. Since you have not previously been using
inventory management, the quantity left column shows zero.

i

@) Purchase History for 'Olive’ = @
23 Print List.. | £ Edit.. | 2  Delete | 3%y Remove. | =] View Order | g Supplier | (98 Usage Help
[Sakact an ibem in MySupplies to see its purchase [or producton] history here.) [T Show only items with stods remaining
Purchases of base cil: Dlive
Date (r-M-0) | orders | Supplier | Lot @ | BestBefore | Quantity | cost|  Perunit | Left | spenal |
2013-10-01 14 Oils Galore! 13-9734  2019-10-01 4.0 gal 205.00 5200 4,0 gal
20180806 | 13 186734 | 20150806 | 6.0gal| 158.00( 3300  6d0gal] |
=+ 20 18-07-05 12 EZ ScapmaekinkfLopies 185678 20190705 6.0g4 192,00 32.00 3.5gsl
20180504 11 Oils Galkare! 18-1234 201B-1D-31% 6.0 ga 1568.00 Z3.00 0.0 gal
Teans
’ ) If * shows next to BEST BEFORE date,
= Next batch vl use this €D Nea-imventary kot this Indicates the ltem has expied!

2. For each purchase record which still has stock remaining, select it and click Edit on the toolbar (or
double-click the record), and enter the correct quantity to match your actual inventory.

3. A blue arrow indicates the oldest purchase with stock still remaining. This is the one SoapMaker will
start drawing stock from when you make a batch using a recipe which contains this ingredient.

You can leave the Purchase History window open and click another item in MySupplies to see its history.
Repeat these steps for each supply item for which you have stock left in your inventory.

Products Inventory
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After completing your supplies, set up your products inventory by following the steps in the topic Products
Setup...

SoapMaker FREE edition

Introduction

The FREE edition of SoapMaker is a full-featured recipe calculator with recipe features similar to the
purchased LITE and PROFESSIONAL editions. You are free to use it as long as you like.

It also provides demonstrations of the LITE and PROFESSIONAL features so you can evaluate if and
when you might like to purchase an upgrade.

Main Window
When you first run SoapMaker FREE, you will see the main window, with 3 sub-windows:

MyRecipes - This is your recipe management center, which lists all your recipes and provides controls for
opening existing recipes, or creating new ones.

Predicted Soap Qualities - Shows graphically the expected qualities of all open recipes

MySupplies - Lists all your ingredients including base oils (saponifiable) and additives (any other
ingredients such as scents and colors).

B Feep™aher FREE Edivos - Wegion 210 - L X
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it o TR = | L e e Foo =
ml_--.'mh- | peieree | Fackngrg | Bande | optione |
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Each sub-window can be moved or resized, or docked by clicking its Dock button. You can close them
when not needed by clicking the X in the upper right corner, and open them again by clicking the related
button on the main toolbar.

These 3 sub-windows are the ones you will mostly use for the FREE edition features. But you can explore
all the menus and main toolbar buttons to see demonstrations of LITE and PROFESSIONAL edition
features.

The SoapMaker main window and most sub-windows have a toolbar with buttons to activate various
functions. With the FREE edition, many of the purchased edition features are not available, but you can still
click a button to see a demonstration or message explaining what the feature would do in the LITE or
PROFESSIONAL edition. Toolbar buttons which only provide a demonstration or message, are grayed-out
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as shown in this example:

Untitled - Solid Soap Recipe

B . &

Wizard Sawve Copy

Print...

&) & i | [

Export Fesize... Make.. Jhraph Full
L™ o

You can click these grayed buttons to learn about the LITE or PROFESSIONAL feature they would activate.

To see the function of any button, hover
your mouse over it to see a pop-up

1 My Supplies

tooltip. Start | Limhore io o with your sppis,
MySupplies and the Recipe windows come E-pshe:.m HE I w n
with a pop-out Wizard panel showing 1 you donit need ¥ aiue: Pro onty
m hcbr 'ﬁd‘ i
basic instructions - just click the Wizard the Wizard button - you can cal on e e s B
button on the toolbar to open or close the | 2 Fyouneedme. B e viater | asdtves |
Wizard panel. Click the buttons on the left ;
. X New Base | Mame
of the panel to see instructions. od caster
Every window has a HELP button on the New Eg‘;:::""
toolbar - clicking this will open the Users Aditive (v Primrose
Manual at the related topic. Hew AHemp
Fadkaging [l'- el
Crganize Mcive
by Braim
Category irice Bran
R i nSnybcnn
purchase Dstearic Add

As you explore, you will see notifications like this, explaining the additional features available with the
purchased editions:

With the LITE edition, you can record purchases and see the latest costs here.

With the PROFESSIOMAL edition, you will also see the current stock levels, and stock value
for each item. Items are flagoed if stodk is low or past expiry date,

Next topic - MySupplies >>
MySupplies (FREE edition)

MySupplies is where you define all the ingredients you will use in your recipes. If you don't see it, click
MySupplies on the main toolbar.

(With the PROFESSIONAL edition, MySupplies would show your inventory quantities and values, but these
columns are blank with the FREE edition, and related controls are disabled.)

Base Qils
Click the Base Oils tab to see your list of saponifiable oils which can be used in recipes.
M My Supplies =] = Sl
: J = X 2 = = & i &y @ [=
Wizard Mew... Rename Diedete Print... Expoit.. Shipment Purchazes ILkage Recipes. Help Dack
Total Stock Yalue: Pro only r Show items:
PR -1 ochases. Sas OFTIONG] ' r r

a0 iater | Addtives | Pacdagng | Blends | Opons |

| nSinck| Value

Last Coshjoz |

I‘Cnma Bukter
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You can use any of the more than 80 Base Oils that

come with the program, and you can add your own & Fevorte Oils x
custom oils if desired. Check the Dils you want b be avaishis for use in redpes,
and to show in My Supplies
If you don't see one you want, click the More Oils ] aimond m
button to open a dialog and check all the oils you want E-ﬂmnﬂ Butter &l
. Aloe Butter Chedg All

to be able to add to your recipes. ] Ageicat Kerrel | CeciM |

. . O argan O
(If you still don't see an oil | e ] tvocads Clear Al
you want, click the New... (ruce Bran E;:m Butter
button on the toolbar - you E&'m“ _ S

. Stearic Acid w
will need to know the [ seesvwax
specifications for the oil, Eg"tﬁ o)
which should be available [ camelna P
from your supplier, or | Camela |
i Canol

online.) for each tem. 1 o e | ssve chances

To interact with an item in the list, select it and click any button on the toolbar, or right-click and choose an
action from the pop-up menu. For example, to see the properties of Coconut oil, right-click it and choose
Oil Properties, or click the Properties button.

14 My Supplies = B [
Ingredients and Packaging
* J & X = S - @ i & @ =
\Wizard Mew.. Rename  Delete Print..  Expert.. Shipment Purchases |Usage Recipes.. Help Dack

Total Skoack Value: Pra anly r Show items:
(Based on e purchases. See OPTIONS) = a ' '

szﬁwm] Addtives | Packaging | Blends | Cotions |

£ Name | instodk| value | Last Costioz |
nCa:h:lr - - -
oo Burer - - -
— |
nEw: Primrose Mew Oil... . .
E"‘!“TD Qil Properties - - -
Lard . ; [:% - -
(ke List Recipes . . Remind me fo re-order when
OFam Rename Oil . i 0 | * | remanns
[iric= Bran Delete Qil - N Hoibes:
[Is-mhean - -
[.5,!3“: Ackd Record Mew Purchase . .
blake Blend or Infusion..
More Ois... Purchase History for item
With the Usage Hestory for lbem s
With the PROPE Order History for all supplies levels, and shock value
Merge Qils.

(For more information about custom oils and oil properties, see the main topic Qil Properties...)

<< Previous topic Next topic - Additive Ingredients >>
Additives (FREE edition)

Additives

You can define ingredients other than Base Oils to include in your recipes. TheAdditives tab in
MySupplies has two sub-tabs:

Organize by Category - shows your additives in a Tree View by Category. You can define your own
categories.
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24 My Supplies (=] & (el
Ingredients and Packaging
* J & X & - e iy @ =
‘Wizard Mew... Print... Export.. Shipment Help Dack
Total Stock Value: Pro only r Show items:
(Based on lutest purchases. See OPTIONS) I -
Base Oils | Lye/Water w Pad:a-:nn] Blends | q:rmns]
Seardh
- M sekection
Organize by Category [RNAERUENTRG I | X .
| Gramty: |
E INCI name:
Collapse | Expand |
: r
& LimcFO =% Reemird me o re-arder when
Bl Misc Mew Categary... ! r | TeMmans
& Borax )
&) Boric Acd Motes:
8] Ewax &
@] French Clary Move Additives...
E] Glyoen
& Catmeal

To expand or collapse a category, click the little + or = sign beside it. Or click the Collapse or Expand

button to affect all categories.

You can easily move an additive to a different category by clicking and dragging it. Or you can move

several at once by clicking the Move Additives... button.
To create a new category, click the New Category... button.

To define a new additive ingredient, right-click a
category and choose New additive... from the pop-up
menu, or click the New... button on the main toolbar.

When defining a new additive, you will need to enter the
substance's specific gravity (SG) - if you don't know
what this means, just click the button labeled All about
Specific Gravity.

SG is needed to accurately convert between weights and
volumes. If you never need to enter liquid ingredients by
volume (e.g. milliliters or fluid ounces) you don't need to
worry about it - you can just enter a SG value of 1
(same as water).

NOTE: You should never enter powdered or granulated
ingredients by volume - even if the SG is correct, you
will not get an accurate conversion to weight because of
entrapped air.

B New Supply lkem s
Define a new Additive ingredisnt. ..
Categary:  |FQ -

Enter a name for the new Addrhve:

Mew Category. ..

Specific Grawity:

Click this buttan for help,
and a list of 56 values for
many cammen substancas

View as Sortable List - shows additives in the selected Category.
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24 My Supplies (=] & (el
Ingredients and Packaging
> J iz X = El - & i &y @) [=
‘Wizard Mew... n Diedete Print... Export.. Shipment Purchazes Lkage Recipes..  Help Dack
Total Siock Value: Pro only r Hia Show items:
(Based on iotest puechames, See OPTIONS) Tracked Items i o ™ with skac = =t <hir
Base Ok | Lye/Water -’-ddﬁ'-'E F'ad:a;mu] Blends | m‘nms] -
T Freneh Clay
Ongavinc by Cotogary '-.'»aw as Sortabie Lat PRCY)| X .
Craity: | 2.50
Show additives in C.utugu'y:[l‘lu: El ity J
|- Ml Categories I L :
£+ Hame Color | Value | Last Costjoz | |H|:r|'h'n|:r||m|lz
nBurax EOQ - - rr :
FD 31 |
o aca E—— : " | Remind e 1o re-order hen
" B - -
K - | TEIMAINS
Frendh cClay -
nEhncu'ln - - Mokes:
Boatmeal -
Tolal additives sted: [
Walue of additives in al Categories: Pra only
(Based on latem purchasss. See OPTIONS)

In the List view, you can select a category from the drop-down list, or chooseAll Categories. When you

select a particular additive item, you see its specific gravity, as well as its INCI name if defined. You can

enter notes about the selected ingredient here.
(With the PROFESSIONAL edition, the Sortable List view would show your inventory quantities and

values, but these columns are blank with the FREE edition, and related controls are disabled.)

<< Previous topic Next topic - Recipes >>

MyRecipes (FREE edition)
MyRecipes

MyRecipes is your recipe management center. If you don't see it, clickMyRecipes on the main toolbar. It
lists all your recipes, and provides commands to create new recipes, or make changes to existing ones.

The FREE edition comes with example recipes you can use or modify if desired.

MyRecipes has two views:
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Organize by Group - This tab shows a
tree view of your recipes. You can create
new groups and easily move a recipe to
another group by dragging it.

To open an existing recipe, just double-click
its name.

To rename or delete a recipe, you can

either right-click it and choose the action
from the pop-up menu as shown here, or
select it and click a button on the toolbar.

SoapMaker support 4 types of recipes,
indicated by an icon next to the name.

e Solid soap (using Sodium Hydroxide
lye)

e Liquid soap (using Potassium
Hydroxide)

e Cream soap (using both types of lye)

e Non-soap (with no lye - use this for
lotions, balms, candles, etc.)

The Archive group is a special group
where you can save old recipes you don't
plan to use anymore.

View as Sortable List - This tab shows a
list view of your recipes, with the date last
changed of each recipe.

You can sort the list by name or date by
clicking the column header.

To filter the list, choose a particular group
or All Groups. You can also filter by recipe
type as shown here.

(With the LITE or PROFESSIONAL edition,
the Sortable List view would show the
sample cost of each recipe for easy
comparison. This column is blank with the
FREE edition.)

<< Previous topic

£

e

Murber of Recpes [sted: 3

= 0 . e &5 % 09
Dock Flew Fename Delete  Open . Make.. Help
Search
R v = o] V) o
(B Archive
=1 ej Basic Oil mixss Collapse |  Expand
8] Lard Basze —
E Olrve Base =¥
8] ClveCocos Base MHew Group...
5] Rice Bran Base ir
H Soy Base Move Reope{s)...
=] R Excampl -
E‘:— =dpe Exam E'! Recipe types:
Cream S0, hew Recipe... ﬂ e
Ligquid
] H""d Lotie Open Recipe E] b
L] Liguid Sas E] Ian sasp
5] l:'_'uunel:l E Mew Group... EI Solkd sap
Pink
b Hae Renarne Recipe k
Delete Recipe
bleve Recipe(s)...
Make Batch...
B MyRecipes (=] @ [l
FE O . £ X & 3 tw B
Dock Blew Rename Delete Open  Print.. Make. Help
Search
ST Ve o oo s ] )
ganize by Group
Show redpes in Group: |Rer:i1:e Exarmples LI af type: |sulid ﬂ
Al Types
Redpe Mame [ Darte ¥-M-D | L mam
[=) Bay rum Shaving 2019-07-26 Liguid
[s] Datmeal Exflating 2015-07-25 Mon sca
[£] e Litac 20190726
‘With the LITE ar PROFESSIONAL Average Sample Cost: $0.00
edition, each redpe’s oost is shown,

Next topic - Creating a Recipe >>
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Creating a recipe (FREE edition)

To create a new recipe, choose the desired
type from the New button drop-down list.

This will open a blank recipe form of the
desired type.

Solid Saap (NaOH)
Liguid Scap (KOH) [%
Cream Soap (MaOH & KOH)

5 R on soap f.ul |
BT RECPEEXSmAES J |

The recipe form has a pop-out Wizard panel to assist you with step-by-step instructions. It includes
buttons for each step in completing the recipe. If you no longer need this, just click the Wizard button on
the toolbar to hide it.

=] Untitled - Solid Soap Recipe =Rl "=
. - B &8 0 BN . - ™ [ i
Imh I'l:u:d.‘h;g you reste recpes ‘@. ae | Copy Print. Espot = Resize.. Make.. Graph Full  Help
;:.l u‘m::dmhﬁ e ot Hecpe Weight: 0,00 0z Mo, of bars: 0.0
you my help, un : 11 210,
the  vou o call o Approximate Yolume: 0,00 owin Castper bar: 0.00 Total Costz 0,00
e again if you need me. L-.ne,lwamr| Additives | Fatty acde | Optianc | Notes |
Enter suantity hv
0l Mame @& [mount] R:l:u:lc lnﬂz Cost
1 | e
) =l [z =[x
Base Ol Totals: 0,00 0z 50.00

With the LITE or PROFESSIONAL purchased edition, ingredient oosts and
recipe total cost are shown {based on your o

The form has separate tabs for Base Oils, Lye and Water, and Additive ingredients.

There is also an Options tab for setting your preferences for measurement units and size and quantity of
bars/portions. After setting your options for this recipe, you can save them in yourPreferences as defaults
for all new recipes of the same type.

You can save Notes about this recipe, such as process steps, etc.

You can enter as many ingredients as you like - as you add more the form will automatically add additional
rows. If you have many ingredients, you may want to stretch the form down by dragging its lower edge so
you won't have to scroll the list.

If you prefer to see all the pages at once, click the Full button on the toolbar for a full-screen view.

(With the LITE or PROFESSIONAL edition, the Cost column would show the cost of each ingredient. This
column is blank with the FREE edition, as is the Total Cost in the summary.)

<< Previous topic Next topic - Entering Ingredients >>
Recipe ingredients (FREE edition)

Base Olls

The easiest way to enter ingredients is to just start typing the name. SoapMaker will auto-complete with
the best match. Then press Tab to move to the next field.
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Or you can select a name from the drop-down list as shown here. For Base Oils, only the names you have

marked as Favorites are shown - if you don't see a name you want, select +More oils... to open the
dialog where you can set another oil as a favorite.

=1 Untitied - Sofid Soap Recipe =] = S
A HdH .3 & & s @ W [ I

Wiza Save Copy Print... Export Resize.. Make.. Graph  Full Help

Tatal Reope Weight: 0,00 oz

Nao. of bars: 0.0
Approvimate Wolume; 0,00 o in

Cost per bar: 0.00

Tobal Cost: 0,00
L-.-e [ wiater | Additives | Fatty Acice | Dptions | Notes |
Enter ouaniity by: e af Wisight
il Hame & Ampunt | € % | Recpe noz Cost
o | R [
- | [ -4
0.00 oz $0.00
DFESSIOMAL purchased edition, ingredient costs and
o5t ere shown (based on your )

("]

You can enter quantities in any units you like by typing or selecting from the drop-down list. In the example
below, we're entering a quantity of 500 milliliters. The entered quantity is converted to thecalculated
weight units specified on the Options tab (ounces in this example).

Enter quaniity by: Weof | Weight
il Mame i~ Amount | © % |Redpe| oz Cost

_1 | [oive I o [E <|[wocx es4am 16.17 0.00
1| | I Y

Base Oil Totals: 100% 15,17 oz $0.00

Wiith the LITE or at ion, ingredient costs and
recipe total cost are shod o your purchases).
sp ¥

Lye and Water

For soap recipes, the lye and suggested water quantities are calculated for you. You can adjust these on
the Lye/Water page of the recipe form:
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=1 Untitled - Sofid Soap Recipe (=] B s
A 3, 3 &8 & s & W [
Wiza Save Copy Print.. Export Resize.. Make.. Graph  Full Help
Total Redpe Weightz 23.31 0z Mo. of bars: 4.7
Approximate Wolume: 40.58 cuin Cost per bar: 0.00 Tatal Cost: 0,00
Wnuﬂmm | Fatty Acids | options | Motee |
Lye Water
Sadium Hydroxde MaOH Choose water adustment method:
% Discount from suggested: | 0 %
Ly= Discount: [ 5 Lse ed | ™ Lye Solution Strength: .7
Siper Fa) 3 % r pre-mixed lye e treng %

™ WaberLye Ratic: 2.4

Wiater needed: 509 oz
pr: 0,610 cups

Cost: &0.00
NaDH needed: 2.05 oz Cost: £0.00 Percent of Recpe:  21.3%
MaOH Fercent of Recpe: 8.8% Percent of Base Cils weight: 31.5%

Expectad los= during process:  0.00 %
(see Optons)

Lye quantity is calculated using the SAP value of each Base Qil in the recipe. You can 'super-fat' your
recipe by entering a small lye discount. A discount of at least 4% is recommended to avoid a lye-heavy
batch.

Water quantity is not critical - SoapMaker suggests a quantity to give a lye solution strength of about 30%,
but you can adjust this by entering a positive or negative discount, or by entering a specific solution
strength or water/lye ratio.

Additives

To make your recipes complete, you can enter any non-saponifiable ingredients on theAdditives page.
For each ingredient, type or select the Category, then type or select the Name and enter the amount.
(To include an ingredient in recipes, it must first be defined in MySupplies.)

=1] Untitied - Solid Soap Recipe [=] =
B, 3 & 4,85 8 W O @ B
Wiza Save Copy Print... Export Resize.. Make.. Graph  Full Help
Total Reope Weight: 161.86 0z o, of bars: 32.4
Approvimate Wolume: 17885 auin Cost per bar: 0.00 Tatal Cost: 0,00
Bae Ois | Lye [ Water Md'rﬁwu Fatty Acics | Options | Motes |
At Yof | Wieight
water, Cabepary Acidrtive Mame Amount Redipe naoz Cost
1 | [ED = |[Posemary EO || or =] 19% 3.00 0.00
2 | |water Subs || Goats Mik | Moz =] 1% 30,00 0.00
Suggested Fragranoa amount! 3.1302 = 43000z HL.0
based on ourrent Oils weight of: 100,00 oz

If you use an ingredient to replace water, check the Adjust Water box as shown here for Goats Milk.
When you first check this, it will fill in the quantity with the suggested water amount for the recipe, but you
can enter whatever quantity you want. The water amount on the Lye/Water page will be adjusted
accordingly.

The Suggested Fragrance amount is based on the currently entered Base Qils and is intended as a
guide in specifying Essential Oils or Fragrance Qils. You can change the suggested rate on theOptions
page and in your Preferences.

Special Calculators
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i For Liquid and Cream soap recipes, a Calculator button will
Additive tatals: 0.0oz  $0.00 open a handy calculator window to aid in determining the
Cick buthan for recpe Caloulator: i [ correct amounts of process-specific additives.

For more information see:
Liguid S Calculator

Cream Soap Calculator

Notes

Each recipe can be saved with any notes you want to remember. If there is some content in the Notes
field, a small icon of a pinned note appears next to the Notes tab.

=] Untitled - Salid Soap Recipe =] @
A B .3 8 & 5 @& W

Wiza Save Copy Print... Export Resize.. Make.. Graph  Full Help
Total Reope Weight: 0,00 0z Mo of bars: 0.0
Approximate Wolume: 0,00 i in Cost per bar: 0.00 Tatal Cost: 0,00

\ L
Base Oie | Lye [ Water | Additives | Fatty Adde | Optiene m |

Record your own nokes sbout this recipe here:

[anything you want i remember about this redpe...|

<< Previous topic Next topic - Qualities Graph >>
Qualities graph (FREE edition)

The Predicted Qualities Graph shows the expected qualities of each open recipe for comparison. It also
shows a benchmark recipe of your choice so you don't have to open that recipe in order to see it on the
graph.
The predicted qualities include:

O hardness,

0 lather fluffiness, (big bubbles)

0 lather stability (creamy and long lasting), and

O moisturizing or conditioning.
In this example, we have two recipes open (Lard Base and Olive Base) so you can see them compared
with the benchmark Soy Base. You can make any recipe your benchmark by clicking the button on its
Options page.

20/ 253



SoapMaker 3 Users Manual

[ Land Base - Solid Seap Recipe

[l Predicted Soap Qualities

¥ Dock 24 Prink.. Scale M4 Reset (3] Help Solid Scap Reci

Mouse peer Vishums fors Ol Base 3 - :E = "E’l . B % E‘ E

Tor values Wizmand  Seve Copy  Print. Esport  Resze.. Mike. | Geph  Full  Help

Total Reope Visght: 118,65 02 Mo of bars; 23,7
Approsmate Vol 114 71 floz Cost per b 0,00

Enber quantity by: %ol Visight
i+ Aount o | Redpe Inoz

=l LICE] | ELE ] 0.0
Bl = | [E0x  i6.0% 000
B E) EEEE ko]
£ I |

Base G Totsis: W% 80,00 07

Vi the LTTE o PROPESEIONAL pundrassd sdion, ingrediant costs and
racipe fotal cost are shown (basad on your purchasec),

The predicted qualities are calculated from the fatty acid composition, SAP value, and Iodine value of
each Base Oil in the recipe. The calculations are not affected by Additive ingredients, although in practice
these may affect the final qualities. This is only intended as a guide in selecting Base Oils and their relative
amounts in a recipe.

You can watch the graph change dynamically as you adjust the quantity of a Base Qil in a recipe - you can
do this by clicking in the Amount field and then clicking the little up/down arrows that appear as shown
above.

On the graph, you can see the quality numbers for a particular recipe by holding your mouse over one of
the bars for that recipe - in this example you can see the values for the Olive Base recipe.

For more information about qualities, see the topic Predicting Soap Qualities...

<< Previous topic Next topic - Options and Preferences >>
Options and Preferences (FREE)

Customize SoapMaker by clicking the Prefs button on the main toolbar to open MyPreferences. This
provides a tab for each recipe type where you can set the default values you want to use for creating
recipes:
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= X

oo B o comine |

Mew Salid Sosp Redpes (MalH lye)
Default Units: Partiare

Irq:.ll:l.l'lil:ﬁ:r'l'g’tch‘ﬂ::lnz "'I 1+ Bor size I 5oz "'|

Water Yalume urits: |oups

" Mumber af bars NjA
Redpe Yalume units: jcun -
Caloulated Weight units: Iu:-z 'I
Weigh scale predson: 0.01 or | Lye (Ma0H) Discount: E %

[move dider ta set) E . .I .

Cpecily wale Amaunt by
& Discount from supgested W ater

™ Lye Salution Strength Hecaunt
¥e Eng
Expected water loss I_';'“fn o=
during processing:  Water/Lye Rata
Pre-mined lye {Ma0H)
I~ Use pre-mixed lye
&ll Solid Soap Recipes
TMaamum number of ..
oik: | 14 Suggested Fragrance amaunt:
additzves: [ 20 [ os|oezpern = DOLE""-‘,

ﬁ S| Concd |

When you open a recipe or create a new one, you can override the default settings on the recipe's
Options page. If you make changes here that you want to use for all new recipes of the same type, click
the Save in Preferences button - this will replace the default settings in MyPreferences with the new
values.

=] Untise - o SospRespe =] o ==
A 3.5 8 & 85 @& W [

Wiza Save Copy Print.. Export Resize.. Make.. Graph  Full Help
Taotal Reope Weightz 0,00 oz Mo. of bars: 0.0
Approximate Yolume: 0,00 cuin Cost per bar: 0.00 Tokal Cost: 0,00

Baca Ole | Lye [ Water | Additives | Fatty Adde Nntes | .

—Recpe Preferences

Input units for adding ingredents: |oz - (% Bar sire: 5.0 |0z -
Water Valume units: |oups "'] ™ Mumber of bars: 0.0
Redipe Valume units: |oJ in bl

Expected hot process water hoss:
(affects recpe total weight &voume) | D

Caloiated Weight units: |oz -
Vimigh scale predsian: 001 oz Suggested Fragrance amount:
(mave shder to set) — [ 05 [azperh = ofBase ik weight
Make this recips my EI Uz the above settings for al =
graph Benchmark.... cat ag new redpes of his ByPe... chuain
Benchmark Preferences

Also on the Options page, you can choose to make this recipe your benchmark which is always shown on
the Qualities Graph.
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Purchasing SoapMaker

If you enjoy the FREE edition and decide to purchase SoapMaker, just choose
Purchase LITE or PROFESSIONAL edition... under the main HELP menu.

il Soaphfaker FREE Edition - Verson: 2.1.0
Fle Edit Recipes Supplies Products  Tools Reports  Wedow | Help

| Prefs B MyRecpes | 8 MySupplies | ) MyProducts Users Maruzl B Shop
Commin Tasks

Eregpaertly Asked Cribzns

Tip of the Dey

On-line Support

Chack for Updates

Wiews Relwase Mibey

About Sosphiaker

Purchase LITE cr PROFESSKIMAL editeon... [

This will take you to the SoapMaker website where you can purchase immediately or select any of our
registered resellers.

Once you download and install the LITE or PROFESSIONAL edition, your existing recipes and ingredients
will still be available with all the new features of the purchased edition.

<< Previous topic Users Manual Contents >>
FAQs (FREE edition)

FREE Edition Frequently Asked Questions

(Click one to see the answer)

Is there an easy way to delete the examples that came with SoapMaker?
How can I sen icture of the SoapMaker screen?

I got an error message - what should I do?

How can I skip the Print Dialog whenever I print something?

How can I print to a file instead of the printer?

How do I correct an error in a supply order?

I purchased a blend of oils - how can I determine the properties?

How do I create a Melt & Pour soap recipe?

How do I make a recipe using both NaOH and KOH lye?

Wh the lye and water amounts differ from another lye calculator I've used?
I entered a small quantity of an ingredient, but later it shows zero. Why?
How do I super-fat my recipe with a specific oil?

How can I see all my recipe ingredients on the screen at once?
How do I rade to the LITE or PROFESSIONAL edition of SoapMaker?



Upgrade from FREE edition
How do | upgrade to the LITE or PROFESSIONAL edition of SoapMaker?

You can purchase SoapMaker by choosing Purchase... under the HELP menu. This will take you to the
SoapMaker website where you can purchase using your credit card or Paypal account and download the
new edition immediately.

All your saved recipes and supply items will automatically be available after installing the new edition.

Getting Started with SoapMaker 3

Welcome to SoapMaker 3

This section provides a quick overview, describing the major elements, and how they
work together.

To enlarge this Help window, drag a lower corner.

Select the Contents tab at the left and expand the section heading to see the list of
topics. or browse through in sequence by clicking links like this at the end of each
topic...

First topic >>

IMPORTANT: When you feel comfortable with the main elements of the program, and
are ready to start entering your own supplies and recipes, see the topic:

Initial Setup... (This will guide you through the process of entering your data in the
correct sequence to avoid problems later.)

Throughout this manual, features which are only available with the Professional edition
are flagged like this: Pro

SoapMaker Overview

Features and Workflow
SoapMaker supports each step in your process using 3 Management Centers:

MySupplies, MyRecipes and [Pro' MyProducts...
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Add MNew [tems

Reports:

Supply Imventory
Ingredient Costs

Other Expenses
Record Purchase History
Purchases Supeplier List

T

[ e P oo
ol ey e o e

“

[T} ar

_________ |

Custom |
Blends

: Batch Details |

Luth b Price List |

Customer List
Supply Lots used

=
I
| and
I
I
I
I
I
I

Sales History
Tax & Income re port

Fro edition
featuras:

L = = = = —_— e e e o e e

Supplies
All the ingredients and packaging items you use in your products are recorded in MySupplies.

When you enter new supply purchases, the new costs and quantities are shown in your stocklist. You can
create a variety of reports to help you manage your stock.

Recipes

Create and save recipes for all your products, including soap and other products such as lotions or
candles. In MyRecipes, organize your recipes into groups, compare their costs in a list, and print them as
needed to take to your production shop.

For soap recipes, SoapMaker calculates the lye and water needed based on the oils you specify. By
including additives and packaging items in your recipes, you can see the total recipe cost, and the cost
per bar or portion sold.

The predicted qualities of your soap are calculated and displayed on a graph, so you can compare
different recipes and "test" your recipe before actually making it.

Existing recipes can be easily resized to a new total size, or to fit a mold.
pro Products

Each time you make a batch, SoapMaker records it in MyProducts, showing the recipe used, the cost,
and the number and size of the products (e.g. soap bars) made. Your supply inventory is automatically
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reduced to reflect supplies used to make the batch.

When you record sales, your product inventory is automatically reduced to reflect the products sold. You
can create a customer invoice from your sales record.

You can create a variety of reports to help manage your product stock and customer accounts, and to help
with preparing your tax returns.

Next topic >>
Inventory Management

Pro. The Professional edition of SoapMaker includes a full suite of inventory management features. These
features enable you to:

Track your usage of supplies so you know...
e how much of each is left in stock, and be reminded when it's time to order more
e the value of your stock on hand
e when you purchased each supply lot, and whether it has reached its expiry date

Track your product stock so you know...
e when each batch was made
e the quantities of each product you have in stock, when they are ready to sell, and how many were
sold in a given time frame
the value of your product stock
to whom or where each product was sold
your income and profit
your usage history for any ingredient, showing the date, amount, products made, and customer sales

Create and track payment of customer invoices

Maintain a standard Price List for all your products
e automatically fill in prices when creating a customer invoice

Note: Inventory Management is optional in SoapMaker. If you do not want to use it, you can still:
0 record supply purchases so your recipe costs will be accurate
0 maintain a list of suppliers
O keep a history of purchases
<< Previous topic Next topic >>
The Main window

Menu and Toolbar Commands

The SoapMaker main window contains a menu bar and a toolbar across the top:

Al ScapMaker 3.8,11 Professional Edition - m] =
Eile Edit PBecipes Supplies Products Jools Repgrts Window Help
l | Prefs | IR MyRecipes | J3 MySupplies 31 MyProducts | i) Graph | Bg|  Convert | & Molds  JB Shopping | [Z) Help

The menus provide access to all the major SoapMaker commands. The toolbar provides handy shortcuts
to access elements you will use frequently. Hover your mouse cursor over any button to see a pop-up
description of what the button does. (For a description of each menu command, see theMenus topic.)

Sub-Windows

Other windows can be opened within the main window to perform various tasks. For example, to open the
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Recipe Management Center, click the MyRecipes button on the main toolbar. You will generally have

several windows open at once (e.g. MyRecipes,

one or more Recipe forms and the Qualities graph).

A Srepabe R Paleiong Bivos
il f2r feczes Gepsher Emcoce sl Beepse Wndow Hep

8 Pt | Wy My | B MySusiiies | ) MyPiodacts | a]
[=[8 &
E 4, £ X & 4 @& 0§
lince  Hew  dename elee  Ozen  Bore. Mz Hep
mhrfmﬂm

G e v [ Al st edwes — =] alnpe [T =]

E Ky Pmcrpes

Reci pu Manoguumul Cunlu

Giept | B Comest| B Mok B Hepsien | [7)

Hedz

=
Apeze

o
Lo

Vizwd  Gww Brint... Muce Fabl ke

Todad e Woemphic: LI2 19042 o per 30azhar 8073 Todad sl: 5LV B3

Dakz ¥ HD Dl =
FOLIERG] LI
ML L4 a..
FOLIERG] L
L1 an
FOLIERG] L
ML L4 .43

Aversoe Sere Cacs HAY
Fosrizer of Sacnan bt 1L

Al ke 2L B wn nabpe § o sl S 73 ol 24
n"e.'mur | Radders | Packages e | Faity Aok |{um|mu| b ]

28t pd | ek
RW’-"M fege| Wz
e [Fis s
o [=a=
o [Eis
I

T 13
nm

2

15.4%
AN

Tl Peaicned Seap Duftis
P dnE
K focx B Gnct [f]ocne [y Reot (3] Hep | P0CIS
waboes ot Pkl

Serschwnarh e Sy Baw:

Each sub-window has its own toolbar or
various buttons to control its operation. You
can also access common commands by right-
clicking the mouse to see pop-up context
menus as shown in this example:

If you are no longer using a particular window,
close it by clicking the Il in the upper right
corner.

The following topics in this section will
introduce you to the main SoapMaker
elements.

<< Previous topic Next topic >>

MySupplies Introduction

Ingredients and Packaging

Boss Ol Talsts 1% MNHw S
Peope st o bosed on b 125 purdheses and ray ST Ronbaith atsmade sl dde subes.

Mew Recipe...
(hpen Recipe Meve Redpe(s). ..
MNew Group... Recpe types: ——
(3 My Favorites - [£] cream soap
& e . pe ] Uiwid sozp
[ [8] Gardener’ Delete Recipe [H] Men somp
shaving Mave Recipeis)... 5] Soid somp
Prnt List...

Make Batch...

Help
Clase MyRecipes

MySupplies shows a stocklist of all the ingredients and packaging items you can use in your recipes.

pro With the Pro edition, stock quantity and value are shown for each item you choose to track.

Buttons and menus provide commands for adding new items to the list, recording new shipments or
purchases, and viewing history of purchases and usage.
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Ingredients and Packaging

¥ 0O &£ X & =2 & © @ &N B @&

Wizard ~ Mew.. PRensme Delete  Print..  Export.. Shipment Purchszes Usage FRecipes.. Help Dack
Total Stock Value: £789.94 [~ Shaw anly Show items!
(Based o luteut purchesss. bee OPFTIONS) Traded items & M € withstockremsiing  which nesd replanishing
L-pe.ﬂ.l.ratu'l mmsl Pada;n;ll E!m:}s] Q'Juwsl

/. Hame | InStﬂdtI Value Laut::mmrl Cecomut
| [ amard 200 kg 225400 0032 an
! Mcastor 91.5f0z .23 0,320 _—
| () cocus Butler 0 0,00 0.000
I

wmm Edit (C8-E) |
! Jeve Privrasa 0 0,00 0,000
I e 0 0.00 0.000 [7 Trackusage
I Dard 0 0,00 0.000 Reming me to re-order when

Mcive 10.0 kg 112,50 0.319 1[gal =] remains
1M ouve-Lavender nfsion 0 0.00 0,000 Ml
| @eam 42.7b 5288 B.121 TH———
I rice Eran 0 0.00 £.000 Cocont supply can go
1 [Jsoybean 0 0,00 0,000 here
! D5tearic aod 0 0.00 0,000

More Ois.... Oil= Tatal vakie: $536,16
[Based o laneim purchases. Sea OPTIONS)

Supplies are divided into 4 types:
Base oils: These are the saponifiable oils and fats which form the base of your soap
recipes

Lye and Water: NaOH and KOH lye, and water

Additives: Ingredients such as scents and colors, or anything else which is not a base
oil.

Packaging: Items like bottles, labels, boxes, jars, etc. which you use to package your
products.

Wizard
While you are learning SoapMaker, the pop-out Wizard can guide you through various tasks. To show it,
click the Wizard button on the toolbar. To hide it, click the button again.

Ingredients and Packaging
7 J L X 5 &
| Wizar Mew enarne el Print.. Shipment Furc
Total Value: $635.32  (Based on lsvest puchases, See CPTIONS) [~ ghy
LuMm]Aﬁﬁm]Pm]m|Opﬁmw] =
£ Mame | nStock|  wvae |  Costios
I [castor i20floz B2.57 0.689
| Qcocoa Butter a .00 2.000
coconut .0 53,05 0.204
| [Eve Primrose a .00 0,000
I DHemp ] 0.00 0.000
| T 6.00b 12.00 0.135
Motve .00t 140,37 0.191
! [HoLive Lavender infusian a .00 0181
Faim 5.0 53.33 0.133
| [rice Bran a 0.00 0.000
| [Jsovbean a .00 0,000
| Dsteanc Acd a .00 0.000
More Dils... | Cils Total Value: $3885,33
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Click an appropriate button on the left side of the Wizard pane for help with that task.

For a complete description, see the topic: MySupplies.

<< Previous topic Next topic >>
MyRecipes Introduction

The Recipe Management Center

MyRaecipes lists all your recipes which are stored within SoapMaker’s database. Controls are provided for
creating new recipes, and for opening, renaming or deleting existing recipes.

) My Recipes ro] B )
[~ d . £ X = (i
Dok Mew Rename Delete Open Make., Help
Search
I v ] Y A
3 Archive
#- 5 Bamsic Ol mboes Colapse | Expand
= {2 Redpe Examphes :
i | 2 Fum Shaving =F
5] Cream Scap exa h - S )
H] Hand Lotion exami -Lj
#] Liguid Soap Exampie Move Recioels). .,
.E] Daur-eal_Exfdlamg Redpe types:
5] Fink Lilac
[£] sodium soap

B Potassum soap
[£] Combined lye soap
(] Mo scap

Each recipe belongs to a Recipe Group. You can think of Groups as "folders" and recipes as "documents"
within those folders. You create groups and name them any way you like to help organize your recipes.

MyRecipes provides 2 views, selected by clicking the appropriate tab:

Organize by Group: This view (example above) shows the hierarchy of groups and
recipes. You can create new groups, or rename existing
groups.

To move a recipe to a different group, just drag and drop it
onto the group's folder icon. Or use the Move Recipes button
to move several recipes at once.

View as Sortable List: The list view helps you compare recipe costs.

For a complete description, see the topic: MyRecipes.

<< Previous topic Next topic >>
Recipe Form Introduction

To create a new recipe, or view an existing one, you open a Recipe Form from MyRecipes...

The Recipe form differs somewhat based on the recipe type. This example is a Sodium Soap recipe (made
with Sodium Hydroxide lye):
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i

=] Bay Rum Shaving - Sodium Soap Recipe = B
» ok P sl a
A BH . 5 @ s & W B @
Wizard  Save Copy Print... Export Resize.. Make.. Graph  Full Help
Total Reope 'Weightz 122,87 oz Padaging items: 33 Approodmate Volume: 116.03 floz
Total Mo. of bars: 19.0 Sub-batches: 2 Labor: 40,00 (2 hours at 20,00)
Total Material Cost: 46,50 Cost per 6.0 oz bar(ind labor): 4.45 Cogtpear 50z sample (ind labor): 3,75

L'.ll.-."'.":'ah:r Additives | Packaging etc. | Fatty Acds | Options | Portions | Labor | hotes | 1

Enter ouantity by: Waf | Weight
Ol Hame te a’.rngurq " % | Redpe inoz Cost

_1 | [rad || %oz ~|[475% 309% 38,00 5.94
_2 | [Cocanut || 0w =][mox 6% 20,00 6,23
3 | [paim || 1wmsofer ~][zisx s 17.50 B4
4 || castor || 4@ ~|| s& 37% 4.50 4,55
il g e

Base Oil Totak: 100% B.00 az 25.36

NOTE: Redpe ngredent costs are based on latest purchases. Product cests do not indude labar,
and may also show different costs if made with older supply lots

At the top of the form is a toolbar with several buttons. Hover your mouse cursor over any button to see a
pop-up description of what the button does. The pop-out Wizard will guide you through the process of
creating a new recipe.

At the top, just below the toolbar, is a summary area which displays total weight, cost, etc.

Separate tabs are provided for the different ingredient types, as well as other controls and information
associated with the recipe. Click a tab to view a particular page...

Base Oils The saponifiable fats and oils which form the base of your soap

Lye / Water For soap recipes, the Lye and Water quantities are calculated
automatically from the Base Oils you enter.

Additives All ingredients which are not saponified such as scents and colors.

Packaging etc. Non-ingredient items included with your products, such as wrappers,
labels, and bottles.

Fatty Acids If you are interested in chemistry, this tab lists the fatty acid composition
resulting from the recipe's blend of Base Oils. The Predicted Qualities
shown on the graph are derived from these.

Options This page enables you to select the units you prefer (e.g. ounces or
grams), and other settings. You can set them for this recipe only, or save
them as the default options for all new recipes of the same type.

Labor If desired, you can enter the estimated labor-hours and your labor rate.
This will then show the labor cost per bar/portion made in your Price List
to help you set prices with a satisfactory profit margin.

Notes Here you can record any notes about this recipe.

You enter ingredients by selecting from the drop-down list of available ingredients, or by typing the name.
Before you can use an additive ingredient or packaging item in your recipes, it must be defined in
MySupplies.

Wizard
While you are learning SoapMaker, the pop-out Wizard can guide you through various tasks. To show it,
click the Wizard button on the toolbar. To hide it, click the button again.
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For a complete description of creating a recipe see Creating a Recipe...

<< Previous topic Next topic >>
Qualities Graph Introduction

The Predicted Soap Qualities Graph
For each soap recipe, SoapMaker predicts the following qualities:
O hardness,
0 lather fluffiness, (big bubbles)
O lather stability (creamy and long lasting), and
O moisturizing or conditioning.

The graph displays the qualities of any open recipe. This makes it easy to “test” a new recipe before you
make the soap, and to compare different recipes with each other, and with thebenchmark qualities.
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B pock &5 Pnntl.Scllt 5 Reset [Z) Help

Mouss aver
for values

Values for: Olve Bage

For a complete description of the graph, and interpreting the numbers, see Predicted Soap Qualities.

<< Previous topic

MyProducts Introduction

pro The Product Management Center

Next topic >>

MyProducts lists all the product batches you have made, with their current status. Toolbar buttons are

provided for recording new sales, and viewing various reports.

Product Status and Production History
& Wizard X Delete ) Photos (fh Epont | 2 Prnt. v | ] Recipe | 05 Repeat | @ Repons.. v | Py Invoices | (F]  Help
Mnms&o&nmml—_l I—Bah:h) Recipe: 'Pink Lilac" in Home location
Sale | gl Transfer | B Re-Use | "y Remove Motes >>
ListBatchesby: (" Redpe (% Product Desmiption
Desaipbon: [Swaet Sping Cancsl
e Date made: | 2017-05-10 'I hw w Cured Product
Product Descripbion: |- All Products - -

- | = Total Cost:  $15.67 Sie 1D Tag W '-!“

 Mldates " Lastyear Tnitial Weight: 1158 gz |_ |_m 430z | lwge nes[ s

; . Approx. Yolume: 209.1cuin 10 4.0 4oz medium 0.53 | ]
| 12 Nov 2 e Waste Factor: 2% w [ =9 250z | omal A

| [12mes 2018 I Shaw SubSatches Cure Time: | 30 daye [ l_ 0.0z voo [
—Find Batch Mumber: ™ Consoldate products Ready n: 0 days B E— —

& ﬂ [™ Add tn Sales Register directly Expected Shrirkage: [ 15 % Excess: 0.8 oz Valus:  §10.24

| # Batch| #subBatches | Product Description | Recipe |patermo | Resdy | Made|  Gone| Left| ~
5] 1 2 Smaoth Shave Bay Rum Shaying 2017-05-10 Yes 32 16 16
) I O S
5] 3 1 Catmeal Exfolating Oatmenl Extoliating 2018-02-03 23days 3 1l 12
] 4 1 Datmeal Exfoiating Oatmesl Exfoliating 2018-04-03 23 days 23 . n o,

Total Batches: 5 Total Value: §33.68 Totals: 131 1

Humber shown: 5

Below the main toolbar there are 3 main areas in MyProducts:

1. At the bottom is the Batch List, which shows summary information and status of each product batch
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you have made, and totals for the list.

2. At the upper left are Selection Criteria which determine which batches are displayed in the list. You
can view batches made with a particular recipe, with all recipes in a particular group, or all recipes in
all groups. Or you can choose to view batches by Product Descriptive name instead of by recipe hame.
You can also restrict the list to only batches within a certaindate range, and show only batches with
some unsold stock.

3. When you select a batch in the list, the Batch details are shown in the upper right area. You can use
the buttons here to record sales, or to make changes to the batch details or notes by clicking the Edit
button.

Wizard

While you are learning SoapMaker, the pop-out Wizard can guide you through various tasks. To show it,
click the Wizard button on the toolbar. To hide it, click the button again.

ol My Products
Product Status and Production History
Select a task, and I guide you step _ o = . . P
Start |y step. I youdontneed myhelp, | % Wizard, X &) Photos | & Print., v | [ u =
R Ln-cick the WIZARD bufton. chow Batctl... (% by Recipe " by Product Descriplion Fos biatch selected
Sep | For information about making Redpe Group: (5 Redpe Name: | Descriptian:
| betches, cick this ink:
e R Darte: made: lﬁ
Ligt Making & Batch. .. Bay Rum Shaving
& Al dates Cream Soap examphe Total Cost:
_— Hand Lation exampls : :
Edit Batch T et g | el Wheiche:
Details ™ Last year Liquid Soap Examphs Aporoed., Volume:
Clatmeal Exfolating Waste Factor:
—_— Ofve Base I
Record — : Dlive-Cocoa Base Cure T days
Product } = | Pink Lilac T Ready in;
Sales A \ ."I j# Showorlybatches  — Show orly batches with  — Consaldste | Expected Shrinkage:
‘ with remaining stade e asapeiated redpe praducts
Fistary | # Batch | Prodhct Desription Recpe | pate vmD | Ready | miac
5] 1 Gardener s Saub Oatmeal Exfo 20130204 Yes
5] 2 Soubby Clean Oatmeal Exfo... 2013-03-12 Yes
Invoices |5 3 Smoath Shaws Bay Rum Sha... 20130401 13 days
| 5] 4 PinkLiac Pirik Lilsc 0130418 30 days
Rt
'“'i"tll rumber of Batches: 4 Total valie: $103.31 Tatals:

For a complete description see MyProducts.

<< Previous topic Next topic >>
Menus

The Main Menus

The main SoapMaker window contains a menu bar at the top, which provides access to all the main
commands.

o Soaphdaker 3,811 Professional Edition - m} i
Eile Edit PBecipes 3Supplies Products Tools Reports Window Help
5 | Prefs | Wy MyRecipes | I8 MySupplies | N MyProducts | fiu] Graph | Bg|  Convernt | & Molds | JB  Shopping Help

This is a complete list of the available commands under each menu:

File Menu

New Recipe - Opens the New Recipe dialog so you can select the type of recipe you want to create.
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Open Recipe - Opens MyRecipes so you can select a recipe to open.

Save - This menu item is available whenever you are working in a window which has a Save button or
command.

Save Recipe As... - Save a copy of the current recipe with a different name.

Import/Export Recipe... You can export a recipe as a text file, which can then be imported by another
SoapMaker user.

Export... - This menu item is available whenever you are working in a window which has an Export
function.

Backup Data and Shut down - Makes a backup copy of your database, then closes the program.
Backup Data and Restart - Makes a backup copy of your database, then restarts the program.

Restore Data - Replaces the current database with a saved backup copy.

Database... Provides access to the following special commands for managing your database:
Compact & Repair Database - Use this if you suspect database problems. (more info...)

pro Move/Share Data - Enables you to move your database to a public location for sharing with
another user or computer.

Import Database from Version 2 - Use this once if you are updating from SoapMaker 2.x
Clear Database - Use this once to remove sample data before entering your own.

Revert to Samples - Replace all data with the sample data that was originally installed with the
program.

Print... - This menu item is available whenever you are working in a window which has a Print command.

Printer Setup - Override your system default printer setting to select a different printer or page size
before printing, or to change from portrait to mode (may be needed for wide reports).

Recent Recipes - The 4 most recently open Recipes are listed here for easy access.

Close Window - Closes the currently active (frontmost) sub-window you are working on.

Exit - Closes the SoapMaker program.

Edit Menu
Cut - Removes the selected text and places it on the clipboard.
Copy - Copies the selected text and places it on the clipboard.

Paste - Inserts text from the clipboard.

Recipes Menu
Show/Hide MyRecipes - Opens or closes MyRecipes
Show/Hide Qualities Graph - Opens or closes the Qualities Graph

Update Recipes... - Updates any recipes requiring it to reflect the latest supply costs



Open a Copy - Opens a copy of the recipe you are working on.

Resize Recipe... - Opens the Resize Recipe dialog.

Add to/Remove from Graph - The current recipe is added to (or removed from ) the Qualities Graph.
Set as Benchmark - Use the current recipe's quality numbers for the graph benchmark.

Full Screen - Check this to switch the currently open recipe to Full Screen mode instead of tabbed pages.

Pro Make a Batch... Make a new batch of products with the current recipe.

Supplies Menu

Show/Hide MySupplies - Opens or closes MySupplies

Record New Purchase... Opens the New Supply Purchase form.

Supplier List - Opens the Suppliers List

Merge Oils - Merge a custom oil with one of the standard oils provided with SoapMaker

Pro Blends...
New Blend Formula - Open a new blank Blend form ready to create a new blended ingredient
Open Blend Formula - Open the formula for the currently selected blend in MySupplies stocklist

Make Blend or Infusion - Make more of the selected blended ingredient

pro Products Menu

Show/Hide MyProducts - Opens or closes MyProducts

Record Sales/Create Invoice - Opens the Sales Register/Invoice form
Customers and Venues - Opens the Customers and Venues list

Price List - Opens the Price List for editing or printing

Tools Menu

Preferences - Opens the MyPreferences dialog

Conversion Calculator - Opens the Units Conversion calculator
Show/Hide MyMolds - Opens or closes your List of Molds
Compare Oil Qualities - Opens the Base Qil Qualities list

Pro Shopping List - Opens the Shopping List planning tool

Pro Product Photos... - Opens the Product Photo for the selected batch

Reports Menu
Supply Orders Report - Opens the list of Supply Orders

List of All Purchases - Opens the All Purchases list



Purchase History for Selected Item - Opens the Purchase History report

Pro Usage History for Selected Item - Opens the Supply Usage report

Sales History (all Batches) - Opens the Sales History report

Supply Lots Used - Opens the Supply Lots Used for Batch report

Invoices and Venue Sales Records - Opens the list of Sales Registers and Invoices
Pro Tax and Income Summary - Opens the Tax and Income Summary report

Window Menu

Arrange Icons - If you have minimized sub-windows within the SoapMaker main window, this command
will arrange them along the bottom edge of the main window.

List of open Sub-Windows - All currently open sub-windows are listed here. The currently active
(frontmost) window has a checkmark beside it. You can make any window active (bring it to the
front) by selecting it here.

Help Menu

Users Manual - Opens the Users Manual at the topic 'Document Organization'.

Frequently Asked Questions - Opens the manual at the 'Q and A' section

Tip of the Day - Displays the next daily tip.

Online Support - Opens your default browser and connects to the SoapMaker website 'Support' page.
Check for Updates - Checks online to see whether there is a more recent version available

View Release Notes - Displays the latest update release notes describing recent changes to SoapMaker
About SoapMaker... - Displays information about your SoapMaker version and registration.

Upgrade to Professional edition... - (Appears only with the Lite edition)

<< Previous topic Next topic >>
Customizing SoapMaker

Customize SoapMaker by setting your preferred options in MyPreferences.

Several tabs are provided for different settings, including a tab for each recipe type. Shown here is the
"Solid Soap" tab.
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<A My Preferences and Settings b4

Pnragsiu-n saap | Combined lya Sosp | Mon-soap | Blends | Production & Tawes |

Hew Sodium Scap Redpes (MNaOH he)

) Sub-batch Porbons
ult Units: If you make dfferent szed redpes, vou can seta
Input units for ingredients: |oz - single default number of portions OR & default

partion size - B other will be caloulated for you.

Water Valume urits: |oups -

Foecipe Volume units: m Flumber of far Sz Linis: oz —
Caleulated Wieight urits: [oz - Hars s Tog
1: | [ 5az [ regular
‘Weigh scale precision: 0.01 oz 2 | [ oz |
(move sider to set) | ’
' ) 3 | [ az [
Lye (NaCH) Discount: [ & % % | [ o |
Waste and Shrinkage Specily W ates Amount by
Waste allowance: 2% # Discount from suggested Water
Expected water loss during processing: 0 g ™ Lye Selution Strength Discount:
Expected shrinkage durng cure: [~ 15 5% ™ Water/Lys Ralia 0%
Pre-mxed bye  (MaOH)
[T Use pre-mixed lye
Al Sodum Soap Reopes
Maedmum number of... Cays needed to cune; |30
Qis: | 14 ) [—5 {for cost
additives: [ 20 e - comparisor)

Packaging items: [ 18 Suggested Fragrance amount: | 0.5 [ozper b _v) EEgB::mt

ﬁ | gancel |

The settings you make here provide the default options when you open a recipe. You can override them in
a particular recipe, or change the default preferences from within the recipe form.

For a complete description, see MyPreferences.

<< Previous topic Next topic >>
Explore

Explore and Learn

This completes the Getting Started section.
Now you can explore the many features of SoapMaker 3 using the examples included.

IMPORTANT: When you are ready to begin entering your own ingredient data, recipes, and products, see
the topic Initial Setup for step-by-step instructions to enter your data in the correct sequence - this will
avoid problems later.

While you are learning how to use the program, remember that you can...
e hover over a button or tab to see a pop-up description of its function
e use the pop-out Wizards on major windows for guidance

e clickany 2 button to get Help with the current task

e find Help topics using:
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O the Help Contents
0 the Help Index of keywords
0 Search for any word or phrase

e access the SoapMaker website knowledge base.

<< Previous topic Initial Setup: Entering your data >>
Management centers

Most of your activity with SoapMaker revolves around the 3Management Centers:
MySupplies, MyRecipes and [Pro MyProducts...

Add MNew [tems

Supply Imventory
Ingredient Costs
Other Expenses
FPurchase History
Supeplier List

Record
Purchaszes

[ e P oo
ol ey e o e
“

[T} ar

Custom
Blends
and
Infusions

Batch Details |
Frice List I

Customer List
Supply Lots used

Sales History
Tax & Income re port

Fro edition
| features:

L = = = = —_— e e e o e e

For a complete description of each Management Center see:
MySupplies
MyRecipes
MyProducts
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MySupplies

Ingredients and Packaging - Overview

MySupplies shows a stocklist of all your ingredients and packaging items, and provides commands for
adding new items to the list and recording new shipments or purchases. Before you can record supply
purchases or create recipes, you need to define your ingredients in MySupplies - for help with this, see the

topic_Defining Supply Items...

To open MySupplies, or bring it to the front if it's already open, click theMySupplies button on the main
toolbar.

At the top of the MySupplies window is a toolbar with buttons for all the commands related to your
supplies.

You can move MySupplies by dragging the top. You can resize it by dragging a corner or edge. SoapMaker
will remember the size and location the next time you open it. Click theDock button to position it in the
upper right corner of the main window.

Pro The current total value of all your stock of supplies is shown below the toolbar. You have the option to
base your stock value either on the current market value (based on your latest purchase of each type),
or on the actual cost paid for each lot purchased.

i -
1B My Supplies =]-&
; J £ X & a © @ o @ [~
‘Wizard Mew..  Fename  Delete Print... Export.. Shipment Purchazes Lkage Recipes..  Help Dack
Total Stock ¥Walue: £780.04 r Shaw anly Show items:
(Bassd on lstest purchases. bes OPTIONS] Traded items & Al " withstockremaning { which need replenishing

Lye/water | Additives | Packaging | Bends | Options |

. Name | in stk vahe | Last Costjor Cocenl
Mamand 200 kg 225,00 0,032
Mcastor 51.5f 0z 6.2 0.320 g |

Tabs
Supplies are divided into 4 types. Clicking the appropriate tab shows the stocklist for a particular supply
type (Click a supply type name in the following table for more information):

Base oils: These are the saponifiable oils and fats which form the base of your
soap recipes

Lye and Water: NaOH and KOH lye, and water

Additives: Ingredients such as scents and colorants, or anything else which is not a
base ail.
Packaging: Items like bottles, labels, boxes, jars, etc. which you use to package

your products.
There are also tabs for creating and managing Blends, and for setting Options.
Commands

To access the various commands available in My Supplies, either select a stocklist item and click the
appropriate toolbar button, or right-click and select a command from the pop-up menu.

The following commands are available from the toolbar:

Delete Permanently delete the selected item. Any purchase records for this item will
also be deleted.

Note: You will not be allowed to delete an item if it is used by any saved
recipes, unless you first delete the affected recipes.
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Dock Place MySupplies window on the right side of the main window, and expand
down to use available space.

Export Pro Exports the entire stocklist as a CSV text file which can be imported to a
spreadsheet or accounting program. You have the option to export a
summary list like that displayed, or a detailed list showing all purchase
records with stock remaining. The detailed list includes supplier name,
purchase dates, lot numbers and expiry dates. (For more information, see the

topic Exporting reports.)
Help Opens the appropriate Help page.
New Create a new item which can be used in recipes, and tracked in MySupplies.

Print Print the displayed list, all 4 stocklists, or a list of all purchased lots with stock
remaining

Purchases Display history of all purchases of the selected item. (For a blended
ingredient, the 'Production History' will show batches made from this blend
formula. Pro’)

Recipes Display a list of all saved recipes which use the selected item.
Rename Allows you to edit the name of a supply item (or an additive category).
Shipment Record Purchases of new supplies (or make a new blend batch Pro')

Usage Pro List product batches made with the selected item, showing the date, product
made, and quantity used.

Wizard Provides step by step guidance with common tasks.

Additional commands are available from the main Supplies and Files menus, or from pop-up menus:

Supplier List You can maintain a list of suppliers with contact information.

Merge Oils If you have previously created a custom oil, but SoapMaker now
includes a standard version of the same oil, you can merge all the
existing data from your custom oil into the standard one, and
dispense with the custom oil.

Supply Orders Displays a list of all supply orders you have recorded, showing the
Report contents of each.

Blends New Blend Formula - Create a new blend on any page of
Pro MySupplies.

Open Blend Formula - Open the formula for a selected blended oil
or additive.

Make Blend or Infusion... - Make more of the selected blend.

Item Specifications
Each supply item has specifications that are displayed beside the list when the item is selected.



I

0

b
¥

Lavender EO

Edit {CH-E)
Spexific
Gravity J |
IMET name:
[Lava
-

Remind me to re-order when

[ 10 [for =] remains

In this example, Lavender Essential Oil is selected, and you see:
e the Specific Gravity
e the INCI name
e that it's inventory is being Tracked 'Pro
[ ]

A low stock icon will be shown when the remaining stock is less than 10

fluid ounces 'Pro
o There are Notes saved about this item

Gravity: 0.83 @

INCI name:

[Larvandula Angustifolia

[ Trackusage

Remind me to re-order when

To make changes to any of these specifications, click theEdit button or press [ 10 [foz =] remains

Ctrl-E on your keyboard - the specifications area will be highlighted as shown
here. If you change any values, the Save button will be enabled.

MNotes:

Motes about Lavender
can go here, ..

You can click the Save button to save your changes, or Cancel if you decide not
to change anything - this will restore the previous values.

If you are unsure about specific gravity, click the ? button for help.

Note: While you are editing an item's specifications, all other controls (except the
HELP button) are disabled.

pro Tracking Usage

For each supply item, you can choose whether you want totrack

usage. If you check this box, then MySupplies will display the Stock
quantity and its value, and each time you make a batch with a recipe
which includes this ingredient, the In Stock quantity will be adjusted |
to reflect the amount used. When you purchase more, the quantity

will be increased to include the new purchase.

[ Track usage
Remind me to re-order when

5 |||;. ﬂ remains

Note: if you have any stock in your inventory, track usage is automatically turned on - you cannot turn it
off unless there is no stock. To provide an untracked item with a unit cost, record a purchase and mark it
Not for Business.

If desired, you can enter a quantity which will trigger an indication when stock falls below that value. This
indicator is a special icon shown at the left of the stocklist, and in theNew Batch dialog.

Icons displayed beside each item provide a quick indication of the status of that item's stock similar to this:

1] Stock remaining is still above the "re-order" threshold you have set (or zero if



none set)

IQ Stock is getting low - shows if you have set a non-zero threshold, and stock
' has dropped to that value.
0 No Stock remaining!
3 This item is not being tracked. No stock quantity or value is shown. A unit cost

will show if you have recorded a purchase marked Not for Inventory.

Expired! Some of this stock has passed it's expiry date. You can set your
IR preference to see this warning any number of days before the expiry date is
reached - see MyPreferences.

For further details, see the topic for each supply type.

pro Display Options

Showe anly Show itemes!
Traded items

Ml O with stock remaining ™ which need replenshing!

lends | Cotiors

You can choose to display only Tracked items or all items whether tracked or not.

In addition, you can restrict the display to:

e jtems which need replenishing (i.e. the In Stock quantity is less than or equal to the threshold quantity
you have entered), or

e jtems with stock remaining in inventory

Note: The Total Stock Value amounts for each supply type, and for your entire stock, will always include
the value of all tracked items, whether the items are displayed or not.

Notes Area

For each stock item in MySupplies, you can record notes about that ingredient. Just click the item to select
it, then click in the Notes area and type whatever you want.

Shortcuts

Double-click an item in a stocklist to open the New Supply Purchase form and record a new shipment of
supplies or a single purchase. (For blended ingredients, double-clicking will open the blend formula so you
can use the Make Blend command to make a new batch.)

Keyboard Action
shortcut
Ctrl-T Move to the next main Tab (Base Oil, Lye/Water, Additives, etc.)

Ctrl-Shift-T  On the Additives or Packaging tab, switches between Organize by Category
view and Sortable List view.

Up/Down Move up or down within the displayed list.
arrows

Left/Right Expand or collapse a category in the Organize by Category view.



Keyboard Action
shortcut

arrows
Ctrl-E Start editing an item's specifications (e.g. Notes, SG value, tracking options)
TAB Move to the next input field
Ctrl-S Save changes made to an item's specifications
ESC Cancel changes and exit the Edit mode
To close MySupplies, click the I in the upper right corner, or select Hide MySupplies from the main

Supplies menu.

More Information
For a description of each Tab on MySupplies see:

Base Qils

Lye and Water
Additives

Packaging
Blends

Options

Related Topics
Initial Setup
Recording Purchases
Supplies Audit
Purchase History
Suppliers List
Supply Orders Report

Base Oils

In SoapMaker, the term Base Oils refers to the saponifiable oils and fats which form the base of your soap
recipes. The Base Oils tab displays a stocklist of all the oils you use in your recipes. You can add any oils you
want to this list.

Base Oils Stocklist

The Base Oils stocklist shows the:
e Name of each ol
e Last Cost (e.g. $/0z). This is always based on your most recent purchase of each item in whatever
units you select on the Options tab.
e [pPro In Stock quantity in your inventory.
e [pPro Value of that stock quantity. You can choose whether to show stock values based on either:
O 'current market value' (i.e. your most recent purchase of each item), or
0 actual costs of each lot purchased (See Options for choosing stock value method.)
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1M My Supplies (=] B [k
# A & X & @ © @ @ @ =
‘Wizard Mew..  Fename  Delete Print..  Export.. Shipment Purchases Usage FRecipes.. Help Dock
Total Stock Yalue: $789.54 [ Show anly Show itemes:
(Based on st purthases. bee OFTIONS] Tradkeditems | & a1 € pithstockremsiing " which need replenishing
L-pe.flh'ater] .ﬂ.ddm-u] Padca-:nu] Blends | qmuns]
4 MName | 105wk vahe | Last Costoe | Coconut
[ amard 200 kg 225400 0032 an
Mcastor a1 EH-:Iz .23 0,320 Pmpm'eg
| () cocus Butler 0,00 0.000
Wmm e |
! DE.-'E PriTrage 0,00 0,000
0,00 0,000 ¥ Treck umage
| |:|L.:r|:| -:I 0.00 0.000 Remind me to re-order when
Mcive 10.0 kg 112,50 0.319 1[gal =] remains
| [§ouve-Lavender nfsion 0 0.00 0,000 o
MFaim 42.7h 8288 n.121 T E———
| QJriice Bran 0 0,00 0.000 rocant supply cen go
| Jseybean a 0,00 0.000 here B
! D5tearic aod 0 0.00 0,000
More Ois... Oils Tatal Value: $536, 16
[Based o lanasr purchasss, Ses DPTIDNS)

To sort the list, click on a column header. For example to sort by value, click the Value header. Click
again to sort in the reverse order.

Commands
Click the Properties button to open the Qil Properties window for the selected oil.

SoapMaker comes with more than 80 oils from which you can choose your favorites to use in recipes and
track in MySupplies. Click the More Qils button at the bottom of the window to open the Favorite Qils
window and select additional oils from the standard ones included with SoapMaker.

You can also create your own custom oil by clickingNew on the toolbar. You will be asked to provide the
properties, or copy them from a similar standard oil.

For a list of other available commands, see My Supplies - Overview

pro Inventory Tracking

If an oil's Track Usage box is checked, SoapMaker adjusts the oil's stock quantity whenever youmake a
batch using a recipe with that oil. You can also enter a threshold amount which will trigger a reminder to
order more when your stock gets low. You can enter notes for each item.

Icons at the left of each oil in the list indicate the current status. (Icons with a little "C" indicate this is a
custom oil you have created, not a standard oil included with SoapMaker. Icons with a "B" indicate this is
a blended ingredient with a related formula in the Blends list.)

| |l Stock remaining is still above the "re-order" threshold
QE's Stock is getting low - it may be time to order more.
IHELE No Stock remaining!
R This s'Fandard or custom oil is not being tracked. No stock quantity or
- value is shown.
IR One or more lots in this oil's stock are past the expiry date.

Below the list is the total value of all your oils is stock. (Note: If there are oils with stock remaining which
are not in your Favorites list (i.e. not showing in MySupplies), their value will not be included in the total.

<< Previous topic Next topic >>
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Oil Properties

The Oil Properties window displays all the properties of a selected Base Oil.

To open Oil Properties, select a Base Oil in MySupplies, and click the Properties button...

1H My Supplies [=] B [
Ingredients and Packaging
3 & X z - & 10 - T @ =
‘Wizard Mew..  Rename  Delete Print...  Export.. Shipment Purchases LUsage Recipes.. Help Doack
Total Stock Value: £789.94 [ Shawe anly Show items:
(Based on letest purthases. See OPTIONS] Tracked [tems = M withstockremaning ¢ which need replenishing

L'pe.flh'ater] .ﬂ.dduvs] Pad:a-;lnn] Blends | Cumns]

/. Name | insinek] value | Last Coatjne | Coconut
[amard 200 kg 225,400 0032
Dcasior 41.5 Aoz 79,73 B,320 r
| (] cocne Butter (] 0,90 0,000 Propertes
[ P —— n n.nn om0

The Qil Properties window will open, and SoapMaker will attempt to locate it adjacent to the MySupplies
window if there is room available.

 Properties of ‘Coconut’ ==
() Thisis & standard ol included with the SaepMaker program. @
Yau can override the preset properties by dicking the Edit A
butten, of revert badk to preset values by didking the Revert
psen: — l— Fatty Acids:
Spedfic Grawity: [— Capric (C0) [_ -
fodoes [ 5 Capric {C10) [ 5.0 %
Lauric {£12) [F0 %
Relative Qualities Myristic {C14) [ 155 %
F Faimitic {C16) [ 5.0 %
o Stearic {c18) [ 25 %
Hardness: [ 72 Oteic (C18:1) [ 5.0 %
Fluffy lather: [ 5.5 Unoleic (C18:2) [ 2.5 %
Stable lather: [ 0.7 Linolenic (C18:3) [ 0.0 %
Moisturizing: l_ Rionaoleic (C13:4) [_ %
INCI neme: [Cocos nuifiera
Edt QJ |
[_pever 7Y

Click the Edit button if you want to make any changes (it changes to Save). When finished editing, click
Save, or Cancel if you change your mind.

You can leave the Properties window open and select a different oil in MySupplies to display its
properties.
Standard or Custom Oil?

If this is a standard oil (included with the SoapMaker program), and you have made changes in the past,
you have the option to click the Revert button. This will change all the property values back to the factory
values originally provided.

If this is a custom oil you have entered, you can
copy all the properties from a standard oil by
selecting one from the list and clicking Copy
Properties.

Copy properties from:

| Cancel | —Selectan Gl - =

\nﬂ'mﬁﬂ
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Properties Summary
The key properties which are needed in order to use an oil in recipes are:

® SAP value - Used to calculate the amount of lye needed to saponify this oil

e Specific Gravity - Needed for accurate conversion between weight and volume units

The Relative Qualities of each oil are used to calculate its contribution to the overallpredicted gualities
of soap recipes. You can choose to either have these quality numbersCalculated (the default), or you can
choose Manual and enter them yourself.

The quality calculation algorithm uses the Fatty Acid composition of the oil, as well as the SAP value
and Iodine value.

The standard oil properties supplied with SoapMaker are averages from a variety of industry sources. If
you have specific data for a particular oil you use which differs from the standard values, you can edit
them here.

Caution: Industry sources specify SAP values in different ways. Before changing SAP values, be sure you
understand SoapMaker's requirements. See Understanding SAP Values for more information.

Window Management & Shortcuts

The Oil Properties window is intended as an adjunct to MySupplies. If one window partially obscures the
other, you can move either by dragging its top.

Any Base Oil selected in the MySupplies list will have its properties displayed without having to close and
re-open the Qil Properties window.

Ctrl-S: Save changes

To close the Oil Properties window, click the [l in the upper right corner, or select Close Window from
the main File menu.

Related Topics
Understanding SAP value
Specific Gravity

Predicted Soap Qualities
INCI Names

<< Previous topic Next topic >>
Favorite Oils

SoapMaker includes the properties for more than 80 Base Qils used in soap making. To avoid long unwieldy
lists when creating recipes, or tracking supplies inventory, you can select the subset of standard oils which
you actually use to include in your Favorites list.

Only your favorite oils will appear in the MySupplies Base Qil list, and in Recipe Form drop-down lists.

You can add more oils to your favorites, or remove ones you don't use at any time.

To open Favorite Oils , select the +More Oils... item from any Oil Name drop-down list on a Recipe Form,
or click the More Qils button on the MySupplies Base Qil tab.
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Check any oils you want to include, and uncheck any you want to hide. Then click Save Changes.

Note: You can also add oils to your favorites from theBase Oil Qualities table. To open it, select Compare

Oil Qualities under the main Tools menu.

Merge QOils

<< Previous topic

Next topic >>

If you have previously created a custom oil, but SoapMaker now includes a standard version of the same
oil, you can merge all the existing data from your custom oil into the standard one, and dispense with the
custom oil.

(Note: Before merging an oil, any open recipes using the custom oil should be saved and closed.)

To merge oils, select your custom oil in the Base Oils list of MySupplies, and choose Merge Oils... from
the main Supplies menu. You will be asked to select the standard oil with which you want to merge your
custom oil.

When you click OK...

Any purchase records for the custom oil are moved to the standard oil's records (possibly changing

the value and quantity of remaining stock).

Any saved recipes containing the custom oil are changed to show the standard oil instead. If the
standard oil's SAP value or specific gravity are different from the custom oil's, affected recipes may
then show slightly different quantities of lye and water, or different total weight or volume. Costs may
also change if there was a more recent purchase record for the standard oil than for the custom oil.

The custom oil is permanently deleted from the database.

Lye and Water

The Lye/Water stocklist includes water, and both kinds of lye (Sodium Hydroxide - NaOH, and Potassium
Hydroxide - KOH). These are ingredients automatically included in soap recipes. Water can also be used in
non soap recipes.

Lye/Water Stocklist
The stocklist shows the:

o Name of each item
e Last Cost (e.g. $/0z). This is always based on your most recent purchase of each item.

pro In Stock quantity remaining in stock.

pro Value of that stock quantity. You can choose whether to show stock values based on either:
‘current market value' (i.e. your most recent purchase of each item), or
actual costs of each lot purchased (See Options for choosing stock value method.)

o)
0]
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1M My Supplies (=] 5 [
Ingredients and Packaging
> ] = X = - & i - &y @ [
\Wizard M ri L Prindt... Export.. Shipment Purchases Lisage Recipes... Help Dock
Total Stock Value: §511.78 r Shaw anly Show items:
(Based o latest purchises. See OPTIONS] Tradoed items @ Al withstockremsinng (" which need replenishing
2onr QI oo s o s
/. Mame | LnS'I.odel value | Lastoosyee | [WBter
HLye (oH 0,00 0.000 Edit {CH-E)
MLy pecH) 12, u b 33,60 0.175
R S ) B oy [ 1o
TRCT niames:
[Aguz
¥ Iradcusage
Remingd me Lo ra-order when
1 |qa - I remains
Motes:
Distiled Water,
(See Lis=rs Manual re:
lao waler vs. distilled)
Tatal Walue of Lye and Water: §47,50
(Based an e puerchases. Sse OPTIONS) .

For a list of available commands, see My Supplies - Overview

Distilled Water or Tap Water?

If you usually purchase distilled water for use in soapmaking, then use the Water item in this list to track
your distilled water stock. (If you also use tap water in some recipes, create an additive called "tap water".)

If you usually use tap water in your soap, uncheck the Track Usage box since you do not have a water
"inventory". Click the Shipment button to record a single "purchase" of tap water to reflect the unit cost you
pay for water, and be sure to mark it Not for Inventory. (If you also use distilled water in some recipes,
you can create an additive called "distilled water".)

For more information, see the topic Distilled vs. Tap Water...

pro Inventory Tracking

If an ingredient's Track Usage box is checked, SoapMaker adjusts the stock quantity whenever you make
a batch using a recipe with that ingredient. You can also enter athreshold amount which will trigger a
reminder to order more when your stock gets low. You can enter notes for each item.

Icons at the left of each item in the list indicate the current status:

(I | Stock remaining is still above the "re-order" threshold

Il | Stock is getting low - it may be time to order more.

Il | No Stock remaining!
This item is not being tracked. No stock quantity or value is shown.
I® | One or more lots in this item's stock are past the expiry date.

Below the list is the total value of your lye and water stock.
Specific Gravity

The specific gravity water is pre-set in SoapMaker and cannot be changed. The values for lye are also pre-
set and changing them is not recommended!
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INCI Name
The INCI names of lye and water are pre-set in SoapMaker.

<< Previous topic Next topic >>
Pre-Mixed Lye

Tracking Pre-Mixed Lye in MySupplies

There is no "pre-mixed" lye ingredient on MySupplies, so if you pre-mix quantities of lye solution, then the
inventory of dry lye and water must be tracked separately.

When you Make a Batch with a recipe using pre-mixed lye, your inventory of both Lye and Water (ifTrack
Usage is checked) will be deducted to reflect the amount of pre-mixed lye in your recipe.

Purchasing Pre-Mixed Lye

If you purchase lye in liquid form (already pre-mixed), then when you record the purchase you need to
separate the quantities of lye and water, and if you normally pay for and track water usage, you will also
need to split the pre-mix purchase price accordingly. For accuracy, specify the quantities inweight units,
not volume.

To convert from a solution strength to a ratio of weights, use this formula:
Lye Weight = Solution Strength x Total Weight

For example if you purchase 30 Ibs of 33% lye solution, then the proportions by weight are:
Lye Weight = 33% x30=101b
Water Weight = 67% x 30 = 20 Ib

Record the lye solution purchase as follows...

e If you do not track water usage, then record the total purchase price for lye, but specify the lye
quantity as 10 Ibs. (33% of the total).

e If you do track water usage, then record the water purchase quantity as 20 Ibs, and the price as your
usual price for that amount of water. Record the lye purchase quantity as 10 Ibs, and the lye price as
the total solution price minus the water portion.

Caution!

It is important to store your pre-mixed lye solution tightly covered to prevent water evaporation which
would increase the solution strength. If you use pre-mixed lye in a recipe and the actual lye:water ratio is
higher than that specified in the recipe, your soap will have excess lye.

<< Previous topic Next topic >>
Additives

In SoapMaker, the term Additives refers to all other ingredients besides Base Oils, and Lye or water.
Additives include any non-saponifiable ingredients you can use in soap recipes or non soap recipes.

Since you may have many different kinds of Additives, they are organized into Categories for ease of
entering them in recipes. You create your own Categories and Additive names. SoapMaker comes with a
few examples which you can use or delete. You can create new Categories or rename existing Categories,
and easily organize your Additives as you wish.

Two Views
MySupplies provides 2 views for Additives, selected by clicking the appropriate tab:
Organize by Category:
This view shows the hierarchy of Categories and Additives, which can be expanded or collapsed by double-



clicking a Category name, clicking the/ + or = signs, using the keyboard left/right arrows, or using the
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Collapse and Expand buttons. You can create new Categories, or rename existing Categories.

14 My supplies (=] & (el
Ingredients and Packaging
J 3 X 3 ) - & i (G ) =
‘Wizard Mew... narme  Delete Print..  Export.. Shipment i = Recipes, Help Dock
Total Stuck Value: $511.78 [~ Shaw anly
(Bassd on ltest purchemes. Sas OPTIONS) Traded items
Base Cils | Lye Wwiater Mﬁﬁ'-'E Packagng | Blends | Options |
Search 1 Ma selection
B = s ¥ " s
2y Hends Spesfie
-2y Calor E ity El
|: IEI E Collapse Grawity:
Eé—' MET name:
by |- @] Clary Sage EO |
i @) Lavender EO
! | @] Patchaull EO =3 I Track uzage
! ﬂ'l Rosemary EQ Mew Categary... Bemind me to re-order when
53 PO - = !
Ifl = Herbs I rEmains
B2 Misc & Motes:
Move Additives. ..

To move an Additive to a different Category, just drag and drop it onto the Category's folder icon. Or use
the Move Additives button to move several Additives at once.

View as Sortable List:
Select the Category (or "All Categories") from the drop-down list.

M My Supplies = B eS|
A _ & X & =) - & @ &y @ =

\Wizard Mew.. Rename  Delete Print..  Expert. Shipment Purchases LUsage Recipes.. Help Dack
Total Stock Vale: §511.78 [ Shaw arly Shiow iteems:
{Eased on nen purchases. See OPTIONS] Tradoed items

o Al withstockremaining ¢ which need replenishing

Base Cils | Lys/Water Addﬂw'f- Packaging | Blends | Cptions |

(Based on lanem purchases.

Total additives kated:

Value of Additves in Categary EO0: 58470
. Sea OPTIONS)

4

Search
Organize by Category K Ctd | &) ¥
Show additves in Categeey: [E0 =]
£ Hame | nstock | Vo | Last Costjor |
_ul.'.lun' Sage ED 100 mi 3200 11.655
| QLavender EQ 20,0 3,97 §.318
| (Patcheuk ED 45.0ml 5.0 15.357
Drosemary EQ maom 18,13 15.435

Laender EQ

Edit [CH-E) |
Spedific =
aravity: | 02 )]
THCT nisme:
|Lavandula Angustifolia
FF Iradkusage
Bemird me ko re-ordes when
i [fiez = | remains
PMotes:

Miotes about Lavendar
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The stocklist view shows the:
e Name of each item

e Last Cost (e.g. $/0z). This is always based on your most recent purchase of each item.
e [pro In Stock quantity remaining in stock.
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e [pPro Value of that stock quantity. You can choose whether to show stock values based on either:
0 'current market value' (i.e. your most recent purchase of each item), or
0 actual costs of each lot purchased (See Options for choosing stock value method.)

To sort the list, click on a column header. For example to sort by value, click the Value header. Click
again to sort in the reverse order.

Below the list, you can see the total number of names listed, and their total value.

Search Box
To find a particular additive quickly, just start typing any part of its name in the Search box. To clear the
search, click the X next to the box.

pro Inventory Tracking
If an Additive ingredient's Track Usage box is checked, SoapMaker adjusts the stock quantity whenever
you make a batch using a recipe with that ingredient. You can also enter athreshold amount which will
trigger a reminder to order more when your stock gets low. You can enter notes for each item.

if you don't want to track stock of an item (e.g. herbs from your garden) but want it to have a cost
showing in recipes and products, record a 'purchase’ of any quantity to set the unit cost, and be sure to
mark it Not for Business on the purchase form - this will keep it from being treated as inventory.

Icons at the left of each item in the list indicate the current status. (Icons with a "B" indicate this is a
blended ingredient with a related formula in the Blends list.)

0 Stock remaining is still above the "re-order" threshold
I0'G Stock is getting low - it may be time to order more.
e No Stock remaining!

LG This item is not being tracked. No stock quantity or value is shown.

IR One or more lots in this item's stock are past the expiry date.

Below the list is the total value of all Additives in the selected Category.

Defining a new Additive Ingredient

Before using a new Additive ingredient in your recipes, or recording a purchase, you need todefine the
Additive in MySupplies as follows:

1. With MySupplies open, select the Additives tab, then click the New button on the toolbar (or right-

click a category and choose New Additive from the pop-up menu). The New Additive Ingredient
dialog window will open:
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H My Supplies o[ E
Ingredients and Packaging
A O & X 3 B @ D =
Wizard Mew.. Rename  Delete Print.. Export.. Shipment Help Dock
Total Stodk Value: §1,018,50 - Shew eeily
(Based on lstest purchasss, Ses OPTIONS) Tracked items
Base Ol | Lye/Wate P Bends | oper—z !
ase Ol | Lye/wa rm adfaﬁl'ﬂl - ]DD & Mew Supply ltem oo
Crganize by Catego i
Wie'w &5 Sortable List | QOptienal:
+ () Additives Defing 2 new Additive ngredent... ou can add thic later If desired. .,
2] Blerds Nates:
T3 Color
By EO
E -_.m Categary: [FO -| NEw CAtegory...
EE MNew Additive.., Dﬂ
T New Category... Enter & name for the new Additive:
ist Recipes ||
Renarne Category
Delete Category Reoured:
Move Additives...
Spedfic Gravity: EJ HET rames
Record New P
Feei e e Cliek thiz button for help, Al about
blake Blend or Infusion.. and alat of 5G values for ™ Spedfic
P many common substanoes GrENtY...
chase History for e
Usage History for ltem
Order History for all supplies Cancel | [

2. Choose the Category from the drop-down list if you didn't select one before opening the dialog, or
click the New Category button to create a new one.

3. Enter the name for your new additive.

4. Enter the specific gravity. (If you don't know what this is, click the All about Specific Gravity button
beside it.)

5. If desired, you can enter the INCI name, and any notes about this new additive. Or you can leave
these blank and fill them in later.

6. Click OK.
INCI Name

If you are required to display INCI names of all your product ingredients, you can specify the INCI name of
each new Additive you create, and it will be included with any recipe using the ingredient.

For a list of available commands, see My Supplies - Overview

<< Previous topic Next topic >>
Packaging

Packaging items can be anything whose cost you want to include in recipes without contributing to the
recipe's weight. Use this list for labels, wrappers, bottles, boxes, etc. which you can include in a recipe.
This will make the recipe cost accurate, and enable you to track your packaging items inventory.

Two Views
MySupplies provides 2 views for Packaging items, selected by clicking the appropriate tab:
Organize by Category:

This view shows the hierarchy of Categories and Packaging items, which can be expanded or collapsed by
double-clicking a Category name, clicking the | +| or | = signs, or using the Collapse and Expand buttons.
You can create new Categories, or rename existing Categories.
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2 My Supplies =] B s
M _'I & X = = - i 1 (A @) [

‘Wizard Mew... narme  Delete Print... Export.. Shipment Furchaze = Recipes, Help Dock
Total Stock Yalue: $531.95 [~ Shaw anly
(Based on ltest puechases. Ses OPTIONS Tradwed items

Base Oils | Lyefwater | Addtves [EEE=0EN Blenda | Options |

Seandh

I Me s2kection
\":wsS:anHEIJ:I:l 4| X SR

ElEsy Bottlellar
| [ Bottie(small) ‘ ]
L ertaat) - cotapse |0 || ¢ pecooction € total
| | L| Boxes Show all Packaging tems in al| C.:rtb?nrlzs- S
i box (shiopng =1) = -
||;_, Labels Mew Cata [ Trac !
DO,

Pl B Label (soap bar) - Remind me to re-order when
|§|B ::-‘P‘W & [ " iteme remain
= Apoers i

E_-' E W {s0ap bar) Move [EEms. ..

Motes:

To move a Packaging item to a different Category, just drag and drop it onto the Category's folder icon. Or
use the Move Items... button to move several items at once.

View as Sortable List:
Select the Category (or "All Categories") from the drop-down list.

1 My Supplies (=] & (s
Ingredients and Packaging
] =3 X = =) - & ] iy @ ]
‘Wizard Mew... narme  Delete Print.. Export.. Shipment Furchaie = Recipes, Help Dack
Total Stock Yalue: §$540.7% r Shaw arly Show items!
(Based o fstest purchases. Ses OPTIONS] Tracked items @ Al " withstock remainng  © which need replenishing
Base Oils | Lyejwater | Addtves [EE = 0" Blends | Cptans |

[ Search ' Ho selection
Organize by Categary 'I.'ewasﬁ:ﬂatle Ust PRV ﬂ | "
Show items in Category: [Bottie\lar E|I N
=« All Categories -

e MI Vaue | _Last Costitem | € pes porton ot
[EjBattle{smeil) Boxes A [ 12.93 0.520 [~ Don't adjust on resize
Bl ar(zmal) habdlmgu | 15.93 0.540

[Wrappers ' I Track ucans
Remnd me to re-order when
I_ items remain
Mates:
Total packaging names listed: 2
Value of Packaging items in Category Botte'lar: $28.96
|Based on lawes porchasss. See OPTIONS)

The stocklist shows the:
e Name of each item

e Last Cost (e.g. $/item). This is always based on your most recent purchase of each item.
e [pro In Stock quantity remaining in stock.

e pPro Value of that stock quantity. You can choose whether to show stock values based on either:

53/ 253



O 'current market value' (i.e. your most recent purchase of each item), or
0 actual costs of each lot purchased (See Options for choosing stock value method.)

Below the list, you can see the total number of names listed, and their total value.
Recipe Quantity option

When used in recipes, a packaging item quantity can either be specified as "per bar/portion" or "total for
the recipe". Set the default option for new recipes here. You can override the default in a particular recipe.

If you select the "total" option, you also specify whether the quantity in a recipe should remain fixed, or be
re-calculated when the recipe is resized.

Search Box
To find a particular packaging item quickly, just start typing any part of its name in the Search box. To
clear the search, click the X next to the box.

pro Inventory Tracking
If a packaging item's Track Usage box is checked, SoapMaker adjusts the stock quantity whenever you
make a batch using a recipe with that item. You can also enter a threshold amount which will trigger a
reminder to order more when your stock gets low. You can enter notes for each item.

Icons at the left of each item in the list indicate the current status:

] Stock remaining is still above the "re-order" threshold

Iy Stock is getting low - it may be time to order more.
I No Stock remaining!
This item is not being tracked. No stock quantity or value is shown.

Below the list is the total value of your Packaging stock.

For a list of available commands, see My Supplies - Overview

Defining a new Packaging Item

Before using a new Packaging item in your recipes, or recording a purchase, you need todefine the item
in MySupplies as follows:
1. With MySupplies open, select the Packaging tab, then click the New button on the toolbar (or right-
click a category and choose New Packaging Item... from the pop-up menu). The New Supply Item
dialog window will open:
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i =
14 My Suppiies (=] =
Ingredients and Packaging
x a & X =] G - @ =
Wizard Mew... Rename  Delete Print..  Export.. Shipment Help Dack
Tatal Stuck Vakue: $1,015,50 [~ Shaw anly
(Based on lwtest purchyses. See OPTIONS) Traded items
Base Oiks | Lye/Water | Addives Blends | Optior— |
&) MNew Supply ltem »
Optiznal:
[ (2 Bags Define a new Packagng item. . ¥ou can add this later if desred. .
(R EeY i o | hates:
New Packaging item... [E‘
BE New Category...
g R Category:  |Botte\ar - New Cak=gory...
B List Reciges
Rename Category
Enter a name for the new Padaging tem:
Delete Category ||
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Usage History for ttem

Order History for all supplies

Cancel |

2. Choose the Category from the drop-down list if you didn't select one before opening the dialog, or
click the New Category button to create a new one.

3. Enter the name for your new Packaging item.
4. If desired, enter any notes about this item. Or you can leave this blank and fill it in later.
5. Click OK.
Labor cost
You can use SoapMaker's Packaging feature to include a labor cost with each recipe, so that your

product costs reflect this as well as all the ingredient costs. Create a "packaging item" called labor-hour.
For more information see the topic Labor Costs.

<< Previous topic Next topic >>

Blends and Infusions

Pro. Create custom Blends or Infusions by combining two or more ingredients into a new blended
ingredient which can then be used in your recipes. Your custom blend can includebase oils and additive
ingredients. The properties of the blended ingredient are automatically calculated from those of the
individual ingredients. For example, if the blend includes one or more base oils, the blended ingredient's
SAP value will give you the correct lye calculation when used to make a new recipe.

Overview
Each blend or infusion you create has aformula displayed in the Blends List, and a related blended
ingredient item in either the Base Qils stocklist, or the Additives stocklist.

Once you have created the formula, you can make the blend - this will add the formula quantity to the
blended ingredient's stock quantity, and deduct the amount used from the stock of each of the formula's
component ingredients.

Limitations
1. Nested blends not supported

55/ 253



SoapMaker 3 Users Manual

Including a blended ingredient in another main blend is not fully supported... For recipes using the main
blend, the included blend's ingredients will not show in:

e The recipe printout or exported ingredient list
e Supply Lots Used report for batches made with the recipe
e The Shopping List ingredient list for the recipe

Instead of nesting blends, you can include blends in a non-soap recipe, record a batch made with that
recipe, then re-use the batch as a supply item that can be used in other recipes, similar to a blend.
2. No lye in blends

You cannot include lye in a blend - if you want to create your own soap bases for use in other recipes,
please see the topic Soap Bases and Re-batching.

Blends List

This list shows the Name of each blended ingredient, the Type (Base Oil or Additive) and the Date it was
saved.

=

B My Supplies = B
Vo J 3 X = =) @ @& i~ & @ =
Wizard Mew.. Rename  Delete Print... Export.. Shipment Purchases |lsage FRecipes.. Help Dack

Total Stock Yalue: £540.76 r Show anly
{Basad &% nedt purchases. Sea OPTIONS) Tracked items

Base Ois | Lye/Water | Addtives | Packagng Options |

Formulas for Blends and Infusions:
{Blended ingredient appears in Base Cils or Additives list)

¢ Hame [ Type | Lastsaved |

Lavender Fatch blend Additve 2018-03-15

e |
IIIE- Open

To open the formula for an existing blend, double-click it, or select it and click theOpen button or right-
click and choose Open Formula from the pop-up menu.

To see the related stocklist entry for a blended ingredient, select it in the list and click theShow Stocklist
button or right-click and choose Show item in Stocklist from the pop-up menu.

Creating a Blend Formula

To create a new formula for a blend or infusion, click the New button, or right-click and choose New
Blend Formula from the pop-up menu. This will open a new formula, which looks similar to a recipe:
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s =

=] Olive-Lavender infusion - Base Oil Elend Formula =] = |
- S T T C -

Wizard Save Mew opy Frnint... Resme Make Hclp
=an~.- Acds | Options | Notes |
_ Enter auaniity by: Exclude  Weight
Categary [ngredient Mame i &mount " % Weight in a2 Cost
1 |BeseQi = ||cive || % oz v r 58.0 26,24
2. |E|ase{:\| j|:|ive - | 2 |:a1 ﬂ 1 ] 2.0 0,54
3, |Herl:r5 - | | Laverder buds - | | 10 inz -| ) Q 10.0 0,00
4 | =l =i oz <] '
Ingredient Totals M00% 110.0az £26. 78
Totaks for the Blend
Specific Gravity: 0,92 Effective SAP value: 0,135 Wieight: 9B.0 oz

Enter ingredients and amounts as you would with a recipe. You can even include other blended ingredients
in the formula.

If you are making a herbal infusion and will be removing the herbal material before using the blend,
check the Exclude Weight box next to that ingredient as shown in the example above - this will exclude
that ingredient's weight from the Blend total. (The excluded ingredient's stock quantity will still be deducted
whenever you make some of this blend.)

At the bottom of the Ingredients page, the following totals are displayed:

e Specific Gravity - This is the blend's density calculated from each component ingredient's specific
gravity.

e Effective SAP value - This is calculated from the SAP values of any Base Oil component ingredients,
and indicates the proportion of lye needed to saponify this blend if you choose to use it as a Base Qil in
your recipes.

e Weight - This is the total weight of all the component ingredients except those withExclude Weight
checked.

Saving a Blend
When you have finished creating your Blend formula, click the Save button. You will be asked to choose
whether you want to save the blend as a Base Oil, or an Additive. If you choose Additive, you will also
need to select a Category, or create a new one. Give your new blended ingredient a name that will be
easy to recognize when used in recipes.

The new Blend formula will appear in the Blends list, and a related item with the same name will appear
in the Base QOils or Additives stocklist, depending on your choice of blend type. Blended ingredients have

a unique icon with a little "B" so they can spotted easily in the stocklist: or JE

The unit cost of the blended ingredient is calculated from the blend formula's component ingredient
costs. The initial stock quantity is set to zero until you make a batch of this blend.

Accounting for Waste
When you make an infusion, some of the liquid may be lost when you strain out the solid material. To
account for this, you can make two entries for the liquid (as shown in the example formula above for Olive
oil), one for the quantity you expect to be wasted, and one for the remainder. Check the Exclude
Weight box for the quantity to be wasted. This will give you the correct final weight for the infusion, and
when you make the blend it will adjust your inventory correctly for the liquid used, including the waste.

You may need to experiment to get the correct waste quantity - try actually making some of the infusion
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without specifying any waste quantity. Then weigh the resulting quantity remaining after straining out the
solid material. Edit the formula to set the quantities for waste and remainder correctly to match you
experiment.

Recording a Blend Batch
Whenever you mix a batch of your blended ingredient, use the Make Blend command to adjust your
inventory to match. Either select the blend formula in the Blends list and click the Make button, or
double-click the item in the stocklist to open the formula, then click the Make button on the formula
toolbar.

The Make Blend dialog will open as shown in this example:

TR o
| E Save Batch rj Cancel | ] Check All | [ Uncheck &1 | 2 Edit Lot Help
The formula amaunt will be added o the blended ingredient’s stodk quantity.
The checked item quantities vill be deducted from your imventory... 100 % of formula for total weight of 100.0 0z Biend made: | 2013-05-1H
q b {11+ j -
Base Ois: | gy | e | Datr | Supgier | Lot = | Using | Cost | L[| et befarc201 4010
I oive 0130103 O Galare! 201296302 0.817 gal 4.78 4.53 gal lot#: 1
| ROTE: It may be time to
| replenish one or more siock
items |
| J WARNING: Thers may be |
i nsuffident quantity of one
[ o more stock items!
Adtves: | iy | heme Date | Suppier Lot £ | Using | Cost Left | Legend

B[ vLavender buds 0.0z 000  nostedd ( suficent stock e
ID Trme to order more
10 Mo stodkleftl

IR Pastexpiry date

1 Usage mot tracked

| Wales: [

NOTE: Costs are based on price paid for the selected purchase lats, Total Batch Cost: 4.78
Baitch cost may differ from Recpe cost, which is based on the most recent purchases.

You can increase or decrease the quantity made by entering a percentage other than 100%. For example,
to make only a half batch of the formula, enter 50%.

The Blend made date is initially set to the current date, but you can select a different date using the drop-
down calendar. The Best Before date is initially set to the oldest expiry date of all the ingredient lots, but
you can select a different date if desired.

For each of the blend formula's ingredients, the list shows the supply lot (or lots) which were used to
make the batch, indicating the purchase Date, Supplier and Lot Number, followed by the quantity which
the batch is Using, and how much of that lot is Left in stock after the batch is made. The Cost for that
item is based on the adjusted cost of the supply lot used.

If one or more items have insufficient stock for the batch, or if the quantity left will be less than the re-
order threshold you have set in MySupplies, A warning message will appear, and a beep will sound.

The Inventory column (first column of the list), contains a checkbox for each item. Every checked item
will have its inventory adjusted when the batch is recorded. If you do not want a particular item to be
deducted from your supplies inventory, you can uncheck the box. If you want no supply stock quantities
changed, click the Uncheck All button on the toolbar (e.g. when documenting old batches).

The Status Icons indicate how the supply stock of each ingredient is affected by making this batch
(sufficient left, getting low, or none left - see the legend in the lower right part of the window). Note that
the status applies to the entire stock of that ingredient, not just the individual lot or lots being used for this
batch. If there are multiple lots shown for a particular ingredient, only the first will show an icon (except
the Expired icon will always show for any lot which has passed its expiry date).

Total Stock Left - The list only shows the stock left for each lot being used in this batch. If you want to
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know the total stock quantity for any ingredient, hover your mouse over the stock left quantity shown and a
pop-up will show the total stock for that ingredient as shown in the example above.

Choosing Supply Lots
By default, SoapMaker draws stock for each ingredient from the oldest supply lot which still has stock
remaining. If that lot does not have sufficient stock to fulfill the formula, then the next oldest lot is also
used. So the list may show multiple lots of the same ingredient, indicating how much is needed from each
lot. If you prefer to use different lots, or different quantities from the same lots, you can edit any list item -
either double-click it, or select it and click the Edit Lot button on the toolbar. This will open the Edit
Quantities dialog:

By Edit Quantites Used from these Base Oil Lots o — - - > - [

Stock avaliable for Coconut

Darbe ant Used in ths

Purchassd | Order = | Suppher Lot # | Expiry %:ha::l: | Batch | Stock Left | Adjust

201304-20 7 EISospmaking Supplies 20120356 2013-12-31 20.0b b 2.0b v

2013-02-12 6 EZ Snapmalmg Supples 2011567 20140101 .0k b 250k '»f
I 2013402-12 6 EZ Soapmaking Supplies 2012234 1409401 40.0b L25 b 37.6b W |
| |
| |
| !
i Total used: 125 b |

| Redpe Total: LIS Iy

Cancal | I |

.. —_————— |

Here you see all the supply lots which still have stock of the selected ingredient. In this example, there are
3 lots of Coconut oil with stock remaining, and the oldest lot has been selected by default, using 1.25 Ib to
satisfy the recipe. If you would rather use a newer lot for this batch, or even use some of each lot, you
can enter the desired amounts used for each. Click the Adjust button next to the original amount to have
it automatically adjust as needed to make the total used still match the recipe total.

When you click OK, the blend's total weight will be added to the stock quantity of the blended ingredient,
and the component ingredients' stock will be reduced accordingly.

Note: Because you make your own blends, rather than purchase them, clicking theShipment button, or
double-clicking a blended ingredient in a stocklist, will open the blendformula so you can make a batch.
Clicking the Purchases button will show a history of batches made with the selected Blend formula.

Updating Blends
When you record a new ingredient purchase, any blend formulas which use that ingredient will be marked
for update to reflect the new unit cost, just as recipes are marked in MyRecipes.

Formulas which need updating are flagged with * next to the date, and the Update now button appears:

jing - | Options ]
* Formula costs may )
ils or Additives list) need updating LT

| Type | Last Saved |
Additive *2013-03-15
Base Oil 2013-03-15 Open

Clicking this button will update any blends that require it, and then any recipes that need updating. For
more information, see the topic Updating All Recipes.

Resizing a Blend Formula
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You can resize a formula by clicking the Resize button on the Blend Formula. You have the option of

entering the desired total weight, or a percentage of the original weight. A copy of the formula will open,
resized as requested.

If you want to replace the original with the resized copy, first close the original formula, then Save the
resized copy and select the original formula name.

Note that you can also resize a blend when you make some without having to change the formula.

Options

Unit Cost and Stock Value options
The Options tab enables you to select the desired units for displaying theunit cost of each item in the
stock lists.
Pro. You can also choose the method for calculating your stock value:
e 'Current market value' based on your most recent purchase of each ingredient
e Actual cost of each lot purchased.

Note: The option you choose here for calculating stock value also affects theTax and Income Summary
report.

IH My Supplies ‘=':| =
Ingredients and Packaging
7 0 EREI ®m =
Wizard Mew... Print_., Expast.. Shipment Help Dack

Total Stock Walue: $531.55
[Based o lates puechasss, Sas OPTIONS]

Base O | Lyefwater | Addtves | Packaging | Blends

Linit Costs

Show urit costs &5 S per: |.:|EJ - | for Cik
|ﬂ3 w | for Ly= and Water
|nz = | for Additives

|1 itern for Packaging

Supply Stodk value
Current market value (bassd on
® mostrecent non-spedal purdhass
prices)

¢~ Based on actual price
of each lot purchased

<< Previous topic
MyRecipes

The Recipe Management Center

MyRecipes lists all your recipes which are stored within SoapMaker’s database. Controls are provided for
creating new recipes, and for opening, renaming or deleting existing recipes.

To open MyRecipes (or bring it to the front if it's already open), click theMyRecipes button on the main
toolbar, or select Show MyRecipes from the main Recipes menu.

Each recipe belongs to a Recipe Group. You can think of Groups as "folders" and recipes as "documents"
within those folders. You create groups and name them any way you like to help organize your recipes.
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Two Views
MyRecipes provides 2 views, selected by clicking the appropriate tab:
Organize by Group:
This view shows the hierarchy of groups and recipes, which can be expanded or collapsed by double-

clicking a group name, clicking the+ or = signs, or using the Collapse and Expand buttons. You can
create new groups, or rename existing groups.

To move a recipe to a different group, just drag and drop it onto the group's folder icon. Or use theMove
Recipes button to move several recipes at once.

Note: You cannot rename or delete the Archive group. This special group can be used to save old recipes
you no longer use, but want to keep for reference. Recipes in the Archive group are normally not shown in
lists when you select the option to view all recipes, and are not updated when you use the Update All
Recipes command unless you specifically request it.

T My Recipes o] © (]
= O ., £ X £ & @ O
Dok Mew Rename Delete Open | Make., Help
Search
B o = i | Y A
3 Archive =
- () Basic O mibes Collapse | Expand
= Redpe Examples :
11| Bay Fum Shaving =
t] Cream Soap exar] e I e
H] Hand Lotion examie
#] Liguid Spap Example Move Recioe(s), .
%] Clatmeal Exfoliating )
5] Pink Liac e
El Sedium saap
Ia Potassum soap
[¢] Combined hye soep
[} Mon soap

View as Sortable List:

The list view shows the Name of each recipe, the Date it was last saved, and the Cost per Sample. You
can select a particular group to display, or "all except Archive". You can also select a particular recipe
type, or all types.

- = |
T My Recipes lo] & e
Recipe Management Center
E O . 2 X & &
Dock New Remame Delete Print List ! Help
anrch
Orgarize by Group [RLEEEEE T2 ';i.]l EJ
Show recipes in Group: [T ~ | of type: M Types
. Reape Name | daterss | costSampie |
(5] Bay Rum Shaving 20183-03-15 B Lm
] Cream Sasp example 2013-03-15 =0.07
(] Hand Letion example 20150315 2.00
[#] Liquid Soap Example 2018-03-15 =03
5] Qatmesl Exfoliating 2018-03-15 1.07
Pinik Lilac 2180315 1.53
* Recipe cosks may need upda Ij'\g' lyer, Sampke Cost: S0.50
Update now. .. | (Indudes recipe [abor if ary)
Mumber of Redpes isted: &

To sort the list, click on a column header. For example to sort by cost, click the Cost/Sample header.
Click again to sort in the reverse order.
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Any recipe which needs to be updated to reflect changes in supply costs or properties is flagged with *
before the sample cost. If you sort the list by $/sample in descending order, all the flagged recipes will
show at the top of the list.

| If any recipes in the displayed list need to be
updated, The Update Now button appears.
Clicking the button will update recipes to ensure the
sample costs shown in MyRecipes are current.

* Redpe costs may need updating!
pdate nE\':.'. o |

The sample sizes used to calculate the cost per sample are set for each recipe type in MyPreferences.
Using a uniform sample size provides a way to compare different recipe costs regardless of the actual
size of each recipe. If you want to be able to compare costs between different recipe types, you should
set the same sample size for each type. This does not have to be related to actual product bar size or
portion size. The sample costs include any labor cost you have specified in the recipe.

If you change the sample size or units in MyPreferences, all recipes of the affected type will be flagged
for updating.

Recipe Types
There are 4 types of recipe, represented by icons:

[s] Sodium soap - Uses only Sodium Hydroxide (NaOH)
[F] Potassium soap - Uses only Potassium Hydroxide (KOH)
Combined lye soap - Uses both NaOH and KOH lye
Non soap - Has no lye. Use this type for "melt & pour" soap, and for lotions, salves, candles,

etc.
Search
To search your list for a particular recipe, start typing any part of the name in theSearch box...
@) My Recipes = | &
= 1 . = &
Dock Mew Help
arch
Orgarize by Group Wlexal ﬂ..-)
— —
Shaw redpes in Group: | — bl except Archive — j of type: |ﬂ.l Types =)
I Reope hame | Date Y-M-D | Cost/Sample |
[£] cream Sosp examole 2016-03-14 0.07
_]Har-:I Lotion example 2016-03-14 0.00

You can search in the Archive group, otherwise all other groups will be searched. To stop searching, click
the X next to the search box.

Commands
To access the various commands available, select a recipe or group and click the appropriate toolbar
button, or right-click to see a pop-up menu. The following commands are available from the toolbar:

Delete Permanently delete the selected recipe, or group of recipes.

Dock Moves MyRecipes window to the upper left corner of the main window to make
space for opening recipes, etc.

If the Qualities Graph is open, it will be docked in the lower left corner underneath
MyRecipes.

Help Opens this page.

Make Make a batch with the selected recipe. This creates a new batch record in
Pro. MyProducts,and deducts the recipe ingredients from MySupplies stocklist.

New Create a new recipe. Select the desired type from the drop-down list.



Open Open the selected recipe. You can also just double-click a recipe in the list to open
it.

Print Print the recipe list as currently displayed.

Rename Allows you to edit the name of a recipe or group. If you have saved batches made
with the recipe being renamed, SoapMaker will offer to change the batch recipe
names to match.

Additional command buttons:

Collapse In the Organize by Group view, this collapses the entire list to show only the
group names.

Expand Expands the entire list to show all recipes in all groups.
New Group Create a new group and name it as you wish.
Move Recipes Move several recipes at one time from one group to another.

Window stuff and Shortcuts

You can move MyRecipes by dragging the top. You can resize it by dragging a corner or edge. SoapMaker
will remember the size and location the next time you open it.

Press Ctrl-T on your keyboard to select the next Tab.
Press Ctrl-N to create a new recipe.
In the either view, use the keyboard up/down arrows to select another recipe.

To close MyRecipes, click the [l in the upper right corner, or select Hide MyRecipes from the main
Recipes menu.

Related Topics

Initial Setup
Creating a Recipe
Making a Batch
Updating all recipes

MyProducts

pro The Product Management Center

Whenever you make soap or other products, the Make a Batch command creates a record of that batch
from the selected recipe. MyProducts lists all the batches you have made, with their current status.

To open MyProducts (or bring it to the front if it's already open), click the MyProducts button on the main
toolbar.

The MyProducts window has 3 main areas:

e The Batch List shows summary information for each batch you have made. The list contents are
determined by criteria you set.

e The Batch Details area shows all the information about a selected batch, and enables you to make
changes and record notes.

e The Toolbars provide various Commands. Buttons which affect the stock of a selected batch are
grouped in the small toolbar at the top of the Batch Details area.
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. My Products =~
Product Status and Production History

A Wizard | X Delete | ) Phetos | (T EBpert | Z Print. v | 5] Recipe | (Y Repeat | @ Reports.. v | By Invoices Help

e s ,—_lh'-‘""-‘ Show Bah:h 2. Redipe: Pink Li.ill:’m Home location
MiLocations Sale | gy Transfer | 3% Re-Use | "TyRemove & Show Notes >>
List Bstchesby: Redpe (% Product Description i .
Description: [Sweet Spring Edit | Cancel
Product Descripbion: | — All Presducts — ] —— = Iritisl  Mominal  Cured Product Bar  Stock
Total Cost:  $15.87 Barz Size Size ID Tag Cost Left
"__ _'_“!I_datﬁ [ Last year Tnitisl Weight: 119,80z 10 50 oz 430z arge 0.56 5
: — [# Show cnly items with stock left NI = 20 e S o :
AL Waste Factor: 2% 10 2.9 oz 250z smal 0.38 7
o [ 12 o 20108 I shaw SubSatches CureTime: | 30 days 0.002 0.00
Find Balch Mumber: T Ready m: 0 daye 30 o
a1 | x| [ addioSsesRegster drectly Expected Shrirkage: [ 15 % Excess: 0.8 0z vaue:  §10.24
| ) Bmhl s5ubBatches | Praduct Description | Recpe | patevin | R:nd'r | Mudt | Gun: | L:ﬂ |~
2 Smacth Shave Bay Rum Shaving 2017-05-10
mmmm 217051 m
1 Catmeal Exfolating [Jmmcnl Exfoliating 2018-01-03 23da¥s
ﬂ 4 1 Oatmeal Exfolating I:Ialmed Escfnlu'mg 2018-01-03 23 days 2_' - 13 v
Total Batches: § Total Value: §32.68 Tatals: 11 k) 94

Humber chown: 5

Batch List

The lower portion of MyProducts contains the Batch List, which shows summary information and status of
each product batch. By setting the criteria in the upper left of the window, you can tailor the display in
various ways:

If you have set up multiple product locations, you can choose to display products in all locations, or only
in a specific location.

You can choose to display batches either by Recipe, or by Product Descriptive name;
If you choose 'by Recipe' then you can show batches made...

e with a particular recipe,

e with all recipes in a particular group, or

e with all recipes in all groups
(To see batches whose recipes may have been deleted or renamed, check the box labeled 'Show only
batches with no associated recipe'.)

If you choose 'by Product Description’ then you can show batches...
e which share a particular product description, or
e all product batches

If you typically split product batches into sub-batches with different sizes, you can expand the list to
show each sub-batch on a separate line. This can save you time when recording product sales as you can
avoid having to select the sub-batch for each item added. Or you can collapse the list to show a single line
for each Product Description by clicking the Consolidate Products checkbox.

You can further refine the contents of the list to show only batches which:

e till have stock remaining (Check the box labeled 'Show only batches with stock left")
e were made within a specified date range

" Last year To enter specific dates, open the drop-down calendar and then select the

% Froms} [ 12 aug 2008 -t desired month and date.
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For each batch displayed, the list shows the following...

Recipe Type: An icon indicates whether Solid, Liquid or Cream Soap, or Non Soap

Batch numbers are assigned automatically in sequence each time you

Batch Number  make a batch (If you choose the Consolidate Products option, the

(or #Batches):  npumber of batches of each product will be displayed instead of
individual batch numbers.
SubBatch. The number of sub-batches in each batch (1 to 4). If you choose the
(or #SubBatches) : g}, 5p-Batches option, this column shows the Tag of each sub-
batch.
Description: You can set this to anything you like to name or describe the product -
this is how they will appear on customer invoices.
Recipe: The name of the recipe used to make this batch
Date: The date the batch was made
Ready: "Yes" if products are ready to sell, Days remaining if soap is still curing
Made: The number of bars or portions made from the recipe
Gone: The difference between the Made and Left quantities. This is the
number that have been sold so far, or removed from stock for any
reason.
Left: The number of bars or portions still remaining in stock

You can sort the list by clicking on any column header. Click again to sort in reverse order. In the example
above, the list is sorted by Batch number in ascending order.

List totals are shown at the bottom, including the total Value of the remaining stock from the displayed
batches (based on the costs of ingredients used to make the batch).

Batch Details
When you select a batch in the list, the Batch details are shown in the upper right area. You can make
changes to the batch details or notes by clicking the Edit button (it changes to ).

Batch 2. Recipe: "Pink Lilac’ in Home location

S Sale | g Transfer | 5% Re-Use | "7y Remove & Show Notes > |

Descriphan: | [¥ing Edit | Cancel

Date mede: [2017-05-0 -] Iritisl  Mominal Cured Product Bar  Stock
Total Cost:  £15.87 Bars Size Sipe ID Tag Coat  Left
Initial Weight: 119.8 oz 10 | 50 oz 430z e 0.56 =
Approx. Wolume: 2059.1 cuin 10 | 1.0 oz EX T4 E 0.53 B
Waste Factor: 2 % 10 | 23 oz 2502 3 0.38 '
Cure Time: 30 days | 0.0 oz 0.00

Ready n: 0 daye 20 n
Expected Shrirkage: 15 % Excess: 0.8 az Valus: 510,24



== If you have saved notes about this batch,

e, | Yo il see @ small icon fike this: -

ivoices | @ Help To see the notes, click the Show Notes
button to expand the window

- (it changes to Hide Notes).

& << Hide mt% I
Edit | Cance * Nates: (dick Edit to change)
Product Bar  Siock ’
1D Tag Cost Left
7 0.69 |

| - noan

When you make a new batch, the details are calculated from the recipe, and default settings from
MyPreferences. The following information is displayed for the selected batch:

Description: Enter whatever you want to call this product. A default name is
provided when you make a batch, but you can change it then or
edit it here in the batch details. This Product Description is
what will appear on customer invoices, and is used to identify the
product in your Price List.

Note: If you change the Description of an existing batch, you will
be given the option to change all batches having the previous
description to match.

Date Made: Set when you use the Make Batch command, but you can edit it
here to show the actual date you manufactured the product batch.

Total Cost: This is the total recipe cost, based on the costs of all the
ingredients at the time the batch was made.

Initial Weight: The recipe total weight reduced by the Waste Factor.
Approx. Volume: The recipe volume reduced by the Waste Factor.

Waste Factor: Defaults to whatever you have set in MyPreferences for this recipe
type, but you can change it when you use the Make Batch
command.

Cure Time: This determines when the batch list shows this batch is "ready".
Defaults to whatever you have set in MyPreferences for this recipe
type, but you can edit it here.

Ready in: Number of days until ready to sell, based on Cure Time setting
and Date Made.

Expected Shrinkage: Determines Cured Size of soap bars or other products which
shrink due to water loss after manufacture. Defaults to whatever
you have set in MyPreferences for this recipe type, but you can
edit this to reflect actual experience.

The Bars/Portions Made, and their Nominal Size and Cost, are determined when you record the
batch, but you can edit them here if needed. If you actually make several different sized bars/portions
from a single batch, you can record up to 4 varieties as sub-batches.

Each sub-batch must have a unique Tag which describes it. This differentiates products with the same
Product Description but different size or other attribute, and is used in your Price List and on customer
invoices. You can enter any thing you like for the Tag - for example if you separate your batch into
different sized bars or portions, the Tags could be 'Small', 'Medium',' Large' and' XLarge'. Or if you pour a
soap batch into several different mold shapes, you could use Tags like 'Star’, 'Fish’, etc. to describe the
shapes.

The cost of each bar or portion is calculated from its size and the total recipe cost, based on the costs of
all the ingredients at the time the batch was made. The total Value of the remaining stock from this batch
is shown at the bottom (based on the recipe cost).
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You can edit batch details such as the Stock Left quantity for each product. For more information see the
topic Editing product batches...

Batch Consolidation
To see at a glance how much stock you have for each Product Description, or each Recipe, click the
Consolidate Products checkbox. The Batch list will then summarize the stock for all batches of each
particular product on a single line as shown in this example:

. My Products =-| B &=
Product Status and Production History
2 Wizard ) Photes | (T Export. | Z§ Prink. = @ Reperts = | ) Inveices Helg
S ¥ m show |~ Uncheck ‘Consolidate’ and select a batch to show details
MyLocations Show Nates >

LstBatchesby:  Redpe  (F Product Descripbion

Description: | Edit | Cancs
Prockict Description: | All Fraducts - o || b e Tritisl  Mominal Cured Product Bar  Stock
Tatal Cost: Bars Size Sizs I Tag Cost Left
" Mldates € Lastyear Initisl Weight:
Ll ¥ Shaw anly items with shock k=ft I
Waste Factor:
UL ot o Cure Tive: days
=N i .
Find Batch Mumber: Consoldate products Ready in:
3\] o dd o Sakes Register directly Expected Shrinkage: = Euress: Value:
| { sBatches |\ =subBatches | # Product Descrption Redpe | pate v-MD | Resty |  Made|  Gone| Left | #
4] 1 Hand Lotion example Hand Lation exarple 201E-11-12 = 8 - a
|u] 1 1 Ligud Soap Example Liquid Soap Examph 2018-11-12 E 15 - 15
5] 4 4 Soubby Clean Catmeal Exfoliating 2018-11-12 Mo 92 - 52
ﬂ 4 E Smooth Shave Bay Rum Sheving 201B-11-12 Some: 128 5 123
ﬂ 2 2 Swesl Soring Piri Lilac 201B-11-12 Same 46 in -
Total Batches: 15 Total Value: $135.85 Totals: e 15 304

Mumber shown: 15

Now the Batches column shows the total number of batches for each product. TheDate column shows
the date of the most recent batch. The Made, Gone and Left columns show totals for all batches of that
particular product.

If you choose the List Batches By Recipe option, Consolidate products will show all batches made
with a particular recipe on a single line, and the list will be sorted by recipe name. If not all batches made
with a particular recipe have the same product description, then that column will show 'mixed'.

If you choose List Batches By Product Description, all batches with the same description will be
shown on a single line, and the list will be sorted by product description. If not all batches of a particular
product were made with the same recipe, then that column will show 'mixed'.

In the consolidated view, you can record sales or transfers of products from multiple batches in a single
operation - stock will automatically be drawn first from the oldest batch with remaining stock.

Since each line in the list represents multiple batches, you cannot view batch details, or select a line to edit
a batch record - you must first un-check the Consolidate option.

Search
You can search for a specific batch number by typing it in the search box and clicking the Search
Button. If the batch is found, it will be highlighted in the list, and the details will be displayed. To cancel
the search, click the X button.

Total Cost:  §15.87

Initial Weightz 119.8 oz

Approo. Wolume: 209.1 ouin
Wasle Factor: 2%

" aldates (™ Last year

[v Show only items with stodk heft
[ Show SubBatches

o]

- Cure Time: ¥l days

Corealdate products -

Find Batch Mumber: e

Add i Sales Regster drectly Expected Shrnkape: 15 %%
8 9 |x]
\H—M lacsticn | Product Desaription | Recipe Cal

=] g 1 Home Oatmeal Exfolating Ontresl Exfolia... 201
5] 6 2 Hams Smoath Shave Eay Fum Shasing  20;
5] 7 3 Fame Swest Saring Pirk Lilac 20
5] 8 3 Home Swest Spring Fink Lilac 20!
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Commands
The following commands are available from the main Toolbar of MyProducts (also available by right-
clicking on a selected batch to see a pop-up menu):

Delete Permanently delete the selected batch (or batches). If deleting a single
batch record, you will have the option to return any ingredients used to
MySupplies inventory - this is useful if you used the Make Batch
command, but did not actually make the products.

Export Save the contents of the displayed batch list as CSV file that can be
opened with a spreadsheet.

Invoices Display the Customer Invoices report which shows the contents of all
sales invoices, or registers from venue sales.

Photos Open the Product Photo window. If a batch is selected, and it has an
assigned photo, it will be displayed.

Print Print either the Batch List, or the Details of the selected batch. If a
specific location other than Home is selected, you can also print a
‘consignment stocklist' showing the status of stock at that location.

Recipe Open the recipe used to make the selected batch

Repeat Make another batch like the selected one. You do not have to locate or
open the recipe.

Reports Select the desired report from the drop-down list:
Sales History - Displays the Sales History report
Supply Lots Used - Displays the Supply Lots Used in Batch report
Reused Products - Displays the Reused Products report
Removed Stock - Displays the Stock Removed report
Transferred Products - Displays the Product Transfers report

Help Click to open this Help page (or press the F1 key).

Wizard Pop-out Wizard provides assistance with common tasks.

The Toolbar in the Batch Details area provides the following commands which affect your product stock
levels (also available by right-clicking on a selected batch):

Sale Open the Add Products to Sales Register dialog where you can
record product sales and create a customer invoice

Transfer Open the Transfer Products dialog where you can define a new
location and move your product stock.

Re-Use Transfer products to your Supplies inventory for use in other recipes.
You can use this feature for re-batching, soap imbeds, pre-made soap
bases, or product groups such as gift baskets. You can re-use any
quantity of the selected batch, or any excess scraps. (For more

information, see the topic Re-using Products as Ingredients...)

Remove Open the Remove Products from Stock dialog where you can select
the quantity to be removed, and the purpose (e.g. Write-off, Personal
use, Donation, Advertising). You can remove any quantity of made
products, or any excess scraps to account for the costs. See Removing
Product Stock for more information.

You can make changes to the batch details by clicking the Edit button, but this should be done with care.
For more information see the topic Editing product batches...

Additional commands are available from the main Products and Files menus:



Files/Export Exports the displayed Batch List as a CSV text file which can be
MyProducts imported to a spreadsheet or accounting program. For more
information, see the topic Exporting reports.

Products/Customers You can maintain a list of customers/venues with contact
and Venues information.

Window stuff and Shortcuts

You can move MyProducts by dragging the top. You can resize it by dragging a corner or edge.
SoapMaker will remember the size and location the next time you open it.

Double click a batch record in the list to record sales from that batch.
Use the keyboard up/down arrows to select a different batch in the list.
Ctrl-S: Save changes to the selected batch

To close MyProducts, click the I in the upper right corner, or select Hide MyProducts from the main
Products menu.

Related Topics

Initial Setup

Making a Batch
Cancelling a Batch

Recording Product Sales
Consignment Sales

Sales History

Customer Invoices

Organizing your Products - Tips for naming, organizing and tracking your products
Re-using Products as Ingredients
Removing Stock

Correcting Stock Quantities

Editing batch details

If you select a particular batch in MyProducts batch list, you can edit the batch details, with the following
exceptions:

e If Consolidate Products is checked, you will have to first un-check that box so you can select a specific
batch.

e If you are showing batches in multiple locations, you cannot edit a batch that has some products
transferred to another location - first you must select the desired location.
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Print.. » | 2] Recipe | 0% Repeat | ) Reports.. = | My Invoices Help
Batch 3. Redipe: Pink Lilac’ in Home location
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Select the desired batch and click the Edit button -

-]

it changes to Save.

You can change any of the following, but be aware of consequences:

Field to be
edited

Description

Effect

This is how products will appear on customer invoices, so choose something
meaningful to them, and good for marketing. When you change this, SoapMaker
will offer to update all batches and Price List entries with the same previous
description. You should accept this offer unless you want this batch to be

unique.

Date made  This should be the date you actually made the products, rather than the date
you recorded the batch.
Cure Time  This just affects the Ready column in the batch list.
Expected This affects the products' Cured size and the batch Excess. If you need to
Shrinkage  change this, consider setting a different default in MyPreferences for this recipe
type.
Initial  You can change these values, and specify additional sub-batches with different
Bars/Portions sized bars/portions. Make sure you set the Stock Left values to match.

and Nominal Size

Product ID Tag Every sub-batch in this batch must have a unique Tag which can be used to
identify the product on customer invoices. If you change a Tag, SoapMaker will
offer to change all batches and Price List entries with the same Product
Description and cured size to use the same new Tag.

Stock Left  You can change this to make your records match your actual inventory. But

editing this will not leave any record of the change. When you record sales, or
use the Remove or Re-Use features, the Stock Left value is automatically
updated to reflect the change.

Important: If your batch has more than one sub-batch, and includes packaging items proportional to
sub-batch portions made, changing portions after recording the batch will make your product costs
inconsistent with actual packaging item costs and supply inventory. If you need to do this, it may be
preferable to cancel the batch, returning items to supply stock, then re-record the batch the way you want
it - you can adjust the sub-batch portions in the New Batch dialog and have your packaging supply stock
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deducted correctly.

Dealing with Excess

After saving changes, if your entered bar/portion count and size have left anyexcess, an optional
message will remind you that you can re-use these scraps as an additive ingredient, or remove the
excess and record it in the Stock Removed report - you can use this to account for scraps and designate
the cost of these in categories like 'personal use' or 'write-off'

Product Photos

rro The Product Photo window
Each batch in MyProducts can have an associated photo.
To open the Product Photo window, click the Photos button on the MyProducts toolbar.

When the Product Photo window is open, it will display the photo (if any) for the batch currently selected in
MyProducts. Each time you select a different batch, the photo will change accordingly.

N

:': Praduct Photo o |[& )= -,'I_ My Products
0 New | Copy | X Clnr | & | 3] e —
. - F_u -l
Bairh &: 4 Description: Pink Liac A Wizard X Delete ¥ Photos | (]
Redpe: Pink Lilac E&
Path: C:\Users|Crawford\Documents\Soap Pics'PinkSwir jog SHom Product Stockin Lsastion: ':u.“ -
List Batchez by: (" Racpe (% Product Des
Product Description: |— Al Products -
= All dates
" Year to date
Shaow only it
L Last year

remaining skt

 Erom: |7 aee 2017
— [~ Show SubBal

o= [T Consolidate g
| 7 Batch| =SubBatches | Product Descript
5] 2 2 Soubby Clean
] 3] 3 [SwestSomg |
£] 4 1 Cream Scapexm
_"‘ 5 1 Hand Lotion exar
5] & 3 Sweet Spring
15] 7 2 Soubby Cean
Total Batches: 8
Number shownz 8

The information area just below the toolbar, shows:
e The Batch number

e The product Description

e The name of the Recipe used to make this batch

e The complete Path to the photo file

When you first open the Product Photo window, SoapMaker will attempt to fit it adjacent to MyProducts.
You can move it by dragging the top, or make it larger by dragging a corner.

Commands
The following commands are available from the Toolbar, or by right-clicking to see a pop-up menu:

New Assign a new photo file to this batch by browsing to locate the file. Use this to change



the existing photo, or to assign one if none is currently assigned.

Cop Copy the current photo image to the clipboard

Yy
Clea Remove the current photo assignment for this batch (this does not affect the actual
r photo file)

Prin Print the current photo and batch information
t

Help Click to open this Help page (or press the F1 key).

Photo Files

Each photo image must be in a standard JPEG format with a file type jpg. For best results, make sure your
photos are cropped to an aspect ratio of 4:3 or they may appear distorted.

It is a good idea to keep all your product photos together in one folder on your main hard drive.
SoapMaker will remember the folder location to make it easy to assign new photos.

Once you have assigned a photo to one or more batches, do not change the photo file name or location, or
it will no longer be displayed and you will have to re-assign it with theNew command.

When you assign a new photo to a batch, you will have the option to automatically assign the same photo
to all existing batches made with the same recipe which do not already have a photo assigned.

When you make a new batch, if the last batch made with the same recipe has a photo assigned, that
photo will be assigned to the new batch. You can always change it later.

Backing Up Photo Files

Keep in mind that your SoapMaker database contains only the path to each photo, not the photo itself.
When you backup your database, it will not protect the photos - you will need to backup your photo
collection separately.

To close the Product Photo window, click the [l in the upper right corner

Product Locations

Pro Your product inventory can be stored in multiple locations. Use this feature for consignment sales, or
if you have separate warehouses. The default location is called HOME.

The batch list display in MyProducts can be set to show batches in all locations, or only in a specific one by
choosing from the drop-down list as shown.
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When showing all locations, a Location column is added to the batch list - if a batch has some products in
more than one location, it shows 'multiple' instead of the location name.

There are several ways to define new locations:

e Define a new location while transferring products to that location.

e Open MylLocations by clicking the Show MyLocations button, and add or change locations there.
e Define a new location linked to a customer branch from theCustomers report (under the main

Products menu).
Related Topics:
Transfer Products - How to move products between locations
Product Transfers Report - History of transfers
Consignment Selling - How to manage stock and sales with consignment customers
MyLocations and Customer Branches - Defining locations and linking to customer branches

MyLocations

Pro MyLocations lists all your product locations, and provides commands to create new ones, or edit
existing ones.

To open MyLocations (or bring it to the front if it's already open), select it from the mainProducts menu.
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Z1 My Locations s
£] Hew & Edit M  Delete 2 Customers [3) Help

Praduct Lacations (Warehouses or Congignment Customer Brandhes):

i Code | Linked | Descriplon
- Home - Mo Default Location - new products always start here
SoapShop fes Te Olde Scap Shoppe

Defining a New Location

To define a new
location, click New on
the toolbar. This will Uil At e Dk e B
open the New Product Defrne a new Location. open the Customers and Venues form first.)
Location dialog. You
must enter a unique Link to Customer {optional): |-.-.: Olde Soap Shoppe v_]
Location Code, and and Eranch: |East end -
optionally you can link - Main -

. East end
the location to a Locatin Code:

customer and branch

2] Add New Product Location b4

by selecting from the Drescription or Customer Mame: |re Clde Soap Shappe; East end

drop-down lists.

If you select a -

customer, the location selp | Cancel save

Description is
automatically filled in
with the customer and
branch name - otherwise you can enter your own description (e.g. Warehouse #2).

When you sell products on consignment, you select the location on the Sales Register form, and if you
have linked it to a customer, the customer name will automatically be filled in for you.

Click Save to finish.

Note that new locations can also be defined from the Customers report, and from the New Transfer
Record form.

Editing a Location

You can change an existing location's code, description, or linked customer and branch - select it from
the list and click the Edit button on the toolbar (or right-click and choose Edit Location from the pop-up
menu). Note: for the HOME location, you can only edit the description.

Deleting a Location
To delete a location you don't need anymore, select it and clickDelete on the toolbar (or right-click and
choose Delete Location from the pop-up menu). You cannot delete the HOME location.

Keyboard Shortcuts
Ctrl-N: Create a NEW item
Ctrl-S or ENTER: Save changes
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ESC: Cancel changes
Common Tasks

This section of the manual provides guides for many of thetasks you can perform with SoapMaker.
Click one for guidance with that task...

Getting Started - Step through a series of introductory topics to get an overview of the program.
Initial Setup - When getting started, you must do this before you can start entering your own data.
Defining Custom Qils - SoapMaker comes with more than 80 base oils, but you can add more.
Recording Purchases - to create your supplies inventory, or record other business expenses
Creating a Recipe - step-by-step guide
Resizing a Recipe - easy one-step to scale a recipe larger or smaller, or fit one of your molds.
Sharing Recipes -import and export recipes as text files
Deleting Old Supply Items - Unclutter your supplies stocklist by removing things you never use
anymore

pro Professional Edition:
Making a Product Batch - builds your product inventory ready for selling
Organizing Your Products - using consistent naming conventions for easy reporting
Cancelling a Batch - in case you change your mind
Creating Product Labels - ingredient lists sorted by quantity with optional INCI codes
Recording Sales - create sales registers, manage your product inventory and print customer invoices
Maintaining a Customer List - with addresses and contact information
Selling on Consignment - product stock in multiple locations
Recording Product Returns - how to handle returns from your customers
Viewing Sales by Region - an easy way to filter your Invoices report
Re-Using Your Products as Ingredients- for imbeds, soap bases, or gift sets
Accounting for Stock Removal - for advertising, donations, personal use or write-off
Correcting your Inventory - how to make small corrections, or do an annual audit
Deleting Old Batch Records - speed up loading of MyProducts
Capturing year-end stock inventory - how to capture your supplies and products stock values at year-
end

Initial Setup

When you are ready to start using SoapMaker to create your own recipes, record supply purchases, and Pro
track your inventory of supplies and products, follow these steps: (Note: If you are updating from Version

2.8, see Importing Your 2.8 Database instead.)

First, delete the example data from the database
SoapMaker comes with example supplies, recipes, batches, purchase records, and sales records. Once
you have familiarized yourself with the program using these examples, you can edit or delete any
examples you don't want to keep.
To delete them, choose Clear Data... under the File/Database... menu, and select the types of data
you want to delete.

Warning: ALL data of the selected types will be deleted, so do not use this command if you have entered
any data you want to keep!

Next, set up your Preferences
See MyPreferences
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Now, follow these steps in sequence...
1. Set up your Stock of Supplies - See Supplies Setup
2. Enter your favorite Recipes - See Recipes Setup
3. 'Pro. Set up your Products stock - See Products Setup

4. 'pro Complete the setup by adjusting your Supplies stock quantities
See Completing Setup

Supplies Setup

Step 1. Defining your Supplies

Before you can create recipes, you need to define your ingredients, and record purchases to establish your
costs and [pra’ set your initial supplies inventory.

To get started, make a list of all the ingredients and packaging items you use in your recipes. Pro If you
have the SoapMaker Professional edition, also note the quantity remaining in your stock of each item.

Find receipts for the purchase of all these supplies, or if you do not have a receipt, make a note of the
approximate cost.

The first step, before recording purchases or creating recipes, is to define your ingredients in MySupplies,
your management center for ingredients and packaging items. To begin, open it by clicking the
MySupplies button on the main toolbar...

il SoapMaker 3.10.0 Professional Edition - ] X

File Edit Recipes 3Supplies Pro Tools  Reports Window Help
28 Prefs | W MyRecipes( 1B MySupplies )30 MyProducts | fiu] Graph | B§  Convert | 2 Molds  JB  Shopping Help

There are 4 types of supplies, with a separate tab for each:
e Base Oils - these are all your saponifiable oils and fats

e Lye and Water
e Additives - all other ingredients such as scents, colors, etc.
e Packaging, etc. - product packaging items like bottles, wrappers, labels, and any items you include in

your products which you don't measure by weight or volume.
When MySupplies first opens, the Base Oils tab is selected...

1H My Supphies = 5 S
Ingredients and Packaging

HF & & X = ] & i 2 )
WVizard Mew Rename Dedete Print.. Shipment Purchases Lisage Recipes... Help
Total Stock Value: £780.04 (Basad o ltmst puschases. See OPTIONS) | Show only Tracked items

[~ Shew anly items which need replenishing
Ly Wiater | Addtives | Packaging | Blends | Options | [~ Show caly ibems with stock remaining
7 Hame | st | value | Last Costjoz | Comnut
Maimena 200 kg 725.00 0.032
[castor L5f oz 29,23 0.320 ary
| Dicocos Butter o 0.00 0.000 —

Defining your Base QOils

SoapMaker comes with more than 80 standard oils. To choose the ones you plan to use, click the More
Oils button at the bottom of the window. This opens the Favorite Oils window. Make sure you have
checked all the oils you use, and unchecked those you do not use (You can always change this later)...
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‘Wizard
Total Stock Walue: £531.95

X

(Based o ltmst puschasss. See OPTIONS) | Qﬂﬂwﬂl'h'Trad:editmfg

&

Print...

o
Shipment

=)@ =]

Ingredients and Packaging

Gt

@

Help_

[~ Shew anly items which need replenishing

Check the Ois you want to be availsble for use in recipes,

m Ly Water ] Mdhﬁ] i EJ Favorite 0i|:
# Hame |
[Dcastar 4 and to shaw in My Supples
! Jcoooa Butter = tlmond
D cocorut [ Almend Butter
1 DE\IE Primrose D”GC Butter
| Qremp ] Apricot Kernel
| DLard O argan
! Dokve [ Arvocado
Il]DLn-r-Lmln'ldcf infusion ] &vorads Butter
Drekn [CJsbess:
! [ruce Bran [ Beef Talow
! Dsﬂ?b“"' [ Beeswax
1 [Dsteeric Acd [ ] —
[ Butterfat {cow)

L)

Check, All

Clear Al

% B

1

Click Save Changes. Now the Base Qils list will show only those you have selected as your favorites.

pro If you want to track your inventory for each oil, make sure Track
Usage is checked, and enter a re-order threshold if you want to be
reminded when stock is getting low.

If you intend to use oils that are not included with the program, see the

topic Defining Custom Qils...

Defining your Additives

¥ Trackusage

Remind me to re-order when

5 |Ib

- | remains

All ingredients other than Base Qils, Lye and Water, are managed in the Additives section ofMySupplies.
To begin, select the Additives tab, and then the Organize by Category tab.

14 My Supplies [=] &[]
Ingredients and Packaging
A O &£ X & B a © {0 o =
WWizard Mew... enarme  [elete Print.. Export.. Shipment Purchaie = Recipes, Help Dack
Total Stuck Yalue: $511.78 [~ Show arly
(Based on lwbest purchamss. See OPTIONS] Tracked items
Base Oils | Lyepwater L= il Packaging | Blends | ptions |
[ Search I Ma selection
Rl - 1Y x o
-2 Blends Specific
£1] Color E Gravity: EI
E Colapse ravity
E{g @Gwﬁmm |M]”a' =
i 8] Lavender EQ
- 8] Patchoui E0 = [T Trackuseqe
. 8] Rasemary EQ Hew Cat=gary. .. Rlemind me o re-order wien
Bl FO -] remai
Iﬂ D '.trh remans
-y Misc & Motes
Move Additives. ..
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SoapMaker comes with some sample recipes, and additives used in those recipes. If desired, you can keep
these additives and categories, or you can delete or rename them.

Note: You cannot delete or rename the "Miscellaneous" Category. You cannot delete a Category that
contains Additives. You cannot delete an Additive that is used in any saved recipes.

Create new categories by clicking the New Category button.

Rename any existing Category or Additive by selecting it and clicking Rename on the toolbar (or right-
clicking and choosing Rename from the pop-up menu).

An existing Additive can be moved to a different Category by dragging it onto the Category icon. Or click
the Move Additives button to move several at once.

An empty Category, or unused Additive, can be deleted by selecting it and clicking the Delete button.
When you have your Categories set up the way you want, create entries for each additive ingredient you
use in your recipes:

1. Select the appropriate Category, and click the New button on the toolbar (or right-click a Category and
choose New Additive from the pop-up menu)

2. Enter the name of this additive. This is the name you will use when selecting it in recipes.
3. Enter the Specific Gravity. Having the correct Specific Gravity is essential if you ever record purchases in
volume units (e.g. gallons, fluid ounces, liters, ml). Click the link for more information.
4. Enter the INCI name if know it and need to provide it on your product labels.
5. "pro If you want to track your inventory for this additive, make sure
Track Usage is checked, and enter a re-order threshold if you want
to be reminded when stock is getting low. Remind me to re-order when

6. Enter any special notes about this ingredient. | 5|b | remains

v Track usage

Repeat the above steps for each of your additive ingredients.

Defining Packaging Items
In MySupplies, select the Packaging tab, and then the Organize by Category tab.

-
M My supplies =] B Sl
Ingredients and Packaging
# J & E - -
\Wizard Mew... Print..  Export.. Shipment Help Dack
Total 5imck Yalue: §531.95 [~ Shaw arly
(Brased con lstmst purchamss. Sas OPTIONS] Tradeed items
Base Ois | Lyejwater | Addtives fiends | Optans |
il Mo selection
Orgarize by Categary FSMESLR AR | 4| ﬂ
El-{= BotieJar
{ i [§ Bottie(small)
B Jar(zmal) " _perportiong © total
B Baxes Showe all Pe:kugl ng rterns in ﬁ-" {:E.E:.:!?..r..l.f:.: T
i B box (shippng #1) =
Elf Labels ) Mew Catepary... r
! [ Labe! (soap bar) Femming me to re-order when
[y MiscPig * [ ~ items remain
El-fy Wrappers o
- | 'Wrapper (soap bar) | bz | Nobes:

Create new categories by clicking the New Category button.

Rename any existing Category or Packaging item by selecting it and clicking Rename on the toolbar (or
right-clicking and choosing Rename from the pop-up menu).

An existing Packaging item can be moved to a different Category by dragging it onto the Category icon. Or
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click the Move Items button to move several at once.

An empty Category, or unused Packaging item, can be deleted by selecting it and clicking the Delete
button.

Note: You cannot delete or rename the "MiscPkg" Category. You cannot delete a Category that contains
Packaging items. You cannot delete aPackaging item that is used in any saved recipes.

When you have your Categories set up the way you want, create entries for each Packaging item you use
in your recipes:

1. Select the appropriate Category, and click the New button on the toolbar (or right-click a Category and
choose New Packaging item... from the pop-up menu)

2. Enter the name of this Packaging item. This is the name you will use when selecting it in recipes.

3. If this item is included with each product unit (e.g. a wrapper for a soap bar or a bottle for a liquid
soap portion), then check the "per portion" option. If the item is only included per recipe (e.g. shipping
container, or labor hour), check the "total" option, and if the total per recipe should not change when
the recipe is resized, check "Don't adjust on resize".

(Note: The default options you set here can be overridden in a particular recipe).

4. 'pro If you want to track your inventory for this packaging item, make sure Track Usage is checked, and
enter a re-order threshold if you want to be reminded when stock is getting low.

5. Enter any special notes about this packaging item.
Repeat the above steps for each packaging item you include with your products.

Record Purchases

Now you have your stocklists set up with the name of each base Oil, Additive, and Packaging Item you use,
you can enter the data needed to calculate unit costs, and Pro quantity in stock for each item. You will
need receipts for all your recent supply purchases, or at least some idea of what they cost, as well as the
quantity remaining in stock. If you no longer have receipts, or do not want to bother entering a lot of old
data, you can create a dummy purchase order just for the containers of supplies you have on hand to
capture the cost of each.

After entering the quantities purchased for all your supplies, you will later adjust the stock remaining to
match your actual stock quantities.

If you have a receipt or supplier invoice for a shipment of several items, you enter them all into aNew
Supply Purchase form as follows: (For single item purchases, use the same method and just enter the
one item.)

1. In the appropriate MySupplies stocklist (Base Oils, Additives, or Packaging), select the first supply item
from the supplier invoice.

2. Click the Shipment button on the toolbar, or double-click the item. This opens the New Supply
Purchase form and fills in the name of the selected item. Fill in the form with all the items from the
supplier invoice, the Supplier Name, the date of purchase, overhead costs such as shipping, and any
notes you want about this order. Save the form.

Note: Be sure to set the date correctly for each order if you want to use SoapMaker to track your
expenses for tax purposes.

3. Repeat steps 1 and 2 for each supplier invoice.

(If you have difficulty using the New Supply Purchase form, please see this topic: Recording Purchases...
then come back here.)

Now MySupplies should show the correct unit cost for each supply item.

Pro/However, the quantity in stock and the value will indicate the total purchased amounts, rather than
your actual stock. If you have the SoapMaker Professional edition, you will correct this now...

pro Adjust Stock Quantities
With the list of all your ingredient and packaging item quantities in stock...

1. In MySupplies, select an item whose In Stock quantity is incorrect, and click Purchases on the
toolbar. This will open the Purchase History report. All purchase records of the selected item are listed
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here, with the most recent at the top. The blue arrow indicates the oldest purchase with stock still

remaining.
&) Purchase History for 'Olive’ e
& Print List.. | % Edit.. | 3  Delete | By Remove.. | =] View Order | g Supplier | (8 Usage Help
(Sadact an ibem in MySupplies to see it purchase [or production] history here.) [~ Show onby items with stodk remaining
Purchasss of bacs cil: Oliva
Date (r440) | Orders | Supplier | Lot # | BestBefore | Quaniity | cost|  Perunit | Left | speca |
2018-10-01 14 Ois Gakore! 189734 2019-10-01 4.0 gal 208.00 52.00 4,0 gal
07180806 | 13 | 2019-08-06 156.00
w4 20 13-07-05 12 EZ Seapmakinkiopies 18-5578  2019-07-05 6.0 gal 192.00 32.00 3.5 gal
2013-05-09 11 Oie Galore! 18-1734 2D1B-10-31* 6.0gal 158.00 8.00 0.0 gal
Teons .
= Hextbatch wil use this & Hon-wentary lat Ifmf""h.flg':;‘; ﬁ:ﬁgr:haafemm;'

2. Select the record that is incorrect, click Edit on the toolbar to enter the correct quantity. The first time
you do this, you will see a message suggesting using the Remove button instead, but since you are
just setting up, you can ignore this message and proceed with the edit.

You can leave the Purchase History window open and click another item in MySupplies to see its history.

Repeat these steps for each supply item whose quantity is incorrect. When you are done, the stocklists in
MySupplies should show the correct quantity in stock for all your supplies, and the stock value should
reflect the costs of those supplies. (Note that you can set the option in MySupplies to calculate stock value
using either of two methods.)

<< Previous step Next step >>
Recipes Setup

Step 2. Entering your favorite Recipes

Now that you have set up MySupplies with the names and costs of all your ingredients and packaging items,
you can enter all your favorite recipes into SoapMaker. You will need to enter all of the recipes you used to
make products you still have in stock.

To begin, open MyRecipes. If it is not already docked in the upper left corner of the main window, click the
Dock button on the toolbar. This will leave room for recipes to open beside the MyRecipes window.

R, My Recipes o @
4 ] S | L]
[~ a , £ X & & (i
Dock Mew Rename Delete  Open Make... Help
Seerch
I v =) =
3 Archive =
#-{3 Basic O mbes Collapss | Espand
= £ Redpe Examples -
P41 Bay Fum Shaving =
] Cream Soap exa % - _ MewGroup... |
H] Hand Lotion examie ﬁ]
#] Liguid Soap Example Move Recpels)...
%] Oatmeal Exfoliating -
£] Pk Liac Recpe types:
[=] sesdium sap

m Potassum soap
[£] Combined lye soap
[m] Mon soap

80/ 253



SoapMaker 3 Users Manual

Recipe Groups

Before starting to enter recipe contents, you may want to set up recipegroups to suit your needs. Create
new groups by clicking the New Group button (You can always create or rename groups later).

Rename any existing group by selecting it and clicking Rename on the toolbar (or right-clicking and
choosing Rename Group from the pop-up menu).

An existing recipe can be moved to a different group by dragging it onto the Group icon. Or click the
Move Recipes button to move several at once.

An unwanted recipe or group can be deleted by selecting it and clicking theDelete button (or right-clicking
and choosing Delete... from the pop-up menu). If you delete a group containing recipes, all its recipes will
also be deleted.

Note: You cannot delete or rename the Archive group.

Recipes

Before creating a recipe, you must have defined all the ingredients inMySupplies. If you haven't already
done so, see the topic Supplies Setup.

With your list of recipes and their ingredients handy, enter each one into SoapMaker:

1. Select the desired recipe Type from the drop-down list beside the New button on the MyRecipes
toolbar. This will open a new blank Recipe Form. (For help creating a recipe, see this topic: Creating a
Recipe... ; then come back here.)

2. Fill in the form with your recipe's ingredient names and quantities. Make sure the Recipe Options and
Portions are set the way you want them. You can save the settings so all new recipes of the same
type will start with the same defaults.

3. Save the recipe - you will be asked to give it a name and select a group (or create a new group).
4. Close the Recipe Form.
Repeat the above steps for each recipe.

When done, click the View as Sortable List tab in MyRecipes, and select All Groups except Archive.
You should see all your recipes listed, showing each one's Type icon. If you recorded ingredient purchase
in the previous step, the cost per sample for each recipe will be based on the most recent purchase of
ea_ch ingredient.

) My Recipes o] @ )
O . "
Dack New Print List Help

Search
Cirganize by Group ol L )| ﬂ
Show reopes in Group: | - Al exoept Archive - ﬂ of type: |d.l Types j
[ | Cost/Sample | »
1.7
ﬂl:rcan Copp exampiisope Examples & 0.11
jHand Lvtion axample 2018-03-15 0.0a
5] Lard Base 2018-03-15 0,44
[#] Liquid Soap Example 2018-03-15 0.35
8] Datmesl Exfaliating 2018-03-15 1.07
|2] Olive Base 2018-03-15 085
r T R P
Average Samplks Cost: $0.77
{Indudes redpe labor if any)
Mumber of Redpes Isted: 11
<< Previous step Next step >>

Products Setup

pro Step 3. Creating your initial Products Stocklist
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SoapMaker records your products as batches made with recipes. To set up your product stock records,
you will use the Make Batch command for each recipe for which you still have product stock remaining. If
you haven't yet created recipes for all your products, do this first as explained in the topicRecipes Setup.

Before starting to populate your products stocklist, make a list of the product batches you have in stock,

noting for each batch:

e The size (e.g. bar size in ounces, bottle size in fluid ounces). One batch may have up to 4 different
sizes.

e The quantity in stock of each size

e The recipe used

e The date it was made

Each product must be assigned an identifier Tag related to its size or shape (e.g. Large, Medium, Small).

If you split single batches into separate sub-batches of different sized products, each sub-batch must have

a unique Tag within the batch. Tags are used to organize your Price List, and can appear on customer
invoices, so decide what Tags you will use (you can still change your mind later).

When you first create a recipe, the bar/portion sizes, quantities and Tags are set using the default values
from your Preferences. You can change them when you use the Make Batch command, or later after
saving the batch, but if your recipe contains Packaging items, it's best to set these values in the recipe
itself.

Open MyRecipes, and with each recipe on your products list do the following steps:
1. Select the recipe in MyRecipes.

2. Click the Make button (or right-click and select Make a Batch from the pop-up menu). This will open
the New Batch dialog:

{8 New Batch made with Recipe 'Oatmeal Exfoliating' - Solid Soap - =} X
Concel ]E Seve Betch | 2 Check&ll | [ Un.-hhrrlt Al 7] Help
o
The checked item quantities ol be
gdeducted from your supplies nventary... Frocuct o i s Bar Quantities and Szes
ol for TRACKED mupries) Descriptive Name: |Ratmeal Exfoisting Date Made: (1840308 = z :
f* As perrecpe Custom
Basz Ois: Iy, [ neme Date | Suppier Lot £ Lisng | Cost Left | .

OM coconut 20170201 s Galore 1234 L25h 5.23 47.5b Waste: Batch weightis | 2.0 % ,:C;D:
0 Lad 0.0 0z 0.00 mo stock! - s .
0 owe B - - M0.0ar 0.00 no shock] pecizd Strinkage: during ure: | e

Bars  Mominal
55 Made Size Tag Size

bt TR

3. In the New Batch dialog window...

a) IMPORTANT: Click the Uncheck All button at the top, so the supplies used for this batch will
not be deducted from your stock (since you have already corrected your stock values in a
previous step).

b) If desired, enter a Product Description different from the recipe name
c) Select the Date Made from the drop-down calendar
d) Adjust the Waste Factor if different from that specified in the recipe

e) Edit the Bars/Portions Made and Nominal Size numbers if necessary to reflect what was
actually made for this batch.

f)  If this batch had more than one size, define sub-batches as needed, adding a uniqueTag for
each.

g) Edit the Expected Shrinkage percent if different from the value defined in your recipe.
h) Click OK.

4. MyProducts will open and display the new batch record.
Since you told the New Batch dialog to not deduct stock, the product costs will be calculated based on
your most recent ingredient purchase costs, instead of the costs of selected supply lots.
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Edit the Batch Details =] ®
.
Ibnag(ll:?]lpsreolilég;fj,,v(\;lll:::kttl‘\heeréiﬁ Print... * | [s] FRecipe | 7% Repeat | i@ Reports.. = | Iy Invoices Help
button. Then: Batch 3. Recipe: 'Pink Lilac’ in Home location
S Sale | gl Tansfer By Re-Use | "N Remove & Shom Notes
1. Add any notes you wish Description: [Zreet Sprng Edig, | Cancsl *y
about this batch (Click ShOW = e made: [70150501 T hewral | Cored el —
Notes to expand the Total Cost:  £17.83 Bars S Size ID Tag Coat  Left
window). Initisl Weight: 120.0 oz [ 0| soer a3ez| lage 0.74 2
Ch h d | f Approw. Yolume: 209.5 cuin l_ l_ oz 2602 mestiL 0.45 l_
2. a“ge any other details | Waste Factor: 1.6 % [ [ zoee 170z s 0.30 5
you did n_ot set them CureTme: [ 37 daye e N noo [
correctly in the New Batch meady: 0 daye — ™
dialog. Expected Shrinkage: [ 15 % Excess: 0.0 az vaue:  $4.31
3. Edit the Stock Left numbers [Rea T oate Y40 | R‘__m | m:l Gw__l L=ﬂ|
to reflect what remains in mmﬂ Exfolating e ETri
your actual stock. lm“m
. Cream Soap example 2017-04-27
4- CIICk Save- Hamd | atine v erebe WA TNATT - C} - =

Repeat the steps above for each batch of products in your stock. When done, the Batch List in MyProducts
should accurately show the status of all your products.

From now on, this status will be adjusted automatically whenever you make new batches or record sales.

<< Previous step Next step >>
Completing Setup

pro Step 4. Completing Setup

Double-check your supplies stocklist quantities. If you forgot to click the Uncheck All button when making
batches, supplies will have been deducted from your stock but you can adjust the stocklist quantities now to
compensate as follows:

1. In MySupplies, select an item whose In Stock quantity is incorrect, and click Purchases on the toolbar.
This will open the Purchase History report. All purchase records of the selected item are listed here, with
the most recent at the top. The blue arrow indicates the oldest purchase with stock still remaining.

i) Purchase Histary for 'Olive’ = B .
& Print List... | £ Edit.. | 2  Delete | 3%y Remove. | =] View Order | @) Supplier | (98 Usage Help
[Sakact an ibem in MySupplies to see its purchase [or producton] history here.) [T Show only items with stods remaining
Purchases of base cil: Ofive
Date (f-MT) | Orders | Supplier | Lot # | BestBefore | Quantity | Cost|  Perunit | Left | Spedal |
2013-10-01 14 Oils Galore! 13-9734  2019-10-01 4.0 gal 205.00 5200 4,0 gal
20180806 | 13 ] | 188734 ] 0190806 | 60gal| 19800 300  6Edgal| |
=$ 2013-07-05 12 EZ ScapmsknbfLopies 18-5678  2019-07-05 6.0 gal 192,00 32.00 3.5gsl
20180504 11 Oils Galkare! 18-1234 201B-1D-31% 6.0 gal 1568.00 Z3.00 0.0 gal
Teans
. T
= Hext batch will use this (B Men-mwentary kot Irﬂ.'?'f:;;g; ‘;E':ﬁirn has emf:dt,e'

2. Select the record that is incorrect, click Edit on the toolbar, and enter the correct quantity.
You can leave the Purchase History window open and click another item in MySupplies to see its history.
Repeat these steps for each supply item whose quantity is incorrect. When you are done, the stocklists in
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MySupplies should show the correct quantity in stock for all your supplies.
<< Previous step

Defining Custom Oils

Before defining a custom oil, make sure it is not already included with the program by clicking theMore
Oils button in MySupplies.

If you use an oil which is not one of the standard oils provided with SoapMaker, you will need to find
information about that oil, including at least the SAP value and the Specific Gravity (density) (Click these
links for more information). You may be able to get this information from your supplier, or find it by
searching online.

When you are ready, click the New button on the MySupplies toolbar, and enter the oil's name.

W My supplies E=Ech ™
= X 8 - ] i &Y, @

‘Wizard Nm‘% Rename  Delete Print.. Shipment Purchases LUsage FRecipes.. Help

The Oil Properties window will open so you can enter all the properties of this oil.

"B Propurtics of “My New Oif Important: SAP values are often
E This is & custom o, not incduded with the Soapaker program. SpeClﬁeC! for KOH InSte_ad of NaOH’ and
ol can enter your own propertes, or copy all the properbes from may be n d|fferent units than
o wzting o, SoapMaker requires. If you are unsure
— Fatty Acids: about how to entef the SAP val_ue,
veies [oo please see the topic Understanding SAP
bpedfic Gravity: [ Capric (C8) | 0.0 % H i
¥: - Values which explains how to convert to
Todine: ) [_ the correct value. If the SAP value is not
bk (2D | 0% correct, your soap recipes will fail!
Relative Qualities Myristic {C14) [ 0.0 %
& Caloulated from Fatty Acds Paimitic (C16) [ 0.0 % Having the correct Specific Gravity is
N Stearic (C18) [ 0.0 % essential if you ever record purchases in
Harchess: [ oeic C18:0 [55 % volume units (e.g. gallons, fluid ounces,
Fuffylather: [ ndeic 182 [0 % :::ilr;, ml), or resize recipes to fit a
Stable lather: [ Linolenic (C18:3) [ 0.0 % '
Moisturizing: Ricroleic [C18:4) | 0.0 % The Iodine and Fatty Acid values are

important if you want an accurate
TNCT name: | prediction of your soap qualities, unless
you choose to enter quality values
manually based on your own experience
or alternative data.

Copy properties from:

—Selectan Ol -  *

If you don't know what some properties
are, you can copy the properties of a
similar standard oil by selecting one
from the drop-down list and clicking the
Copy Properties button. Then make
any changes necessary to suit this new
custom oil.

When you have finished, click the Save
button.
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Recording Purchases

New Supply Purchase or Expense Form

Each time you receive a shipment of supplies, or purchase any item, record the purchase using this form.
The unit cost (used in calculating recipes costs) will then be based on the latest purchase. You can also
use this form to record any other expense associated with your business. You can use this form to record
a single purchase, or many items included in a shipment.

pro If you have the Professional edition, your supplies stocklist will reflect the new total quantity of each
item.

Before you can record purchase of an ingredient, it must be defined inMySupplies - to do this ahead of
time, see this topic for instructions: Defining Supplies... You can also define new supply items while
working in the New Supply Purchase form - if you type a name which is not recognized, you will be asked
if you want to define a new supply item.

To open the New Supply Purchase form, do one of the following:
e Select an item in MySupplies and click the Shipment button on the MySupplies toolbar, or

e Double-click the item in MySupplies, or
e choose Record New Purchase... under the main Supplies menu.

When you add an item from MySupplies, its name and category will be filled in for you.

To add more items, you can...

e Double-click another item in MySupplies

e Select Category and Name from the drop-down lists

e Just start typing a Category and Name - it will be auto-filled with the best match

Here's an example of the form with 4 items listed. The selected item is shown in the entry boxes at the top

of the list where it can be edited - here the 4th item 'Lavender EQ' is selected and the values can be seen
in the upper entry boxes.

£+ Editing Previous Supply/Expense Order =
Cangel g Save & Close H Save: Mew | Show Tips @ Help
Drder #: 2 Suppier: [EZ Saspmaking Suppies =] suppier Invoice #: [6543 Date: [2020-1228 = 7 Ttem costs incluce overhesd
L] ther Expenses | ) Mew rern (Curt-N) | X Delete itern | K Save Item ([ENTER)
Ttem Best Containers Price per Container: 45.50 | Adjusted Unit Mt For
Category ‘ Hame J Lot Number ‘ | [ Mot
T Before |\ mber Sze Units  Total Quantty TotalPrice Cost Gost T
4 [eo Lavender EQ ~|[r2563 20211231 [ 2[ 250 [ml 200 m 37.00 108.13 0n: Special
[ =] [even =i | [m =] ] e
|__1tem | Categary | ame | Lot 2 | Expiry =Cont. |  Sze | Quantity| Price | Adi.Cost|  UmitCost| Status |
| BaszOi Paim 2893 20220701 1 Wb w0k 19.00 2118 212/ 1
2 Baszoi Caster B9432 2022098-10 2 mfe 56 fl oz 17.50 19.51  0.35/faz 1
3 Wirappers Wrapper {s0ap bar) 1 200items 200 items 4.50 502 0.03jtem 1

Status indcators: Materials total price; 138,00
1 = Inventory for Busiess Overhead costs (marked =) are DISTRIBUTED proportionally to each isted Material or Expense item's Adjusted Cost @
Help with
Ovetheads

M = Non-Business: not (Ta change this, un-theck the box on the toolbar, and set the defautt in MyPreferences)  Click HELP for more info... Other Expenses total:
mduded in Inventory Tatal Price: 138.00
5 = Special Pri Notes:
“ o Less Suppher Discount:
List Iu:rr:‘; Example supply shipment containing base oils, additive and packaging items. Plus Shipping: m -
e or
& ncomplets entry; Plus Other Overhead: -
Sl smcuntbiled: 14550
When editing previous: Budange robe: 4
(@ Some akeady used; Amount in my currency: 14550
Exiting products Tax Groug: Teor 1cresdity: 14.65
made with this lat Q
will not reflect cost Defavit *| Tax2(cost): EEE I
changes help
XK ltem deleted Customs Erakerage: -
IR }lo purchase record Totol Order Costt. 166,48
(Tatal Busness Cost exdudes Tax Credits and non-imventory or nan-business items) Total Business Cast: 153.83

85/ 253



Materials and Packaging

e For each item in the shipment, select or type its Category and Name. If desired, enter the
manufacturer's Lot Number and the expiry or 'best before' date. (You can leave these blank if you
don't want to bother tracking them - for more information see the topicSupply Lots.)

If an order includes several containers of the same ingredient and they have different lot numbers,
enter a separate line for each lot. Pro Note that the first entry of that ingredient is considered the
'oldest’ lot in the order, and by default will be used first when making a product batch.

e Enter the number of containers, and the size of each container - the total quantity will be calculated.
Enter either the price per container, or the total price of this item.
NOTE: If you record a purchase involume units (e.g. ml or fl 0z), it is important to have set that
ingredient's specific gravity (SG) correctly because internally SoapMaker always saves unit cost as
cost per gram, even if you choose to record or display it in volume units. If the SG is wrong, the
conversion from the volume units to grams will be wrong, and so will the unit cost.

e When finished entering an item, press the ENTER key on your keyboard to start another (or double-
click one in MySupplies). Or if you have clicked somewhere else in the form, click the New Item
button to start another.

e For packaging items, note that the Number of Containers and Container Size fields refer to the
boxes in which the items are shipped, not the items themselves. See the Wrappers example in the
screen shot above.

e Pro. Not for Business checkbox - this serves two purposes:

0 If the shipment includes an item from your supplies list which is not intended for making
products (e.g. you ordered some cooking olive oil from your soap supply house), check theNot
for Business box for that item. You can include items like this so that the adjusted costs of the
inventory items in the shipment will be correct.

0 Check this box for ingredients that have a cost, but don't need to be tracked in your inventory
(e.g. tap water or herbs from your garden). For these, you can enter any quantity for calculating
the unit cost. If you use it for this purpose, it's important to understand how SoapMaker
calculates your year-end costs...

On the Tax and Income Summary report, if you select the option to 'Use total purchase amounts
during the period', then any purchases flagged as Not for Business will not be included in the
total costs. But if you select the option to 'Use actual cost of supply lots used for sales', and you
have sold products made with ingredient lots whose purchase was flagged as Not for Business,
your costs will include these items.
The Total Business Cost at the bottom of the New Supply Purchase form does not include any items
which are flagged Not for Business, and those purchases will not affect the stock quantity or value of
the item displayed in MySupplies.

e Special Price checkbox - If you purchase something on sale and don't want it to affect your recipe
costs or unit cost in MySupplies, check this box.

Other Expenses

Click the Other Expenses tab to record business expenses which do not affect your supplies inventory.
These can be things like tools, books, or even rent or phone bills. Choose a category from the drop-
down menu, or just type a category. If this is a new category, you will be asked to confirm.

You can include items which are not intended for your business, but were in the same shipment with
business items - in this case check the Not for Business box so the Total Business Cost for the order
will not include this item.
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"
&« Editing Previous Supply/Expense Order

Cancel E Save 8L Close E Save; Mew | Show Tips @ Help
Drder #: 2 Suppier: [E2 Soapmaking Supplies =] suppier Tnvaice #: [543 Date: [2020-1228 =] @ Tiem costs incude overhead
Row Moloriols o Padkaging W [ ew itemn (b XK Delete ltem 114 Save item (ENTER)
n{:’}ﬂ‘a Category | Description | Price Paid | "d‘i:";:tm aﬁ::::
1 | =] [pew scaie 159.99 16252 ”
. . Description | Price | Adj.Cost| Staws |

Hiew soake

Overheads and Adjustments

SoepMeking For Dummiss
Booth fee for market

155.599
29,95
50,00

163.59 B
30.62 B
5112 B

At the bottom of the form, you can enter taxes and any overhead costs or adjustments as part of this

order.

Crverhead costs (marked =) ane DISTRIBUTED propartionaly to each ksted Material or Expense item's Adjusted Cost
(T change this, un-check the box on the toclbar, and set the default in MyPreferences)  Click HELP for more info, ..

HNobes:

Example supply shipment containing base oils, additive and padaaging items.

Help with
Overheads

Materials total price:
Dther Expensas total:
Total Price: 138.00

Less Suppler Discount:
Pius Shipping: [ B.50 ©
Flus Other Cverhead: =

Amount billed: 146,50

Exchange rate: 1

146.50

138,00

Amount i my ouTency

Ta Group: Tax 1{credit): 14.55
Defauit *| Tax2(cost): 733 %
hielp
Cushoms Brokerage: -
Total Order Cast: 168,48
Total Business Cost: 153.83

(Tatal Busness Cost exdudes Tax Credis and non-mventory or non-business items)

e Choose the applicable Tax Group from the drop-down list, and enter sales tax or value-added tax
amounts paid. If you want to define a new tax group, select Edit Tax... to open MyPreferences and

add or change taxes.

e Based on the tax group, you can see whether the tax amount can be claimed as a credit, or will be

included in the total cost.

e Enter any Notes about this shipment.

You have the option to distribute overhead costs proportionally to each item as shown in this example,
or keep the overhead costs separate so they don't affect individual item costs.Pro' The choice will affect
the way your business costs are calculated for tax purposes, so you should choose the desired option and
make it the default for all future purchase orders for consistency. For a discussion of this option, see the

topic Overhead Costs.

When finished, click the Save and Close button. The unit cost of each item is now based on the latest
adjusted purchase cost (except for items marked 'special price'). New purchase records are added to the
Purchase History of each shipment item. Pro. The newly purchased quantities are added to your supplies

stock.

The shipment details can be viewed in the Supply Orders Report. From there, you can also edit the order
if you made a mistake when entering data.

Individual items from this and all other orders can be seen in theList of All Purchases report.

Supplier Information
Before saving the form...

1. Select the supplier from the drop-down list, or choose +New Supplier.. to record a new one in your

Suppliers List.

2. Enter the supplier's Invoice Number, and change the date if necessary by selecting the shipment date

from the drop-down calendar.
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Toolbar Buttons
The main toolbar provides the following command buttons:
Cancel Close the form without saving anything.

Save & Save all your data and close the form.
Close

Save, New Save all your data, and start a new blank order.

Finish Later  Save your partially entered data and close. Next time you open the New
Supply Purchase form, it will resume with the same data.

Show/Hide Show tips for using the form effectively, or hide the tips when done.
Tips

Help Opens this manual page.

The toolbar associated with the data entry fields provides these commands (with keyboard shortcuts as
shown):

New Item Ctrl-N Starts a new blank item for data entry.

Delete Item N/A Delete the currently showing item.

Save Item ENTER Save the current data entry fields. If you were working on
a new item, then another new item will be started. If you
were editing an existing list item, the next item in the list
will be selected.

Cancel Entry ESC If you were editing an item, this will restore the previous
values.

Status Indicators
The listed items each show a Status in the right-most column.

For Raw Materials and Packaging items:
I - this is an inventory item

N - this is not for business, and will not affect the business cost total, or show stock quantity in
MySupplies.

S - you have flagged this as a special price, and it well not affect unit costs in recipes orMySupplies.
For Other Expense items:

B - this expense item is a business expense

N - this is not a business expense, and will not affect total business costs.

In the left margin of the list, you may see an Icon with meaning explained in the legend.

Correlating your records

Whenever you record purchases, a Supply Order Number is assigned automatically in sequence. It is a
good idea to label your supplies with the date of purchase and the order number so you can correlate
them with the records in the Supply Orders and Purchase History reports.

Small screens
If your screen is too small (or you have your resolution set too large) to show the entire form, scroll-bars
will appear at the bottom and/or at the right side of the main window so you can move it to see the hidden
portions.

Related Topics

MySupplies - Supply stocklists



Sales Tax - Setting up and using SoapMaker's Tax features

Suppliers List - Name and contact information for all your suppliers
Purchase History Report - List of purchases for a selected supply item
Supply Orders Report - View contents of past shipments

List of All Purchases - Lists individual purchased items

Supply Lot Numbers - Recording and tracking supply lots

Overhead Costs - The pros and cons of each option for handling overheads

Overhead costs

When recording a purchase of supply items or other expenses, you can specify overhead costs in
addition to the prices of individual items.
These overheads include:

e Shipping cost

e Any sales tax which you cannot claim as a credit

e Customs/brokerage fee paid for imported shipment

e Any other overhead which can be considered a valid business cost

SoapMaker offers two methods for accounting for these overheads:

1. Distribute the overhead costs proportionally by adjusting the cost of each item in the order (both
materials and other expense items), or

2. Treat the overhead costs as separate business costs, shown on the Tax and Income Summary
report 'Pro

Differences between the two options:

1. Distribute Overheads by adjusting item @ 2. Keep Overhead Costs separate
costs

Supply item costs and recipe costs may more Supply item costs are only adjusted to distribute
accurately reflect your total costs any supplier discount on the order

Distributing overheads proportionally may distort Item costs and recipe cost will reflect the actual
the true costs of individual items. (e.g. one price of each item

heavy item could result in a large shipping cost

component for each item's adjusted cost)

If an order includes both business cost items and|  The total overhead costs for an order will be
non-inventory supplies or non-business shown as a business cost if the order contains at
expenses, only the business items' share of least one business item, even if the order also
overheads will be included in total business costs | contains non-business items.

in the Tax and Income Summary

Tax treatments can be different for material costs

Overhead costs will be lumped together with
P g and overheads such as shipping or sales tax.

material costs for tax purposes

You can set your preferred default option for all new supply orders in MyPreferences, and you can override
the default in a particular supply order by setting the option on the New Supply Purchase or Expense form
toolbar. (It is recommended to use the same option for all your purchases.)



s To set the desired option when

[#£3s| | recording a new supply order, check or
uncheck the box labeled Item costs
include overhead at the top right of

 Date: [2020-12-28 v, Item costs indude overhead the,form' If you choose the OppOSite
Q option from the default saved in your

4 W1 Sanee lharn (EMTERY preferences, you'll be asked if you want
Distribute owerhead costs by adjusting each item cost the new choice to become the default

i for future orders.
o o 48.50 | Adiustedl Unit |— Mot for ‘ or future orders

You can also set the default option
directly in MyPreferences on the Production and Taxes tab.

Suppliers List

This report lists all your Suppliers with contact information. From here you can add new Suppliers, or edit
the information for an existing one. Whenever you record new purchases, you can select the supplier from
this list.

To open the report, select Supplier List under the main Supplies menu.

You can also open it from the Purchase History or the Usage History reports. This will open the Suppliers List
and highlight the supplier who sold you the selected purchase lot.

This example shows the supplier "Oils Galore!" selected. The contact information and your notes about this
supplier are displayed on the right.

&2 Suppliers >
g Mew X Delete | #£  Edit | §Y Email g ¥Website [(f} Export Help

Select & suppier to view details: Supplier Hame: |'_-|-_ e
EZ Soapmaking Supples
Local grocery store My aroount = |
mYy Owm oaroen

Phome: |455-730-1

Email: | Eaisgaiare, com

Up four Mose Ar i )

Wiandman Desgns Viebsite: | nisgalore,com
Notes: [ficttious supoher example

Close

If you have entered a valid web address, clicking theWebsite toolbar button will open your browser and
connect to the supplier's website. Similarly, if the selected supplier has an email address, the Email button
will open your default email client and begin a new message addressed to the supplier.

Toolbar and other Command Buttons
New - Enter a new supplier name and contact information
Delete - Delete the selected Supplier from the list
Edit - Make changes to an existing Supplier's name or information

Email - if the selected supplier has an email address, this will open your default email client and begin a
new message addressed to the supplier.



Export - Save the entire suppliers list as a CSV file that can be opened with a spreadsheet

Website - If you have entered a valid web address, this will open your browser and connect to the
supplier's website.

Help - Open the Users Manual to the page describing this report

Save Changes - Save new supplier, or changes made to an existing one
Cancel - Don't save the changes you just made.

Close - Close the Suppliers List window

Shortcut

Press the Esc key to close the window.
Supply Lots

pro Recording and Tracking Supply Lot Numbers

Just as you make your products in 'batches', manufacturers of your raw materials also make batches. In
SoapMaker, these supply batches are called Supply Lots to avoid confusion with your own product
batches. When you purchase raw materials, they will generally have a Lot Number stamped on the
container. Perishable ingredients may also have an expiry or 'best before' date marked.

In some jurisdictions, it is required that you be able to track which supply lots are used to make each of
your products. Even if this is not required, it may be a good idea. By doing this, you will be able to handle a
case where one of your supply manufacturers is forced to recall particular lots because of substandard
quality or other problem.

SoapMaker provides the tools which enable you to track individual supply lots right through your entire
process, including sales to your customers.

Recording Supply Lot Numbers

When you record a new supply purchase using the New Supply Purchase Form, you can enter the Lot
Number for each item. If an order includes several containers of the same ingredient and they have
different lot numbers, enter a separate line for each lot...

-

£+ Mew Supply Purchase or Expense =
Cancel u Save & Close E Save; Mew :‘- Finish Later | el Show Tips Help
Order £ 10 Suppler: [EZ Saspmaking Suppies =] Suppler Invaice #: 6547 Date: [201801-13 ]
L] other Expenses | () Mew ttem (Cr-rg) - X Delete e | 149 Save Item (ENTER)
Ttem a | Home B Best ‘ Containers Price per Container: 30.00 | Adjusted Uit Hot for
Fumier Before Mumber Size Lhnits Total Quantity Total Price Cost Cost Businos:
2 Base Ol Ol 50171234 18-01-10 2 3 |qt &gt B0L00 &0.00 10.00 Special
=3 _~|[ctve [ =l |1 [a -] q - fhee
|_ttem | category | biame [ 1ot 2 | Jepey | 2Cont.| Sze | Quantity|  Price| AdiCost| unitCost| Staws |
1 [Eacs O Dlive GO18023 15-06-06 1 Jqt gt 30.00 30.00 10,00/qk I
2 Bass Oil Olive SD171234 2018-01-10 2 3qt &gt 60.00 &0.00 10.00 /gt I

In this example, an order of Olive oil is separated into two lots with different lot numbers. You may want to
include an abbreviation of the Brand with the Lot Number as shown here - the way you use this field is
up to you. Or you can just leave it blank if you don't want to bother with Lot numbers.

You can also enter the expiry or 'best before' date using the
= Containers  Pree  nop-up calendar. If you enter a date, SoapMaker will highlight
Mumber Sze Unts  To jngredients with expired lots in MySupplies and the New Batch

lporrizs [EEEEEEE [ 2] Sfet =] g0,

| Lot Humber

Tlots 4| June 2019 ] == 1 _

GO180; gt Tracking Supply Lots

et ?' ; gt The lot numbers you enter when recording supply purchases
g 112 13 19 1 will appear in the following reports:
15 1 13 19 20 21 22 : . .
ol o m m o Pl.!rchase History - lists each purchased lot of a particular
ML o2 3 4 5 6 ingredient
=5 Today: 2018-01-13

e Supply Orders - lists all purchase orders, and shows
contents of a selected order



e Usage History - lists all product batches made with a particular ingredient, and optionally with a
particular lot. For each batch shown, you can use the Sales History report to show sales to individual
customers.

Using these, you can track individual supply lots all the way through your product sales to particular
customers. For more information about this, see the topic Recalls.

Updating All Recipes

Whenever you record a purchase of new supplies, SoapMaker re-calculates the unit cost of each affected
ingredient or packaging item using the latest purchase cost. Any saved recipes using the affected items will
not reflect the latest costs until they are updated.

After changes have been made in MySupplies, SoapMaker may present an offer to update your recipes
(unless you have chosen to suppress these reminders).

| Also, the List view in MyRecipes will show a message and
* Redpe costs may need updating! Update Now button. Updating saved recipes will ensure

Update nf‘}“ | the sample costs shown in MyRecipes are current.

Like recipes, Blend formulas may need updating to reflect new ingredient costs or properties. In this case,
the Blends List view in MySupplies will show a message and Update Now button.

jing - | Options ]
* Formula costs may .
ils or Additives list) need updating Lo =T

| Type | Last Saved |
Additive *2018-03-15
Base Ol 2018-03-15 Open

Clicking the Update now button in either MyRecipes or MySupplies will begin updating any blends and
recipes that need it. The blend formulas are updated first because this may change the unit cost of the
blended ingredient, which will then require updating any recipes which use that blended ingredient. If some
blend formulas contain other blended ingredients, two or more stages of blend updating may occur before
recipes can be updated.

You can also have SoapMaker update your blends and recipes by selecting Update Recipes... under the
main Recipes menu. You can choose to include or skip recipes in theArchive group.

Updating all recipes may take a minute or two, depending on how many recipes are affected by recent
changes. If you find it is taking too long, you can cancel the process and update the remainder later.
Note: After updating, your recipes show ingredient costs based on the most recent purchases. However,
when you record product batches, the batch cost is based on the actual costs of the individual supply lots
used, and so may differ from the recipe costs if some lots were not the most recent purchased.

Returning Supply Items

Pro. From the Supply Orders Report, you can select items to be returned to the supplier. This feature will
create a 'return order' linked to the original purchase order. It will also reduce your inventory accordingly,
and re-calculate your business costs and sales tax as shown in the Tax and Income Summary report. (You
can also use this feature to make corrections to a supply order when you can no longer edit the order
because some of its lots have already been used to make batches.)

To use this feature, select the purchase order from the Supply Orders list, and then select one or more
items from the Contents list. Use shift-click to select a block of items, or Ctrl-click to select multiple
individual items as shown in this example.

Note: If you need to return both Materials items and Other Expense items from the same order, you
will have to create two separate return orders, since you cannot select items from both lists at the same
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time.
e ]
s Supply Orders | =)
MK Delete | & Edit | [ Mew Order | T Repeat | =5 Prnt = | Yy Ewport | g Supple | () Help
Shaw Orders Select an order to view contents:
From: [0 Supphers-—- = /. Order | Dabe | suppier | Trwaice | Ameunt |
Invoioe#: [ Al 1 M160201  Ois Galore! 15000234 533.00
2 M018-02-03 Up Your Mose Aromas 16-02-3456 165.50
Ml dates (# This year (7 Last year 3 201640204 Lacal grocery store 2244
- e L — 4 WI60205  EZ Sospmaking Supples  16-02-0234 264.45
From: |—-'3' 15-10-21 J -|—'3' 15-10-21 J 5 0150208 EZ Sospmaking Supples 1650200456 377.54
7 M16-02-15 Local grocery store 25.00
Order received from: Up Your Nose Arcmds 8 016401-20  EF Soapmaking Supples 150138407 343.00
A §  16-10-21  EZ Scapmaking Supples 16020234 22,10
Contents of Order 2:
Retun ltems
Material ard Packaging
Hame [Lat e | Expiry [ Quantity | Price | Adi.Cost | Inventory |
1. Firk Pigment M5 1500455 10.0 62 9.95 10.72  Yes
2. Liramanne Blue S5 15-00536 10,0 oz 9.95 10.72 Yes
LLS 153348 5
4, Lavender EQ ULS 159574 201740315 48,0l oz 25.00 2.9 Yes
LLS 157346 2L
6. Rasemary EQ ULS 159873 2017404-20 48,0l oz 27.00 2.0 Yes
7. Bay Rum FO SFU 16383 201740920 32.0f 6z 18.00 19.39 e
8. LlacFO SFU 16234 2017409-20 32.0f oz 18.00 19.39  Yes

Click the Return Items button above the Contents list. This will open the Return Items dialog...

Totale: 45,23
Hower mouse over an item o see explanatan. .,
Less retum fee or discount: I
Total Refundzable prce: 45,23
Exchangs rate: ,71
Amountin my currency: 45,23
Taw pald for purchased ttema:

Tax1feredit): Iﬁ [

Tax Group:

Defaut Tax2icred): 4,52

45,23
Hel
|caleulate taxes for all items at current rates
Total Refund including tax: 52.01 | Lancel

Coet assodated with return of 1tems: Met changes to annual busness mials: Save and Close

Shipping cost: Busness Costs: 45,23 (exdudes non-nventary or
nen-business items)

Other Costs: Tax credis: -6, T8

184 Return Itemes to Supplier = O =
Returning 2 materals or packaging items:
Orignal Ordar 51 2 Suppler: Up Your Moge Aromag Suppler [nvaloe &1 16-02-3456 Data: Izm?-us-cls |
I Lot Numh Purchased | Current | Uit B m| Quantity Fefund |h., :
= = Quantity | Stodk "] Retuned | Amount |
L Laventder EO LS 155874 az.0flez 350flcz oL32 35.0 floz 18,25 Yes
A Rosemary EQ ULS 155873 43,0l cz 48,0 flcz 036 4.0 floz 274,00 Yes

For each item selected from the original order, you can see the purchased quantity, the current

stock, and unit price. You can choose to return the full current stock quantity, or return only a portion -

the refund amount will be calculated accordingly.
In the lower left are various fields for specifying overheads associated with the order:

Return fee or  If you received a discount on the original purchase, enter it here. If you are

Discount returning only part of the original order, you will have to calculate the

appropriate discount. If you have to pay a fee to return something, include
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this amount here.

Exchange rate If the order was purchased from a different country in foreign currency,
enter the exchange rate.

Tax Paid If all items being returned are taxed at the same rates, just click the
Calculate Tax button. Otherwise, you will have to figure the taxes yourself
and enter the amounts.

Cost associated  Enter shipping costs, and any other costs you incur by returning these items.

Net changes to  These take into account the proceeds from receiving the refundable amount,
costs  your shipping or other costs, and the taxes that are refunded.

You can enter any notes you wish about this order. When ready, click theSave and Close button. This
will create a new return order in the Supply Orders report, adjust your supplies inventory to reduce your
stock by the amounts returned, and adjust your taxes and supply costs as shown in the Tax and Income

Summary.
Return Orders are shown in RED in the Supply Orders report list.

Related Topics

Supply Orders Report
Purchase History Report

Creating a Recipe

Overview
To create a new recipe, or view an existing one, you open a Recipe Form from MyRecipes...

To create a new recipe, click the New button and choose the recipe type. To open an existing recipe,
double-click it in MyRecipes, or select it and click the Open button.

You can make soap recipes and non-soap recipes. (Note: For "melt and pour" soap using ingredients that
have already been saponified, or if you have pre-made soap base products to be reused as ingredients, use
the non-soap recipe type.)

At the top of every Recipe form is a toolbar with buttons for recipe-related commands. Hover your mouse
cursor over any button to see a pop-up description of what the button does. Some commands can also be
accessed from the main menus.

If you are learning the program and want guidance, click theWizard button for step-by-step instructions. If
you no longer need this, click the button to hide the Wizard pane.

'

=] Bay Rurn Shaving - Sodium Soap Recipe =] =
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Wizard  Save Copy Print... Export Resize.. Make.. Graph  Full Help
Total Reope Weight: 122,37 oz Padeaging items: 38 Approsdmate Volume: 116.03 fl oz
Total Mo, of bars: 19,0 Sub-batches: 2 Labor: 40,00 (2 hours at 20,00)
Total Material Cost: 45,50 Cost per 6.0 oz bar(ind labor): 4.45 Cost per 50z sample (ind labor): 3,75
Lye [\Water | Additives | Packaging etc. | Fatty Acds | DOptions | Portions | Labsar | Mob=s | :I

Below the toolbar is a summary area which displays the following information:
e Total Recipe weight - the total weight of all ingredients (optionally adjusted to allow for water
evaporation during processing).
e Packaging items - total number of packaging items included with the recipe.
e Approximate volume - total volume of the recipe, calculated from the weight andspecific gravity of

each ingredient. (Note: the actual volume may be greater than this number if mixing the recipe
ingredients introduces entrapped air)



e Total No. of bars/portions - the total number you have specified for the recipe.
e Sub-batches - you can divide the recipe into sub-batches (maximum 4) with different sized
bars/portions.

e Labor - if desired, you can specify the hours needed to make this recipe, and your labor rate so you
can see the labor cost here.

e Total Material Cost - calculated from the quantity and cost of each ingredient and packaging item
included in the recipe. This does not include the labor cost.
e Cost per bar/portion - Cost for a single bar or portion, based on your settings on the Portions tab. If

you have specified multiple sub-batches with different sized bars/portions, only the first one is shown in
this summary area. The labor cost if any is included.

e Cost per sample - A standard sample size enables you to compare the cost of different sized recipes
in the MyRecipes list. You set the sample size in your Preferences. Labor cost if any is included in the
sample cost, as well as any packaging items from the first sub-batch.

Below the Summary area is a set of tabs for accessing different pages of the recipe form. In the picture
above, the Base Oils tab is selected.
The first step is to set your Options for preferred units by clicking the Options tab.
Recipes can be either 'soap' or 'non-soap' - the Tabs and form layouts for each differ somewhat as
described in the related topics:

Soap Recipes - Used for any soap that includes lye in the recipe

Non-Soap Recipes - Used for products other than soap, or for Melt & Pour soap

Window stuff and Shortcuts

You can move a recipe form by dragging the top. You can resize it vertically by dragging the lower edge.
SoapMaker will remember the height the next time you open any recipe of the same type.

If ingredient names are too long to display completely, you can stretch the window horizontally by dragging
an edge.

Press Ctrl-T on your keyboard to select the next Tab.

If you prefer to see all ingredients at once, click theFull button on the toolbar to see a full-screen layout.
The button changes to Normal - click this to return to the normal view with tabs.

To keep a recipe open without cluttering your screen, click the Minimize button in the upper right corner -
the recipe will be reduced to a small box parked at the bottom of the main window.

To close a Recipe, click the I in the upper right corner, or select Close Window from the main File
menu.

Click here to view topics in sequence:  First topic >>

For a description of Recipe Commands, and each Tab on the Recipe form see:

Recipe Commands
Base Qils

Lye / Water
Additives
Non-soap Recipes
Packaging

Fatty Acids

Options
Portions

Labor
Notes




Recipe Options

The Options page controls several aspects of your recipe form.

When you first open a new recipe, the options are set according to thedefaults you have set in
MyPreferences.

Base Cis | Lye /Water | Addtives | Packaging ete. | Fau-.rn.mfspmﬁm'ﬂ | Labor | niotes | 3

Redpe Preferences
Irnput units for addng ingredents: |oz -

Water Volume units: |oups - Expected hat process waber |oss: 0.0 %

{affects redpe total weight & volume)
Recpe Volume units: [floz = =)

Cahoulated Weight units: [oz - Supgested Fragrance amournt:

Weigh scale predsion: . 001 oz | 0.5 |oz per b j of Base Ois weight

(mowe sider to set) —
Meke Ehis recipe my |_h-| Lise the sbove s=tings for al @
graph Benahmark. .. caf &g rew redpes of this type... Cave in
Benchmark Preferences

Changes you make on the Options tab will be saved with the recipe. You can also save these option
settings in MyPreferences by clicking the Save in Preferences button - they will then be your default
settings for all new recipes of the same type.

Recipe Option Settings

Input Units Sets the default units for entering ingredient amounts (e.g. o0z
or gr). Changing this will not affect any ingredients already
entered into the recipe.

Water Volume Units The calculated water needed will be shown in these units (e.g.
cups) as well as weight units.

Recipe Volume Units The recipe's approximate total volume is calculated in these
units and displayed in the summary area.

Calculated Weight Units Set these units to match those used by your weigh scale. The
weight of every ingredient is shown in these units.

Scale Precision Set this to match the number of decimal places displayed by
your scale. Calculated weights will be rounded to this
precision. Also, if you resize the recipe, all ingredient
guantities will be rounded accordingly. (Note: This setting
affects only the way numbers are displayed. Internally
SoapMaker maintains numbers with much greater precision)

Expected Water Loss For hot process recipes, you can specify the percentage of
water you expect to lose from evaporation while making the
recipe. The total recipe weight and volume will be reduced
accordingly (but not the calculated water amount needed to
mix with lye).

Note: This loss amount should not include expected shrinkage
during curing of solid soap. That is accounted for on the
Portions page.

Fragrance Amount Set this to the desired rate per quantity of base oils. The
Fragrance Calculator on the Additives tab will then suggest
the appropriate amount.



Set as Benchmark

For Soap recipes, if you would like this recipe to be the standard for comparing the gualities of all your
recipe, you can make it the benchmark on the Qualities Graph by clicking the Set as Benchmark button.

Related Topics:
Creating a Recipe - Introduction

Soap Recipes
Non Soap Recipes
Recipe Portions
<< Previous topic Next topic >>

Soap Recipes

SoapMaker supports 3 types of soap recipes:

e Sodium soap - bars made with Sodium Hydroxide lye (NaOH)

e Potassium soap - any soap using only Potassium Hydroxide (KOH)

e Combined lye soap - use this type for any soap made with a blend of both types of lye

The recipe form is similar for all 3 soap types. Clicking a tab on the form displays the selected page. (Click
a tab name in this table for more information)...

Base Qils The saponifiable fats and oils which form the base of your soap
Lye / Water The Lye and Water quantities are calculated automatically from the Base Oils
you enter.
Additives  All ingredients which are not saponified, such as scents and colors. You can
also include water, or additional Base Oils in the Additives list.
Packaging etc. Non-ingredient items included with your products, such as wrappers, labels,
and bottles.

Fatty Acids If you are interested in chemistry, this tab lists the fatty acid composition
resulting from the recipe's blend of Base Oils. The Predicted Qualities shown on
the graph are derived from these.

Options This page enables you to select the units you prefer (e.g. ounces or grams),
and other settings. You can set them for this recipe only, or save them as the
default options for all new recipes of the same type.

Portions Set various parameters for making the recipe, including the number of
bars/portions and their sizes.

Labor If desired, enter your labor rate and the estimated hours needed to make this
recipe. You can then see the labor cost per bar/portion in your Price List to help
you set prices that will give you the desired profit margin.

Notes Here you can record any notes about this recipe. When you open an exiting
recipe which contains notes, a little icon appears next to the Notes tab.'lﬁ

<< Previous topic Next topic >>
Base Oil Ingredients

The Base QOils page is where you enter all the saponifiable fats and oils which form the base of your soap
recipe.

(For non-soap recipes, see Non-Soap Recipe Ingredients.)
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=] Bay Rum Shaving - Sodium Soap Recipe = B
A B, 5 B s & = B &

Wizard  Save Copy Print... Export Resize.. Make.. Graph  Full Help

Total Reope 'Weightz 122,87 oz Padaging items: 33 Approodmate Volume: 116.03 floz

Sub-batches: 2
Cost per 6.0 oz bar(ind labor): 4.45

Taotal Mo. of bars: 19.0
Total Material Cost: 456.50

Labor: 40,00 (2 hours at 20,00)
Cogtpear 50z sample (ind labor): 3,75

Lye [ \Water | Additives | Packaging etc. | Fatty Acds | Options | Portions | Labar | Mob=s | '_'I

. Enfter ouaniity by: Waf | Weight

*  AMDL a Bpe noz el

Ol Name & Bmount © % | R Cost
_1 | [rad || %oz ~|[475% 309% 38,00 5.94
_2 | [Cocanut || 0w =][mox 6% 20,00 6,23
3 | [paim || 1wmsofer ~][zisx s 17.50 B4
4 || castor || 4@ ~|| s& 37% 4.50 4,55

sl = for <]

Base Oil Totak: 100% B0.00 az 25.35

NOTE: Redpe ngredent costs are based on latest purchases. Product cests do not indude labar,
and may atsa show different costs if made with older supply lots.

Entering Oil Names and Quantities

You can choose to enter oil quantities by Amount or by Percent. If the choose the latter, you will be
asked to enter the desired total weight of oils at the bottom of the list.

Lye [Water | Additives | Pac

Castor

To enter an oil, select it from the drop-down list, or just start typing
the name and SoapMaker will autofill with the best match from the

il Nama list.
L | ~|| If you want to use an oil which is not listed, select the +More Oils...
2. |Apricot Kemel <] item at the bottom of the list - this will open the Favorite Qils

window where you can select any of the more than 80 standard oils
included with SoapMaker.

Cocoa Butter =

You can also add your own custom oils in MySupplies, then use them
in recipes.

After entering a Base Oil name, press your keyboard Tab key to move to thequantity field and enter the
amount or percent. Press Tab again to move to the next row. SoapMaker adds more rows as you need
them. If the number of rows exceeds the space available, the list will scroll to ensure the row you are
working on is visible.

If you have chosen the Enter by Amount option, type the amount. The units are preset with your chosen
default units (e.g. oz or gr), but you can change them for a particular entry by selecting different units
from the drop-down list, or by typing the units name. This oil's percentage of the total oils is calculated.

If you have chosen the Enter by Percent option, then enter the desired percentage of the total oils
weight. The amount is calculated. The total percent at the bottom will be colored if not 100% like this:
or [l , so you can see at a glance whether your total is correct.

|
| Coconut j |
| =~

Click an arrow to increase or decrease the amount by 1. If you click and hold, the amount will continue to
change - release when you reach the desired number. This is a handy feature when the graph is visible -
you can watch the different Quality numbers adjust as a particular oil's quantity changes.

2f = ﬂ When editing the quantity of an ingredient, a pair of
]1[)[2‘3 ﬂ small arrows will appear for fine tuning.

Editing arow
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When editing an existing recipe, you can insert or
delete a row, or shift a row up or down. Click on
the row number and choose the desired operation
from the pop-up menu.

Calculated Values

As you enter ingredients, SoapMaker calculates
the weight of each (converting from whatever
units you entered), the percentage of the total
recipe weight, and the cost (based on your latest
purchase as recorded in MySupplies).

At the bottom of the page, the total weight and
cost of oils are shown.

Using Citric Acid

W Packaging etc. I Fatty Acids I Options I Motes

Ent

Category Ingredient Mame {* Amot

BaseOil ;I Hemp
BaseCil ;I Eve Primrose
73] | Baseol || Stearic Acid
A Shift Up

W Shift Down

= Insert Above

10

(51 ]

=]

Lfledlefledielle]

X Delete Row

If you use Citric Acid in your recipes, you can define it as a 'base oil' so lye calculation will adjust for it.
See Using Citric Acid in soap recipes for more information.

<< Previous topic

Predicting Soap Qualities

Next topic >>

For each soap recipe, SoapMaker calculates the predicted qualities from the properties of the base oils

which make up the recipe:

® Hardness — the harder the bar the longer it will last

e Fluffiness of lather — the ability to form lots of large bubbles
e Stability of lather — the ability to maintain a long lasting creamy lather
[ ]

leave skin feeling soft

Moisturizing (Conditioning) — the degree to which the soap will prevent irritation and dryness, and

Each quality is rated on a scale of 0 to 10, and displayed on the Predicted Soap Qualities Graph for each
open recipe. The graph enables you to evaluate different oil blends, and to compare different recipes. You
can display up to 8 recipes (plus your benchmark) at once.

|| Predicted Soap Qualities

6.2 49

I Dock & Print| [4F]Scale <y Reset [Z) Help

=)

Mouse aver
for values
values fior: Olve Base

5.9 B4

| penchak ] Reeieniase [ o6veBase

Maistulizng
| | wedimse [ wvetocca Base

Bemchmark redpe: Soy Base

The Quality Numbers

The predicted qualities are relative numbers, on a scale of 0 to 10, calculated from the proportions and
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properties of the different base oils in a recipe.These numbers are intended only for comparing different oil
blends, and do not reflect additive ingredients or the degree of lye or water discounting, although these
factors may affect the actual quality of your soap.

Do not expect a good bar to have high numbers in every quality — the various qualities need to be balanced
for a good recipe, and no soap could possibly have high numbers for all, because some of the qualities are
mutually exclusive. For example, oils which produce a hard soap have poor moisturizing, while good
moisturizing oils tend to make the soap soft.

Using the Graph
To open the Graph, or bring it to the front if it's already open, click the Graph button on the main toolbar.

You can also open the Graph by:
e selecting Show Qualities Graph from the main Recipes menu.
e clicking the toolbar Graph button on a Recipe form. This either adds the recipe to the graph (if it's not
already plotted) and brings the graph to the front, orremoves the recipe from the graph if already
plotted.

When a recipe is showing on the graph, a colored bar appears at the right end of the Recipe's toolbar to
match its color on the graph (blue in this example)...

[E] Olive Base - Solid Soap Recipe =]
2 B .3 &8 s (@ w B 3
Wizard Save MewCopy Print..  Resize Make  Graph Full Help
Totsl Redpe Wisight: 118.65 oz Cost per 5.0 oz bar 50.77 Total Cost: 51822
Approocimate Volumes: 11471 fl oz Cost per 5 oz sample: $0.77 Mo, of bars: 23.7
mmﬁ"‘ﬂ!ﬂm“ﬂdﬂum | Fameml r:-uml mul *

Wienghit
F‘inunt | rl"“'ﬂ. naoz

40 |0z ] 40,00
m
0

m sdicted Soap Ou
B2 Dock 25 Print| (] Scale Sy Reset (3) Help |HOuse 0ver

Values for: Olive Base

When a Recipe form is the front-most window, the recipe's quality numbers are displayed at the top of the
graph. When the graph is the front-most window, the Benchmark numbers are displayed. Hover the mouse
cursor over one of the colored bars to see the numbers displayed for the associated recipe.

You can move the Graph window by dragging the top. You can resize it by dragging a corner or edge.
SoapMaker will remember the size and location the next time you open it.

To set a different recipe to be your benchmark, open the recipe and either select Set as Benchmark under
the main Recipes menu, or click the Set as Benchmark button on the Recipe form Options tab.
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The Graph window Toolbar provides buttons for these commands:

Dock: Moves the graph window to the lower left corner of the main window. Use this to
help reduce clutter when you have several windows open at once.
If MyRecipes is also open, it will dock in the upper right corner above the graph.
Help: Opens this Help topic
Print: Creates a full-page printout of the graph

Scale: Turns auto-scaling on or off. Without auto-scale, the graph always shows the full
range of values up to 10.

Reset: Resets the benchmark values to those originally provided with SoapMaker. The
benchmark recipe name will be shown as "Benchmark Example".

To close the Graph when you are not using it, click the Il in the upper right corner, or select Hide
Qualities Graph from the main Recipes menu.

Oil Properties

Each base oil's soap-making properties arise from its unique composition of different fatty acids. The quality
numbers are derived from each fatty acid's molecular weight, carbon chain length and number of unsaturated
double bonds, as well as the oil's iodine value and SAP value.

You can see all the properties of a particular oil by selecting it in MySupplies and clicking the Properties
button. To view the qualities of all the base oils at once, use the Compare Qil Qualities tool.

<< Previous topic Next topic >>
Related Topic
Qil Properties

Lye and Water Ingredients

The Lye/Water page shows the calculated amounts of lye and water. You can adjust these suggested
amounts.

mmdma | Packaging ete. | Fatty Adds | Cptions | Portions | Laber | Miotes | ™3

Lye Water
Sodum Hydroxide MaOH Chioose water adjustment methad:

{% Discount from supgested: | 0.0 %
#&2‘;"3‘3“ l_ o [T Use pre-mixed ly= " LLye Salubon Strength: l__ %

" Water/Lye Ratio: 14

Water needed: 27.70 oz
or: 3.319 cups

Cost: 50.00
NaDH needed: 11.17 oz Costz $0.00 Percent of Reope:  22.5%
MalH Percent of Redpe: 9.1% Parcent of Base Oils weight: 34.5%

Expected loss during process: 0.00 3%
(see Ophans)

Lye
The type of lye used depends on the recipe type:
e Sodium soap - Uses only Sodium Hydroxide (NaOH) as shown in this example. Typically used for solid

soap bars

e Potassium soap - For any soap recipe which uses only Potassium Hydroxide (KOH). Typically used for
liquid soap

e Combined lye soap - For any recipe which uses both NaOH and KOH lye. Typically used for liquid or
cream soap

SoapMaker calculates the amount of lye needed to saponify the recipe's base oils, using SAP values
determined by industry research.



Because the actual SAP value for a particular oil may vary slightly depending on the source and refining
process, it is wise to reduce or discount the amount of lye slightly to ensure there will be no unsaponified
lye remaining in the finished soap.

To make a more luxurious soap which is kind to the skin, you cansuperfat your recipe, either by increasing
the lye discount, or by including additives with fat content such as milk.

Lye Discount
For solid soap recipes, a lye discount of at least 4% is recommended.

For liquid or cream soaps, you may enter a discount of 0%, or even a negative discount (e.g. -10%) which
will leave excess lye in the soap base. In this case it is essential that your recipe include aneutralizing
agent in the additives list, and that you test the PH of your soap to ensure the finished product does not
still contain lye.

Lye For both liquid and cream soaps, you can specify the
Sodkam Hydrauids HaCH & Potassian Hydranide KOH purity level for your potassium hydroxide (KOH). You can
e e specify the default level for new recipes in MyPreferences.
LyeDiscant] 6% KOH is typically around 90% pure, but if this is not indicated
NaiCH to KOH ratio (o weight) on the container, you should check with your supplier.

[+ pormmacritn] 5 part ox For combined lye soap recipes, both types of lye are used.

NaDH needed: 1.0 oz Cost: $0.00 You determine their ratio by weight by entering the relative
NaOH Percent of Redpe: L0% values as shown in this example.
KOH reeded: 5.5 0z Cast: §0.00

KOH Percent of Redpe: 5.8%

Using Pre-Mixed Lye

Lyn For sodium and potassium soap recipes, you have the
option to use a pre-mixed lye solution. When you select
this option, the Lye to Water ratio section appears.

Sodium Hydrowide NalH

LyeDiscount: [ 6% W Lise pre-mixediye The default ratio is set based on your preferences, but
Lye to Water ratio (by weight] you can enter different values in this recipe.
| 1 parslye to | 2 parts Water

(The pre-mixed lye solution option is not available for

Premix needed: 33.52 oz Cost: §2.43 combined Iye soaps)
NaOH Percent of Redpe: 9.1%

When you use the pre-mixed lye option, the calculated water amount shows only theextra water needed
if any. The Lye cost is based on the cost of both lye and water portions of the pre-mixed solution.

For a discussion of how the use of pre-mixed lye affects your supplies inventory, seePre-Mixed Lye.

Water
The suggested water needed amount is calculated from the undiscounted lye amount. The ratio varies
according to the recipe type. If you have chosen the pre-mixed lye option, only the extra water needed is
shown. For an explanation of how the water needed is calculated, see the topic Water Calculation in
Recipes.

For your convenience in measuring, the water needed amount is given in both weight units and volume
units. You can set your preferred units on the recipe's Options tab.

Other Liquids instead of Water

Any liquids other than water must be entered in the Additives section of the recipe. If you include liquid
additives, such as milk, which will replace some of the recommended water, you can have SoapMaker
reduce the calculated water amount to compensate. Simply click in the check box under the heading



Adjust Water for each of those additives. (See Additive Ingredients/Adjust Water for more information.)
If you set the additive quantity larger than the total suggested water amount (at the current water
discount setting), SoapMaker will display a negative water needed quantity. This does not affect the
total recipe weight - it just provides you with an indication that the additives you are using instead of water
are more than the suggested water quantity, so no additional water is needed.

Adjusting Water Amount

You can adjust the water amount to be more or less than the suggested amount by choosing the desired
method to specify it, and entering a value:

Discount - You can decrease the water amount by
specifying a discount percentage — for solid soap, this will
make a stiffer batch which traces faster and takes less time
(¢ Discount from suggested: 0.0 % to dry. You can also increase the water amount by
specifying a negative discount percentage.

Water
Choose water adjustment method:

(" Lye Solution Strength; 8.7 g
 Water Lye Ratio: S Lye Solutlo_n Strength - You can enter the exact solution
strength desired, where:
Lye Solution 100 x Lye weight
Strength B Lye weight + Water weight

(the weight of water includes any additives with the Adjust Water option checked, as well as the water
portion of pre-mixed lye if used.)

Water/Lye Ratio - This is just the desired amount of water divided by the amount of lye. If you use 2
Ibs of water to 1 Ib of lye, the ratio is 2.

Expected Water Loss

At the bottom of the Water section, is the amount of water expected to be lost due to evaporation during
manufacture of your product. The default value is set inMyPreferences, and you can change it on this
recipe's Options tab.

For cold process soap, this would normally be set to zero. For hot process recipe types, you may want to
enter a number based on your process.

The water loss percentage does not affect the water needed amount - it only affects the total recipe
weight and volume calculations.

Distilled Water or Tap Water?

If you use both distilled water and tap water in soapmaking, make sure you enter recipes to match the
way you have set the Water item in the Lye/Water list of MySupplies according to this table:

If this recipe And MySupplies "Water" item Then do This:
uses: is:
Tap water Tap water No action needed
Tap water Distilled water Enter a Tap Water additive and check the

Adjust Water box.

Distilled water Tap water Enter a Distilled Water additive and check the
Adjust Water box.

Distilled water Distilled water No action needed

For more information, see the topic Distilled vs. Tap Water...

Costs
The costs of the calculated lye and water quantities are shown, and are included in the recipe total cost. If
you use the pre-mixed lye option, the pre-mix cost includes both lye and water cost (if any).

<< Previous topic Next topic >>
Additive Ingredients

The Additives page is where you enter ingredients which are not saponified, such as scents and colors.



You can also include water, or additional Base Oils in the Additives list. Before you can use an additive
ingredient in recipes, it must be defined in your supplies stock (See Defining new Additives...)

(For non-soap recipes, see Non-Soap Recipe Ingredients.)

.
Base Ois | Ly /Water m Packaging etc. | Fatty Adds | Cptions | Portions | Laber | Motes | '

Adjust of | Weight
water| Category Additive Name | AmaLnt Recpe | noz | Cost
1 |r[ro +|[Bay Rum Fo = z2s0fer =] zow 2.50 0.00
2 |IT [ s _w || French Clay =] 1500z =] 1% 1.50 0.00
S| = I fe
Additrve totals: 4+.00 oz §0.00

Sugpested Fragrance amount: 2.50 oz
based an aurrent Oils weight of: 80,00 oz

Categories
Additive ingredients are organized into Categories for ease of entering them into recipes. Before you can
enter an Additive name, you first enter the Category, either by selecting it from the drop-down list, or by
just typing the name.

You can also choose the BaseOil "category" to enter base oils in the Additives list. (They will not be
included in the lye calculation.) This is an alternate way to superfat your recipe, rather than discounting
the lye amount.

In Liquid or Cream soap recipes, you can also include extra Water in the Additives list.
After selecting or typing the Category, press the Tab key to move to the Additive Name field.

Entering Additive Names and Quantities
Select an Additive name from the drop-down list of all Additives in the selected Category, or just start
typing the name and SoapMaker will autofill with the best match from the list. (Additives must be defined
in MySupplies before you can use them in recipes.)

After entering an Additive name, press the Tab key to move to theAmount field and enter the amount.
Press Tab to enter or select different units if desired.

Press Tab again to move to the next row. SoapMaker adds more rows as you need them. If the number of
rows exceeds the space available, the list will scroll to ensure the row you are working on is visible.

Adjust Water Option
When you include a liquid additive (e.g. if you use milk in recipes), you can have SoapMaker reduce the
calculated water amount accordingly by checking theAdjust Water box at the left of the row.

When you check the box, if you have not yet entered a quantity, and if there is no other Adjust Water
box checked, the quantity will be automatically filled with the total calculated water amount. If you do
not want to replace all the water with this ingredient, you can then edit the quantity.

Note: If you have the Adjust Water box checked, and set the additive quantity larger than the total
suggested water amount (at the current water discount setting), SoapMaker will display a negative water
needed quantity on the Lye/Water page. This does not affect the total recipe weight - it just provides you
with an indication that the additive you are using instead of water is more than the suggested water
quantity, and that no additional water is needed.

For more information about using milk in recipes, see the topic Milk in Soap Recipes...

Fragrance Calculator

To assist in entering fragrances, SoapMaker suggests a fragrance amount based on the current total Base
Oils weight, and the Fragrance rate set on the recipe's Options tab.

Recipe Calculator
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For Liquid and Cream soap recipes, a Calculator button will
Additive tatals: 0.0oz  $0.00 open a handy calculator window to aid in determining the
itk buttan for recpe Caloiater: k correct amounts of process-specific additives.

For more information see:

Liguid S Calculator
Cream Soap Calculator

Calculated Values
As you enter ingredients, SoapMaker calculates the weight of each (converting from whatever units you
entered), the percentage of the total recipe weight, and the cost (based on your latest purchase as

recorded in MySupplies).
At the bottom of the page, the total weight and cost of Additives are shown.

<< Previous topic Next topic >>
Milk in Soap Recipes

Using Milk or other liquids instead of water in Soap Recipes
Because milk has a low fat content, it is best to enter it in recipes as an Additive rather than a Base Oil.

For example, whole goats milk contains only about 4% fat, so even if you replace all the water in a recipe
with goats milk, it will have a very small effect on the amount of lye. If you made a tallow recipe and
replaced all the water with goats milk, it would require only about 1.6% more lye to saponify the fats in
the milk. The goats milk can be used for superfatting, or you can reduce the lye discount by one or two
percent to allow for the fat content of the milk.

When you include milk or another water replacement liquid as an Additive, you can have SoapMaker
reduce the calculated water amount accordingly by checking the Adjust Water box as shown in this
example:

»
Base Ois | Lye fWater - Packaging etc. | Fatty Adds | Cptions | Partions | Labor | Motes | '

Adst % of \Weight |
water| Categary Additive Name Amount Redpe inoz Cost |

LR M || Gostshik | Wlez =] 1% 20000 0.00
2, I'Rf = =l ez =] |
I

When you check the Adjust Water box, if you have not yet entered a quantity, and if there is no other
Adjust Water box checked, the quantity will be automatically filled with the total calculated water
amount. If you do not want to replace all the water with this ingredient, you can then edit its quantity.

Note: If you have the Adjust Water box checked, and set the additive quantity larger than the total
suggested water amount (at the current water discount setting), SoapMaker will display a water needed
quantity of zero on the Lye/Water page, together with a negative calculated value as an indication that the
additive you are using instead of water is more than the suggested water quantity. You can still make the
recipe this way if desired - the water amount is not critical, it's more a matter of personal preference.

Related Topics

Lye and Water Ingredients
Additive Ingredients

Non Soap Recipes

The Non-Soap recipe form has fewer TABS than the Soap recipe form (Click a tab name in this table for
more information)...
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Ingredients Covered on this page: Recipe ingredients can include Base Oils, Additives or

water.
Packaging etc. Non-ingredient items included with your products, such as wrappers, labels,
and bottles.

Non soap recipes can contain only packaging items if desired.
Fatty Acids If you are interested in chemistry, this tab lists the fatty acid composition
resulting from any Base Oils in the Ingredients list.

Options This page enables you to select the units you prefer (e.g. ounces or grams),
and other settings. You can set them for this recipe only, or save them as the
default options for all new non-soap recipes.

Portions Set various parameters for making the recipe, including the number of portions
and their sizes.

Labor If desired, enter your labor rate and the estimated hours needed to make this
recipe. You can then see the labor cost per bar/portion in your Price List to help
you set prices that will give you the desired profit margin.

Notes Here you can record any notes about this recipe. When you open an exiting
recipe which contains notes, a little icon appears next to the Notes tab.‘l::I

All ingredients of a Non-Soap recipe are entered on the Ingredients tab. You can include Base Oils,
Water, or Additives.

a Hand Letion example - Non-soap Recipe [~ @ E
» H . & & (LR -2 i [ 2)
Wizard Save MNeaCopy  Prnt.. Export Resize.. Make. Full Help
Total Reope Weight: 30.0 02 Padkaging items: 0 Aporoodmate Valume: 4.00 ups
Taotal Mo. of portions: 8.0 Sub-batches: 1 Labar: none spedfied
Total Material Costz 24.84 Cost per 100 gr portion: 2.3 Cost per 25 fl oz sample: 19,79
Packaging etc. | Fatty Acds | Options | Parons | Labor | Motes |
Enter ouanity by: Wi
Category Ingredeent Mame e i"|l'|'|l}_.ll'i§ 8 ﬂ:$1 Cost
_1 || Baseci || Hemp | oz ]| 3333% w0 227
2 |[Bese0l  =][Eve Primrose K| wle || 10.0 267
3 || Bas=0i v || stearic Acd = 3z ][ 100 30 40
4 |[pme || Ewax = 5[z ][ 158 5.0 £.00
_5||rFo || UacFo | 2oz || &67% 20 5.50
| =l ~l [z =]
Ingredent Totals: 100% .00z 24.584
MOTE: Redpe ingredeent costs are based on latest purchases, Product costs do mot indude labar,
and may also show different costs if made with older supoly lots,

Categories

Additive ingredients are organized into Categories for ease of entering them into recipes. Before you can
enter an Additive name, you first enter the Category, either by selecting it from the drop-down list, or by
just typing the name.

You can also choose the BaseOil or Water "categories" to enter base oils or water in the ingredients list.
After selecting or typing the Category, press the Tab key to move to the Ingredient Name field.

Entering Ingredient Names and Quantities

You can choose to enter ingredient quantities by Amount or by Percent. If the choose the latter, you will
be asked to enter the desired total weight at the bottom of the list.

Select a name from the drop-down list of all ingredients in the selected Category, or just start typing the
name and SoapMaker will autofill with the best match from the list. (Note: If you select theWater
category, the name "Water" is filled in for you, since it is the only option.)

After entering an ingredeint name, press the Tab key to move to thequantity field and enter the amount
or percent. Press Tab again to move to the next row. SoapMaker adds more rows as you need them. If
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the number of rows exceeds the space available, the list will scroll to ensure the row you are working on is
visible.

If you have chosen the Enter by Amount option, type the amount. The units are preset with your chosen
default units (e.g. oz or gr), but you can change them for a particular entry by selecting different units
from the drop-down list, or by typing the units name. This ingredient's percentage of the total ingredients
is calculated.

If you have chosen the Enter by Percent option, then enter the desired percentage of the total
ingredients weight. The amount is calculated. The total percent at the bottom will be colored if not 100%
like this: [99%! or 888 , so you can see at a glance whether your total is correct.

Editing arow

When editing an existing recipe, you can insert or - - -
delete a row, or shift a row up or down. Click on - | Packaging etc. | Fatty Adds | Options | Notes

the row number and choose the desired operation

Ent

from the pop-up menu. Category ‘ Ingredient Name ‘ {* Amot
Calculated Values 1 ||Base0il || Hemp ~| 10

As you enter ingredients, SoapMaker calculates 2 |Base0il j | Ewve Primrose j| 10

the weight of each (converting from whatever = [Base0l  ~ || Stearic Add = 3

units you entered), the percentage of the total A Shift U

recipe weight, and the cost (based on your latest = _ . ﬂ' .

purchase as recorded in MySupplies). I V Shift Down ~| 2

At the bottom of the page, the total weight and _d > Insert Above |

cost of ingredients are shown. — ¥ Delete Row

<<_Previous topic Next topic >> INgrearerres

Recipe Portions

The Portions page is where you specify the number of bars/portions and their size. If desired, you can
split the recipe into as many as 4 'sub-batches' with different sized bars/portions. When you start a new
recipe, the values on this page are filled in with the default values set in yourpreferences, but you can
change them here before saving the recipe. If your preferences specify only a single sub-batch with only a
default size, or only a default number of bars/portions, the other value will be automatically calculated.

Select the units you want to measure your bar/portion size, and enter the expected waste and shrinkage
values.

The waste allowance is intended to cover any amount that is likely to be spilled or stuck to the pot when
you make a batch, while the shrinkage factor is the expected loss in weight while the soap cures.



= =

=1 Bay Rurn Shaving - Sodiurm Soap Recipe E' (=]
A B, 3 & 4,8 &6 W O @
Wizard Save Copy Print.. Export Resize.. Make.. Graph  Full Help
Total Redpe Weight: 122,87 0z Padecaging items: 38 Approsamate Volume: 116.03 floz
Tatal Mo, of bars: 19.0 Sub-batches: 2 Labaor: 40.00 (2 hours at 20,00)
Total Material Cost: 45,50 Cost per 6.0 oz bar(ind labor): 4.45 Cost per & oz sample (nd labor); 3,75
Base Ois | Lye Water | Additives | Packaging ete. | Fatty Acds | Cptiors Laber | Motes | *3
Waste: Batch weight will be: D0 % less than Redpe
— bar stee Units2 [z |
Expected Shrinkage after curing: | 15.0 %
Material
Humber of cast per
Batch can be spiit nto sub-Batch  bars  Adust  bar See Tag Cured Size bar
sub-batches, each with - ] - - o o
2 urigue TAG. 1: [ 14 J LI &.0 oz | reguky S.1oz 2.35
2z [ 5 < P0ox | lorge 600z 253
Youw can set either the ) r
NUMEER of bars, or the 3 | e | w |
bar SIZE. 3 [ |Clu:l-c te adjust size for excess
Ewress: 141 oz
Use =3 buttons to ADIUST number of bers or size
Use the above settings for all new reopes of this type... ﬂ
=ave in Preferences

If you plan to split a batch into sub-batches of different sized products, and your recipe includes
packaging items, it is important to specify the sub-batches here, and to set your packaging item
quantity rates to match (see Packaging Items).

For each sub-batch you plan to make, enter the number of bars/portions and the initial size. The cured
size will be calculated for you taking into account the shrinkage factor. If you are not splitting into sub-
batches, just fill in the parameters for sub-batch 1.

Any excess after specifying quantities and sizes is shown at the bottom - this is affected by the waste
factor. You can adjust the portions or the waste factor to minimize the excess, or click an Adjust button
as shown above to have the entire excess amount applied to the bar/portion quantity or size for that sub-
batch. A button labeled < will adjust the number of bars/portions, while a button labeled > will adjust
the size.

Each sub-batch in the recipe must have a unique Tag related to its size or shape. "Pro Sub-batch Tags can
be included in customer invoices, and are saved in your Price List, so choose something that will be
meaningful to your customers.

Regardless of how many sub-batches you specify, the recipe header shows the cost and size for the first
sub-batch for easy reference. The Cost per sample is calculated as if the entire recipe was made with
only a single sub-batch using the sample size and the packaging items from the first sub-batch.

If you have made changes on this page and want them to be the default values for all new recipes of this
type, click the Save in Preferences button.

Next topic >>

Related Topics:

Recipe Options - Setting your preferred units, and other parameters

Soap Recipes - Entering ingredients for soap recipes

Non Soap Recipes - Creating recipes for products other than soap, or for M&P soap.

Packaging Items

The Packaging etc. tab is where you enter any non ingredientitems included with your products, such
as wrappers, labels, and bottles, or any items which don't contribute to the batch weight.

Including these items in your recipes will make your recipe costs more accurate, and will enable you to
track your packaging inventory.

Before using packaging items in your recipes, they must be defined in your supplies stock (See Defining



new Packaging items...).
If you want to make a recipe that contains only packaging items, use the non-soap recipe type.

-

ﬂ Liguid Soap Example - Potassium Seap Recipe E' =
A Hd . ® & @ .  w g 6

Wizard Save Copy  Print.. Edport Resize., Make.. Graph  Full Help

Total Reape Weight: 168.5 oz Padkmaging tems: 1) Approdmate Valume: 158.7 Aoz
Total Ho, of porbons: 15.0 Sub-batches: 2 Laber: none spedfied
Total Material Cost: 22, 56 Cost per 9.55 fl oz portion: 1.48 Cost per 5 oz sample: 1.11
Base Ois | Lye [ Water |Md'.jca-=al:l:-r.ﬂuﬂds | options | Portions | Laber | motes | ¥4
Tols
Category Padaging Ihem Mame Quantity Per Awed | Quaniity Cost
1 |[Botieiar =] [pump bottie (smal) =] | 1 [sB-1pertion =] | 10 6.50
2 | | Botde'Jar j |:J|.|'11:ul:|DI:H= fa'ge:l xl | 1 |SB-1|:13|- ticat j r 5 .75
3 | | Labelk l“ane {botte) - | i |ar--.- portion ;l r i5 1.50
4 || I I |
Packaging total cost: 10. 75

Categories

Packaging items are organized into Categories for ease of entering them into recipes. Before you can
enter a Packaging item's name, you first enter the Category, either by selecting it from the drop-down list,
or by just typing the name.

After selecting or typing the Category, press the Tab key to move to the Packaging Item Name field.

Entering Packaging Item Names and Quantities

Select a Packaging Item Name from the drop-down list, or just start typing the name and SoapMaker will

autofill with the best match from the list. (Packaging items must be defined in MySupplies before they can
be used in recipes.)

After entering a name, press the Tab key to move to the Quantity field and enter the desired quantity.
Press Tab to move to the Per field and select one of the possible rates as shown in the table below. If you
will not be splitting the batch into sub-batches of different sized products, just set each item to quantity per
any bar/portion. But if you will be splitting the batch, it is important to specify which sub-batch each
packaging item is associated with as explained in the table below.

Press Tab again to move to the next row. SoapMaker adds more rows as you need them. If the number of
rows exceeds the space available, the list will scroll to ensure the row you are working on is visible. You
can stretch the window taller by dragging the lower edge.

Quantity Rates:

Each packaging item entered must be assigned the rate for its quantity under the Per heading:

Quantity is per SB-n The entered quantity is multiplied by the number of bars/portions for
bar/portion sub-batch n as specified on the Portions page.

(wheren=1t04)

Quantity is per Any The entered quantity is multiplied by the total number of bars/portions in
bar/portion all sub-batches.

Quantity is Total The quantity as entered is included in the recipe. If you use the Resize

Recipe command later, the quantity will be increased/decreased
proportionally unless you check the Fixed box.

In the example liquid soap recipe shown above, there are two sub-batches with 10 portions for the smaller
size, and 5 portions for the larger. Each sub-batch has bottle sizes to match. The bottle labels are the
same for both sizes.

Calculated Values

As you enter items, SoapMaker calculates the total quantity of each, and the cost (based on your latest
purchase as recorded in MySupplies).
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At the bottom of the page, the total cost of all packaging items is shown.

The recipe header shows the Cost per Sample using the sample size set in your Preferences. This is
saved with the recipe, and provides a means of comparing different recipe costs in the list shown in
MyRecipes. If your recipe has packaging items and multiple sub-batches, the sample cost is calculated as if
the entire recipe was made with that single sample size using the packaging specified for the first sub-
batch.

<< Previous topic Next topic >>
Recipe Fatty Acids

The Fatty Acids tab shows the composition resulting from all the Base Qils in your recipe. These
percentages contribute to the predicted Qualities shown on the right, and displayed on the Graph.

Base Ois | Lye | Water | Additives | Padaging ete. -::pm | Portions | Laber | notes | ™

Fatty Add Composition of this redpe’s Base O blend:

Saturated Unsaturated
Relative Qualities
Capryiic (CB): 18 % Oleic (C18:1): 0.6 % [Scale of 10)
Capric [CM): 15 %% Linoleic (C16:2): 7.5 % i
Lawric {C12): 12,2 % Unolenic (C16:3): 0.0 % S
Myristic ([C14): 5.3 % Ricnoleic (C16:4): 4.9 % Fuffylather: 4.9

Stable lather: 5.6
Motsturiing: 5.5

Palmitic (C16): 23.3 %
Stearc (C18): 8.5 %

For Soap Recipes, the fatty acid composition reflects only Base Oils included on theBase Oils tab. If you
have also included Base Oils in the Additives list, they are not considered. Note that for liquid or cream
soap recipes, the Hardness quality is zero.

For Non-Soap recipes, the fatty acid composition reflects only Base Oils in the Ingredients list - other
ingredients are not considered.

<< Previous topic Next topic >>
Labor
The Labor tab provides the ability to record the estimated hours needed to make this recipe, and your

hourly rate. Then products you make with this recipe will show thelabor cost per bar/portion in your
Price List to help you set your prices to give you the desired profit margin.

=] Bay Rum Shaving - Sodium Soap Recipe o] @
A4 B .3 & & [ 5 & W [0
Wizard  Sawve Copy  Print.. Export Resize.. Make.. Graph  Full Help
Total Redpe Weight: 122.87 0z Padmging tems: 14 Approxwmate Volume: 116.03 Aoz
Total Ho, of bars: 19.0 Sub-batches: 2 Labor: 40.00 (2 bowrs at 20,00)
Total Material Cost: 46, 50 Cost per 6.0 oz bar(ind labor): 4.46 Cost per 5 oz sample (ind labork: 175

Base Dis | Lye /Water | Additives | Packaging ete. | Fatty Axds | Optons | Portians mnr:.neg| *

Optional: Record your lsbor oost for meking this recipe:

Haurs: 2 (¥4 can set the default values in MyPrefenences
an the Produchon tab)
Haourly Rate: .00

Mote: Your labor cost will show in your sample cost, and your Price List to
help you set prices with sufficent margin, [t will NOT affect the materials
cost in other reports. See the users manusl for more information.

110 / 253



The labor cost is included in the Cost per bar/portion shown in the recipe heading, and in the Cost per
sample. The labor cost per bar/portion assumes each portion requires the same amount of labor,
regardless of portion size.

NOTE: Labor cost is not included in the material cost, and is not included in product costs shown in
MyProducts as this would not be valid for tax purposes.

You can set default values for hours and labor rate in MyPreferences so they will be filled in automatically
for new recipes.

<< Previous topic Next topic >>
Recipe Notes

The Notes tab enables you to record any special instructions or other notes about this recipe. These can
be included when you print the recipe.

Base Oie | Lye (Water | Additives | Packagng ete. | Fatty Adds | Optians | Portions | Laber )

Record your ovn nobes about this redpe here:
Sxample recpe

Clay ic to eiminale drag on the ckin
Caghor Imreases lather stabiity

. . o . .
If a recipe contains notes, a little icon like this —I appears next to the Notes tab.

<< Previous topic Next topic >>
Recipe Commands

At the top of every Recipe form is a toolbar. Hover your mouse cursor over any button to see a pop-up
description of what the button does.

Some buttons include a drop-down menu as shown in this example. (Some of these commands can also
be accessed from the main Recipes menu.)

Recipe Toolbar

[

Bag.rRumShauring-Sﬂ-diumﬂoapﬁecipe = X
A2 B, m S N L - B ™ I o B 7
Wizard Save Copy  Print.. Export Resize.. Make.. Graph  Full Help

Save Recipe

Save as.. k

The following commands are available from the Recipe toolbar:

Export Save recipe contents as text file, or save ingredient list for making labels.
Full Expand to a full-screen layout to view all ingredients at once. The button
changes to Normal - click it to restore the normal view with tabs.
Graph Add this recipe to the graph, or remove it from the graph.
Help Opens the appropriate Help page.
MakePrro Make a Batch with this recipe.



Copy Open a copy of this recipe. Use this if you want to create a new recipe based
on an existing one.
Print Print the recipe.
Resize Resize this recipe (will open a copy and resize the copy without changing the
current recipe).
Save Save this recipe. If this is a new untitled recipe, you will be asked to give it a
name and choose the group in which to save it. The drop-down list next to the
Save button provides a Save As option so you can save a copy with a different
name.
Wizard Provides step by step guidance with filling a recipe form to create a recipe.

Main Menu Commands

Recipe Menu: Update Recipes - Update all recipes to reflect latest supply cos
S.

Open a Copy

Resize Recipe

Add to Graph or Remove from Graph

Set as Benchmark - Make this recipe the graph benchmark.
Pro Make a Batch

File Menu: Save Recipe, or Save As... - Save the current recipe, or Save as a new
recipe with a different name

Export Ingredient List - Create a text file containing the list of recipe
ingredients and their INCI nhames which can be edited to make product
labels.

Print Recipe

Export Recipe... - Create a text file with the contents of the currently
open recipe to exchange with other SoapMaker 3 owners.

Import Recipe... - Import a previously exported recipe text file. A new
untitled recipe is created with the imported contents.

Keyboard Shortcuts
Ctrl-G  Add to Graph or remove from Graph

pPro Ctrl-M Make a Batch
Ctrl-P  Print Recipe

Ctrl-S Save Recipe
Ctrl-T Move to the next Tab (page)
Tab Move to the next field
Shift-Tab Move to the previous field
Enter Move down to the next row
Shift-Enter Move up to the previous row

<< Previous topic Next topic >>
Resizing a Recipe

To Resize a recipe, click the Resize button on the Recipe form toolbar, or choose Resize Recipe from
the main Recipe menu. The Resize Recipe dialog window will open:



5 : Resize Recipe &I

Open a copy of the current redpe, and resize it fo... @

(¥ Total recipe weight: 127 s Help
tal Base Cils weight: ar
™ Total recipe wolume: flox

™ Percentage of original size: %
™ Mumber of bars: at oz each
™ Fit Mold(s)...

Quantity Mold Mame

Waste alpwance: kL

When you resize a recipe, SoapMaker will open a copy and resize the copy. The original recipe will not be
changed.

You can specify the new recipe size in several ways:

e Total weight

Total Base Oils weight

Total volume

Percentage of original size

Number of bars/portions of a specified size (see note below)
To fit one or more molds

After selecting an option and entering the desired size, click OK. A copy of the recipe will be opened,
resized as specified.

Notes:

1. The weight and volume units depend on the original recipe's Options settings for Calculated Weight
Units, and Recipe Volume units. Also, if the recipe's Calculated Weight units are set to Ib~oz, the
resize dialog will use oz. If you want to resize in Ibs, first set the recipe's Calculated Weight units to
Ibs.

2. If your recipe has more than one sub-batch defined, resizing to a specified number of bars/portions will
give unexpected results.

The Fit Molds option

If you choose the Fit Molds option, you can select up to 4 different molds from the drop-down lists, and
any quantity of each mold.

If a desired mold is not yet in the list, you can define it now by clicking the New Mold button. This will
open the New Mold dialog where you can enter the dimensions or volume of your mold.

The Waste allowance defaults to the setting in MyPreferences for this recipe type, but you can change it
here. This value is intended to allow for residue that remains in the pot after pouring into molds. For
example, if the Waste Allowance is 2%, the new size of the recipe will be 2% more than the mold
volume.

Note: if your soap contains entrapped air as a result of the mixing process, the soap volume may be
larger than that calculated by SoapMaker, causing it to overfill the mold. If you experience this, try entering
a negative "waste allowance" which will result in a smaller resized recipe.



When you resize to fit molds, or to a specified recipe volume, the accuracy of the volume calculation
depends on correct specific gravity numbers for all ingredients. If the recipe includes Additive ingredients
for which you have not entered correct specific gravity inMySupplies, the resized recipe's volume may
differ slightly from the volume you requested.

Related Topics
MyMolds - List of available molds
New Mold - Define new molds that can be used for resizing recipes
Resized recipe too large or small - Calibrate the resizing to fit molds
Creating a Recipe - Creating or modifying a recipe

Scale Precision - How SoapMaker stores and displays recipe quantities
Sharing Recipes

Sharing Recipes with other SoapMaker 3 Users

If you like to exchange recipes with friends or colleagues, you can easily do it by using the File menu
Export Recipe and Import Recipe commands.

Exporting a recipe

To export a recipe, open the recipe and and click the toolbar Export/Recipe as Text File button, or
choose Export Recipe... under the File menu. This will create a text file containing all the recipe
ingredients, as well as the Notes if any. You can then share the recipe by attaching the text file to an
email, or by uploading it to the SoapMaker Users' Group Files area.

(Note: you can also export a sorted ingredient list which can be used to create labels).

Importing arecipe

To import a recipe, choose Import Recipe... under the File menu. You will be asked to select a text file
which has been exported from SoapMaker 3. If the selected file is correctly formatted, a new untitled
recipe will be created with the contents from the imported file. You can then set the recipe options thr way
you want them, and save the recipe with a meaningful name.

Note: if the imported recipe contains ingredients which have not been defined in MySupplies, they will be
skipped and you will receive a warning message. In this case, create the missing ingredients in MySupplies
and then import the recipe again.

If you edit the text file before importing, take care to avoid changing the format (e.g. by adding or
removing a tab character) or the file may not import correctly.

See also:
Export Ingredient List

Deleting Old Supply Items

If you have old supply items listed in MySupplies that you no longer use, you can safely delete them as
long as you no longer have saved recipes that contain them and they no longer show any stock left. This
will keep them from cluttering up your stocklist. Their individual purchase records will also be deleted, but
the original supply order that includes their purchase will still be available in the Supply Orders Report.

If you still have saved recipes using a supply item, you cannot delete the item unless you first delete the
recipes. If you want to keep the recipes, then instead of deleting the supply item, uncheck the Track
Usage box on the stocklist for that item, and set MySupplies to Show Only Tracked Items. Note: If the
stocklist still shows stock remaining for the item, the Track Usage box is disabled, so you will have to first
remove the old stock. You can do this in either of two ways:

1. If you want to keep a record, use the Remove Stock feature.

2. Or you can simply edit any purchase records and set the stock left value to zero as described in the
topic Correcting Supply Stock...
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Making a Product Batch

pro Recording manufacture of your products

This is one of the key activities for managing your inventory with SoapMaker.

Each time you make a batch of products, use the Make Batch command with the appropriate recipe to
record it. The new products are added to MyProducts stocklist, and the ingredients and packaging items
specified in the recipe are deducted from MySupplies stocklist.

The cost of each product is calculated from the costs of the supply lots used.

The Make Batch Command

To record a new product batch, do one of the following:

e From an open Recipe Form, click the toolbar Make button, or choose Make a Batch from the main
Recipes menu.

e In MyRecipes, select a recipe and click the toolbar Make button, or right-click and choose Make
Batch from the pop-up menu.

e In MyProducts, select an existing batch and click the toolbar Repeat button, or right-click and choose
Make another Batch like this onefrom the pop-up menu.

The New Batch dialog will open:

& Mew Eatch made with Recipe Bay Rum Shaving’ - Sodium Soap - a x
acel | SaveBaich ] CheckAll| [] Uncheck Al @ Help
The dhiecked Item quantites wil be
deducted fTom your supplies inventary... Product E ~ . Bar Quantites and Sees
v fio - ST ; |Bmooth Shave Date Made: |2018-02-22 =
(orly For TRACKED supplies) Lesmiotive Kame & Az per recipe £ Custom
e Oiks: = 7 Sam vioue bateh
Base Ciks: Inw, | Hame | Date | Suppler Lot & Udng| Coetl _e—_l e — o5 th
M [0 castor W170201  Ois Gagre! 4567 450z S5 aL0Am wiaste: Batchweights [ 20 % pocpe
H [ coconut W1F001 i Gl 1734 1.25h 5.23 #.3b ) )
0 ved 20180221  Local grocery store 23 b sg94 283b Bpecied shinkse dirnares] 15[
0 =am 01702401 Ol Galors! ES S L#b 542 316b Bars  Norinzl Cured
S8 Mage  ske Tag size
L 12 [ 4002 regular 4oz
7 50 — s
L:“:t'i‘rj O wye paoH) 2018-02-21  EZ Szaomadng Supg... 0.317lg 222 0,68 kg = 14 6.0/ large Dok
10O E water 2170z 0.00  mot tracked s [ e[
a [ e[
T | 04 Fxces
Additives: | rhy. | Mame Date | Suppier Lot & Usirg | cout | Left | ‘ 8 s
0 sayrumFo 20150221  EZ Soaomakdng Sup.. Em 5.2z 425m
E 0 Erenchclay 2018-02-21  EZ S0a0makng Supd... L5az 1.3 18502 Tosee the total stock avalbabie for an
ingr=dient, hold your mause aver the
ek Left quianibity dsplayed,
Packsang: [Ty, [ Name | oate | suppher | Lotz usng | per | Cost Left | Adjust relalive st sizes by dragging
Bl tabel (zep bar) 0180271 F2 Soapmakng S 2items amy 5 260 76 items R e
Pl Wrazpsr jsoap bar) 01802-31  EZ Soapmaking 5 Tdilens  any 52 153 76 ibeme 2 shaw long ;?‘:‘iiy"s’m windaw
Legend Laber:
[ sufcentstaen || Mol 2
ID Tim= to arder more? Ratet | 25.00 frour
1[l) Mo stackiefti 2,083 per bar
|ﬂ Fast expiry date Cancel
NOTE: Coste are lg?sed on price paid for the selected purchase fots, Tota Batch Cost: 2139 { Usage not racked
Batch cost may differ from Radpe cost, which is based on the mast recent purchases. Save

Batch Parameters

Product Descriptive Name - this is the product name that will appear or your customer invoices. If this
is the first batch made with this recipe, the Recipe Name will be shown, but you can change it to
something that will be more meaningful to your customers. If you have made previous batches with the
same recipe, the most recent batch Product Description will be used.

The Date the batch was made is set to the current date. You can change both the name and the date if
you want.

Bar/Portion Quantities and Sizes
These values can be based on the recipe, the previous batch made with the same recipe if any, or
custom values you can enter now. When you Save (or Cancel), if you have selected the 'same as
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previous batch' option, this will be remembered and used as the default for the next batch you make.
Otherwise the next one will default to 'as per recipe'.

The Waste factor is intended to allow for product loss during processing, such as residue that remains
in the pot after pouring into molds.
Bars (or Portions) Made and Nominal Size - This area shows the number of bars or portions

made, and their size. The Cured Size is determined by the Expected Shrinkage setting. You can
specify up to 4 sub-batches with different sized bars/portions.

Tag - Each sub-batch in this batch must have a unique Tag related to its size or shape. Tags can
appear on customer invoices, so use something that will be meaningful to your customers.

The Excess indicates whatever is left after making the specified bars/portions, and is affected by the
Waste factor.

Stock Used List

For each of the recipe's ingredients and packaging items, the list shows the supply lot (or lots) which were
used to make the batch, indicating the purchase Date, Supplier and Lot Number, followed by the quantity
which the batch is Using, and how much of that lot is Left in stock after the batch is made. The Cost for
that item is based on the adjusted cost of the supply lot used.

If one or more items have insufficient stock for the batch, or if the quantity left will be less than the re-
order threshold you have set in MySupplies, A warning message will appear.

The Inventory column (first column of the list), contains a checkbox for each item. When the dialog first
opens, every item will be checked (unless it does not have Track Usage checked in MySupplies).

Every checked item will have its inventory adjusted when the batch is recorded. If you do not want a
particular item to be deducted from your supplies inventory, you can uncheck the box. If you want no
supply stock quantities changed, click the Uncheck All button on the toolbar (e.g. when documenting old
batches).

The Status Icons indicate how the supply stock of each ingredient is affected by Legend
making this batch. Note that the status applies to the entire stock of that ingredient, () suffcient stock eft
not just the individual lot or lots being used for this batch. If there are multiple lots 1) Time to oder more?

shown for a particular ingredient, only the first will show an icon (except the

| e |
Expired icon will always show for any lot which has passed its expiry date). 10 Mo stockleft

IE Pastexpiry date

! LEags not traded

Inv. | Mame | Date | Supplier | Lot = | Lging | Cost | Left | Bars

[w] Castor 0130103 Ok Galore| 201284393 4.5f oz 310 111 floz [~ As per recpe

M 0 coconst 130212 E7 Soapmaking Sup... 012234 0.75b 218 1.ab ' Game as previow

Coconut 20130103 s Galore! 201286042 0.5b 163 0. )

F'Q Land 20130417 Local grogery store 20124859 138b 475 1. 3{75tal stock left wil be 74.3 B

M0 Pan 0130212 EZ Soapmaking Sup... 01243392 109 b 2.28 216b Bars  MNomi
Hade Sz

——

Total Stock Left - The list only shows the stock left for each lot being used in this batch. If you want to
know the total stock quantity for any ingredient, hover your mouse over the stock left quantity shown and
a pop-up will show the total stock for that ingredient as shown in the example above.

For more information about how the list is affected by supply purchase records and track usage
setting, see the topic Supply Lot Tracking...

Choosing Supply Lots

By default, SoapMaker draws stock for each ingredient from the oldest supply lot which still has stock
remaining. If that lot does not have sufficient stock to fulfill the recipe, then the next oldest lot is also used.
So the list may show multiple lots of the same ingredient, indicating how much is needed from each lot. If
you prefer to use different lots, or different quantities from the same lots, you can edit any list item -
either double-click it, or select it and click the Edit Lot button on the toolbar. This will open the Edit
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Quantities dialog:

B Edit Quantites Used from these Base Dil Lots - — — - - o
Stock avaliable for Coconuk
Date Used in th
pur;-.ﬂ,d | Order # | Suppher Lot # | Expary | P%-:::Ed | SBE:-I:h N | Stodk Left | Adjust
013-04-20 7 ET Sospmaking Suppies 2120356 013-12-31 2.0k b 0b W
201302-12 6 EZ Saapmaking Supples 2011567 20140101 $.0b b 25.0b ﬂ
I 2013402-12 & EZ Soapmaking Supples 2012234 2014-0901 4.0k L25 b 37.6b W |
| |
" ]
| |
I Total used: L35 b |
Redpe Total: 115 b

|
| Cancel | I |

(.8

Here you see all the supply lots which still have stock of the selected ingredient. In this example, there are
3 lots of Coconut oil with stock remaining, and the oldest lot has been selected by default, using 1.25 Ib to
satisfy the recipe. If you would rather use a newer lot for this batch, or even use some of each lot, you can
enter the desired amounts used for each. Click the Adjust button next to the original amount to have it
automatically adjust as needed to make the total used still match the recipe total.

Packaging Items

If you split a batch into sub-batches with different sized bars or
portions, you can specify in the recipe the quantity of portions per
sub-batch and these will be shown in the Portion Quantities and
Sizes area.

Portion Quantities and Sizes
# Az per recipe ™ Custam

(" Same as previous batch
Waste: Batch weightis | L5 % ﬁ;‘;‘“
Emcied S dege drwger= | 0% In the example shown here, we have a liquid soap recipe with two

sub-batches and 6 portions in each. Sub-batch 1 portions are 10

58 pﬁgeﬁ ND;?;' ! Tag Dgﬂ? fluid ounces, while sub-batch 2 portions are 16 fl oz.

L | &[wofez| regua 10floz L . ]

2 [ 5[0 fea| T=oe e d0e | THE recipe |ncIude§ twq sizes of pump bottles correspondmg to
[ Aoz | the sub-batch portion sizes, (one bottle for each portion), and

s [ [ Aoz labels for the bottles (the bottle labels are the same for both sizes

e e e of bottles).

These items are shown in the Packaging area of the form as
shown below. If you adjust the number of portions made for a sub-batch, the quantity shown in the Using
column will change accordingly, and when you save the batch your inventory of Packaging items will be
adjusted to reflect these quantities.

1
Packsgng: | 1oy, | mame | pate | supoler [ iote] using | Per | Cost | Left |
M EH  pumo bottie{smal) M1502-21  EZ Soapmaking 5 Gitems 58-1 3.75 18 rbams
B B pump bottie(ange) 1018-02-21  EZ Soapmaking 5... Gitems SB-2 5.00 168 rtems
M B label (bottle) 018-02-21 EZ Soapmaking S... 12 itemes Ay SB 1.2 38 items

As with ingredients, you can use the Edit Lot button to select a different lot of a particular packaging item.

Labor
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. If your recipe includes labor values, they will be
Legend Labar: . . . .
automatically filled in. If desired, you can change them for
Hours: 2

[} sufficient stock left this batch.

Rate: | 25.00 fhour .
I Time to order more? The labor cost per bar/portion is calculated and shown

I Mo stock leftt 2.083 per bar here - this labor cost will be shown for these products in
| _ your Price List as a guide in setting your prices to achieve
IQ Past expiry date Cancel the desired profit margin.
 Usage not tracked
i . Save Labor costs are not included in product material costs in
I any reports.

Note that the labor cost per bar/portion assumes each
portion requires the same amount of labor, regardless of portion size.

Saving the Batch Record

If you are happy with the batch, click Save. MyProducts will open with the new batch selected. Any supply
lots which were checked off will have their stock adjusted to reflect the quantity used by this batch. The
Usage History for each of those ingredients will now include this batch.

If your entered bar/portion count and size have left any excess, an optional message will remind you that
you can re-use these scraps as an additive ingredient, or remove the excess and record it in the Stock
Removed report - you can use this to account for scraps and designate the cost of these in categories like
'personal use' or 'write-off".

Important: You can adjust sub-batch portions made in MyProducts after saving the batch, but if your
batch includes more than one sub-batch, and packaging items proportional to sub-batch portions made,
changing portions after recording the batch will make your product costs inconsistent with actual packaging
item costs and supply inventory.

Correlating your records

Whenever you Make a Batch, a Batch Number is assigned automatically in sequence. It is a good idea to
label your actual products with their batch number so you can correlate them with the records in
MyProducts.

Warning Messages

The following messages may appear:

Message Explanation

NOTE: It may be time to replenish one After making this batch, a supply item will have reached
or more stock items the threshold you set for re-ordering

WARNING: There may be insufficient This can be caused by any of the following:
quantity of one or more stock items! o
e There are no purchase records for this item. The Left

column will show 'No Stock' and the Cost will show
This is accompanied by a 'Beep' zero.

warnin
g e There are purchase records, but there is no stock left.

The Left column will show 'No Stock', but the Cost will
be calculated based on the most recent purchase
record.

e There is some stock from this lot, but not enough to
satisfy the recipe. The item will show a negative value
in the Left column.

Affected supply lots will show zero stock remaining after




this batch is recorded.

No portions are being made! You haven't specified any bars/portions.
Number of bars/portions exceeds The excess amount is negative - you need to specify fewer
recipe size! bars or portions, or reduce the nominal size.

This is accompanied by a 'Beep'
warning

Window stuff and Shortcuts
You can move the boundary between two ingredient lists by dragging the divider vertically.
If your screen is too small to show the entire form (or you have your resolution set too small), scroll-bars

will appear at the bottom and/or at the right side of the form so you can move it to see the hidden
portions.

Otherwise, if names are too long to be displayed completely, you can widen the window by dragging an
edge.

Press AIt-S for Save. Press Esc or Alt-C to Cancel

Related Topics
MySupplies - Supply stocklists
MyProducts - Product stocklists
MyRecipes
The Recipe Form
MyPreferences
Canceling a Batch
Organizing your Products - Tips for naming, organizing and tracking your products
Removing Product Stock - Batch excess scraps can be accounted for
Reusing Products as Ingredients - Using your scraps in other recipes

Organizing your products

What's the best way to organize my products? pro

To use SoapMaker's product tracking and invoicing features effectively, it's important to understand these
concepts:

e Recipes are used to make Product batches. A successful recipe should be static, and used to
make many batches of the same product.

e Recipe names should be meaningful to you, and reflect their key makeup.

e Your products should be given Product Descriptions that will be meaningful to your customers, and
good for marketing.

e Each product batch can be split into sub-batches with different sizes or shapes. Each sub-batch must
have a unique Tag within the batch. These can appear on customer invoices, so should be meaningful
to customers. (If you never split batches into sub-batches, you can just leave the Tag 'regular' which
is assigned by default.)

e FEach unique combination of Product Description and Tag may be assigned a unique Product
Code that is maintained on your Price List, and can serve as the product identifier when importing



sales data from a point-of-sale system or web shopping cart.

To illustrate these concepts, consider the following simple example... imagine you have two recipes used
to make products as follows:

Recipe Name Olive-Coconut-Lavender Palm-BayRum-FO
Product Memories of Provence Smooth Shave
Description
Bar Size 50z 2.50z 50z 2.50z
Sub-batch Tag Large Regular Large Regular
Product Code SB-01-L SB-01-S SB-02-L SB-02-S

Every batch of the 'Smooth Shave' product will have 2 sizes of bar, tagged 'Large' and 'Regular’, with the
product codes shown.

Assigning Identifiers

Let's assume the soap recipe called 'Olive-coconut-Lavender' makes 30 bars of 5 oz each. When you first
record a batch with this recipe, the Product Description will default to the recipe name. But you can
change the Product Description to something with more marketing appeal, like 'Memories of Provence' in
our example, and if your recipe doesn't specify multiple sub-batches, you can split the batch into as many
as 4 sub-batches with different sized bars in the New Batch dialog (or later by editing the batch in
MyProducts).

Now we have defined 2 products: Memories of Provence - large, and Memories of Provence -
regular. When you sell these, this is how they will appear on the invoice.

Each time you make subsequent batches with the same recipe, the new batch record will automatically be
filled in initially with the same Product Description as the most recent batch made with that recipe. The
sub-batch size mix and Tags will be as specified in the recipe, but you can choose to use the same ones
as the last batch instead, or create a custom set for the new batch.

Different Batch Sizes of the same product

Sometimes you may want to make larger or smaller batches of an existing product. In this case, you can
resize the recipe and save it with a different name. For example, you could have recipes called 'Olive-
Coconut-Lavender - double size' and 'Olive-Coconut-Lavender - half size' or something similar. When you
make batches with these recipes, you will still use the same Product Description 'Memories of Provence
and the same Tags for the same sized bars/portions.

Tracking Product Stock

If you use consistent product naming as described above, then you can see at a glance how much you
have in stock of a particular product by choosing the option to Show Batches by Product Description
in MyProducts. You can display all products, or just a particular one. The list shows all batches saved for
the selected product description so you can see whether each batch is ready to sell, and the total number
of bars made, sold and remaining in stock. The list can be sorted on any column by clicking the heading.

Price List

The Price List feature enables you to define prices and product codes for all your standard products.
You can then have the option to fill them in automatically when you create customer invoices.

Changing your Mind Later
Don't fret about getting it right the first time. When you edit a batch record and change the Product
Description or any Tag, you will be given the option of automatically changing all other batch records
and price list entries with the same previous Product Description. So, for example, if you decide that



'Memories of Provence' is not a good product name, you could change it to 'Lavender Blue' for all saved
batches of the 'Memories of Provence' product with a single operation.

Supply lot tracking

When you record a batch, the lots shown for an ingredient and the cost depend on several factors,
including purchase records and whether the item is tracked in MySupplies.

If Track Usage is not checked in MySupplies, the New Batch dialog inventory checkbox will be unchecked,
and the Quantity Left column will show 'Not Tracked'. If there are any saved purchase records for this
item, the Cost will be based on the most recent purchase, otherwise it will be zero.

If Track Usage is checked in MySupplies, and there are saved purchase records then:

e If any purchase records were not marked Not for Business when saved, then the inventory checkbox will
be checked and the Cost will be based on the cost of the supply lot shown. TheQuantity Left column
will show how much will remain after this batch is made. If there are other purchase records available,
you can use the Edit Lots feature to specify different amounts from different lots.

e If the only purchase records were marked Not for Business (showing 'non-inventory' in the purchase
history), then the inventory checkbox will be checked, but the Quantity Left column will show 'no
stock’, and the Cost will be based on the most recent purchase.

If Track Usage is checked but there are no saved purchase records, then the inventory checkbox will be
checked, but the Quantity Left column will show 'no stock', and the Cost will be zero.

Cancelling a batch

Pro If you recorded a batch and then changed your mind, you can Cancel the batch and have all its
recipe's ingredients and packaging items restored to the MySupplies stocklists.

To cancel a batch, select it in the MyProducts Batch List, and click the toolbar Delete button - you will be
given the option to restore the ingredients used to your supplies inventory. You can also right-click and
choose Delete Batch from the pop-up menu.

Note: If you have already sold some products from the selected batch, or have transferred some to
another location, you will not have the option to restore ingredients to your supplies stock.

The Delete Batch window will open. It lists each of the recipe's ingredients and packaging items,
showing how much will be restored, and the resulting total stock of each item.

£33 Delete Batch =

This Batch wil be permanenty delstedl,

The chescked ib=m quartises wil e restored o your suopi=s
(Lnits are the same as the original purchass records)

STOCK shows the resuiting quantity for the ongnel purchass Iot.

Batch Number: 5

Product Desopbion: - Super Clean Liquid Soap

Bese Ois: kams Lot Mumbser Rezlorng | Stock |
FAY coconut 1234 2150k 213k @
Help
=
PR Check all Facksd tems
Acditivez: Barax 0.08 I 1E3 _ e
[ ]
Uncheck All
Padkaging: pump bottelsmal) 1L.0tems 15,0 ItEme I |
label foottie) 12.0tems 26,0 iere Il

Only items with the Track Usage option set in MySupplies are checked. If you do not want a particular



item restored, uncheck it in the list. If you check items showing 'No Stock’, or if there are no supply
purchase records with capacity to receive the quantity to be restored, you will see a warning that not all
ingredients could be restored to your supplies stock.

If you want to proceed, click OK, or else Cancel.

Window stuff and Shortcuts
If names are too long to be displayed completely, you can widen the window by dragging an edge. You can
move the boundary between two ingredient lists by dragging the divider vertically.

Press Enter for OK. Press Esc to Cancel

Related Topics

MySupplies - Supply stocklists
MyProducts - Product stocklists

MyRecipes
Making a Batch

Creating Product Labels

Exporting Recipe Ingredient Lists

SoapMaker can help in creating product labels with sorted ingredient lists. The Export Ingredient List
command creates a text file which can then be edited in your favorite word processor to produce a product
label.

Open a recipe and click the Export/Ingredient List for labels button, or choose Export Ingredient
List... under the main File menu. You will be shown a number of options, and then asked to choose a
location for the exported file.

Based on the options you choose, the list can contain the ingredient common names (as shown in the
recipe form), the INCI names, and the percentage of the total recipe by weight. You can also choose the
way ingredients are separated in the list for easy editing to make labels.

The recipe ingredients are listed in the exported file, sorted by quantity with the largest quantity
ingredient first. If the same ingredient has multiple entries in the recipe (e.g. a base oil, or extra water, in
the Additives list), a single entry will appear in the exported list, positioned according to the total quantity
used in the recipe.

If the recipe contains a custom blended ingredient, the list will include the component ingredients of that
blend. If it contains a reused product as an additive (e.g. your pre-made soap base), the ingredients from
that product will also be included in the list.

If a soap recipe specifies pre-mixed lye, the water portion of the pre-mixed solution will be included in the
total water quantity, and the lye quantity will be only the dry lye portion.

Recording Product Sales

pro This is one of the key activities for managing your inventory with SoapMaker. Create aSales Register
for the products you sell directly at a sales venue (e.g. craft sale, farmers market, etc.), and for products
you deliver or ship to a customer. The sales register can be used to create a customer invoice and/or a
way-bill (shipping list).

Products included in the sales register will be automatically removed from your inventory.

You can create a sales register and add items directly from your stock in MyProducts, or you can import a
list of items from your Web sales or point-of-sale application.

To record sales from MyProducts, double-click the associated batch in MyProducts Batch List, or select it
and click the toolbar Sale button, or right-click and choose Record Sales from the pop-up menu.
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Batch | =SubBatches | Product Desption | Recpe [Dateymo |
1 1 Smoath Shave Bay Rum Shaving 2016-02-17
2 Soubby Clean Oatmeal Exfolating 2016-03-14
T CTIT T T
m‘ ||
1 Cream Sosp exampls Record Sakes (Dbl chick)
& 1 Hared Lotion example Transfer to another location (ALT-Dbl click)
& 3 = 4
mest Sorne Move to Supplies for re-use !
atches: 8 Remave or write-off products
shawm: 8

Delete selected Batch{es) —

Make another Batch lske this one...

Open Batch Recipe
Sales History for this Batch
Supply Lot used for thi< Batch

The Add Products to Sales Register dialog will open, with the selected batch entered...

]

& add Products to Sales Register
Select desired Product Tag, and enter Quantity to be sold... Product Location:  HOME
Batch# Product Description Sub-batch Tag Size Quantity Stodk Left
3 Sweet Spring lar 2801 5 5
If you want to to be able to select smal

products withaut choosing & specfic
batdh, check the 'Consoldate
h AL Products’ option before recording
HE sakes.

Stedk wil then be drawn from more
than one batch, starting with the

nldest, @
Help Cancel | (54

If the selected batch has more than one sub-batch, choose the desiredTag and then enter the quantity
you are selling. Click the OK button (or press Enter) to add these products to the Sales Register. To close

the window without adding these products, click Cancel or press Esc.

To add additional products to the same sales register, leave the register open and double-click another

batch in MyProducts.

When you have added all the products for this sale, complete theSales Register and save it. Click Save

and Show on the toolbar if you want to view the saved register or print an invoice.

Option to Skip 'Add Products' Dialog

& Al dates If you prefer, you can add product items
" Year to date ¥ Show orlly items with stodcleft directly to the Sales Register without first
" Last yoar [ Show 5dAsthes selecting a Tag or entering a quantity. You

-

#Add to Sales Register directy:

desired product items.

can then select Tags and enter quantities
on the Sales Register after adding all the

To choose this option, check the box on

MyProducts labeled Add to Sales
Register Directly.
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i

Consolidated Batches 1 My Produets
If you want to be able to select products for sale
without choosing a specific batch, check the Nisard ") Photos | () Epot| & P
Consolidate Products box before recording sales. |~ sa = P =
Stock will then be drawn from multiple batches of the — T | Sof;ims
same Product Description and Tag, starting with the o L

st Batches by: ™ Redpe = Product Desoiplion

oldest batch.

This is handy if you are selling a larger quantity of a Product Description: |- All Products - |
particular product than one batch worth.

Show Product Stod in Location: [ Hame -

= Mldates  Lastyear
™ This year

. ¥ Show th stock Ieft
Window stuff and shortcuts oy tems vt

In the Add Products to Sales Register dialog: e —
Ly E m -t §

e Press Enter on your keyboard instead of clicking & |
the OK button.

e Press ESC to Cancel and close the dialog.

| =Hatches | #ubBatches | ' Product Desoripbon
i 1 Cream Soap examphs
1 1 Hand Lotion example
3 & Soubby Clean
1 1 Eemarb S

Related Topics

EEEL,

Sales Register - Completing the Sales Register form

MyProducts - Product stocklists

Importing Sales Records - Recording sales from Web or POS system

Customer List - Manages your customer information, including address and contact
Sales Registers/Invoices Report - Shows all your sales registers

Price List - Set up your product codes and prices

Sales History Report - Shows information about every product sold

Sales Tax - Setting up and using SoapMaker's Tax features

Sales Register

pro The Sales Register window will open when you first enter products to be sold from MyProducts. To
add more products to the register, select the associated batch in MyProducts and double-click it, or click
the Sale button again. Each batch you select will be added to the register list.

You can also create a Sales Register by importing sales records from a web shopping cart or point-of-sale
application.

Here is an example of a register with 3 items added:
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& New Sales Registerfinvoice |0
Cancel | [E Save: Close | I Save: Show | [E]  Pricelist | 5 Fill Prices | W Clear Prices | T TaxRates = | ™ ShowTips | (&) Help
Sales Rlegster #: 2 Price Categery: |Retall - W Trad: payment of this imuoice Tax Group: Default Rates: Taxi=5%
Saikd from Location: HOME Customer/Venue: | Ye Clde Soap Shappe | eranch: [- Man - =] Date: [31 Aug 2017 _~
To @dd an item, select a Batch from the kstin MyProducts and dids the SALE button (or double-didk the Batch)
Select an item from the list to Edt... DeleteTtem | Apply Same Tax to Al ems | |IE |
ttem | Batche| Product Description | subbatchTag | Sze | Product Code | Uit | Tox Dcuded | pront | stackier
3 2 Smacth Shave arge -|  43ez g0 [ w0 [ 7.00 [ m.00 [raxs =] T 63.37 3
trem | Batch# | Product Name | Tag [ see | code | quan.| Price| Total | Tax | Profit | Stock |
1 1 Smoopth Shave large 430z S8-021 F 7.00 14.00 Tax1 12.29 1
2 1 Smooth Shave medium 2502 SE-Q2M 10 5.00 50.00 Tax1 45,14 5
3 1 Sweet Spring large 4.3az B0 0 7.00 .00 Taxl 63.37 3
Tatals: i 134.00 (before tax) 120.61
Pa Ttems fior shipmeant
= = ~ | - | o Customer Discount: 5% 6.7
tegory e Quentity | Cos Discounted Totek:  127.30 Profit  114.11
1] Boes v | | box fshipping 1) | 1 1.00 For Custamer Inwoice
Amount Tax
1' j' J Poctage; 12.00 [raxy =] Taxisaved as cedt
my Handing fee: m m F Indude Pastage tax in
Packing Thems total cast: 1.00 Taot Total for wolca
Shipping & Handing: 14,00
Mesma (wil appear on Invoice): [Payment due on dsivery. Thank you. = Totabefore tac: 113 yjge tatitems taxrate for sllitems |
Payment due on debvery. Thank you,| Taxl: 7.06 e J
Total Tax: 7.08 For Tax & Income Summary
Grohuties: I OCard Fea: 2% 2.97
Invoice Totsl: 14835 Met Profit: L1

Tips Window
When you first open the Sales Register form, a Tips window may appear in the lower left corner. It
explains how to efficiently add more product items to the list. If you no longer need to see this window,
check the box labeled Don't show these tips when form is first opened. Then click the X in the corner to

close it.

B X] You can show the Tips anytime by

1. Toadd a product, double-chck it in MyProducts batch list CIiCking this button on the Toolbar:

2. Press TAB to mave to the next input fisld (or SHIFT-TAB to mave back)

3. Press ESC o cancel changes
4, Move dowr! the 5t of items by pressing ENTER (o SHIFT-ENTER fo move up) | mell Sh ow Tips | [2) Help

...hny chanpges wil be saved. "‘E

[ Daor't show these tips when form is frst apened Unclick it to hide the Tips window.
(fow can show them anytime by diddng SHOW TIFS on the toolbar.)

Editing Items
When an item is first added to the list from MyProducts, it will not have a price or tax selection. It may
also not have a Tag selected if there are multiple sub-batches of that product. Items which are
incomplete, will show an exclamation mark at the left side, and when the item is selected, an instruction

message will be displayed above the edit area as shown here:

—To add an item, select a Batch from the list nd dick the SALE button {or double-didk the Batch)
Select an item from the list to Edit.. & Please enter Price. Delete Item | Apply Same
— -

Item | Batch#‘ Product Description | Sub-batch Tag | Size | Product Code * Hn::te | (
2 1 Smooth Shave [medicm v| 250z sso2m [ 10 [

| Item | Batch#l Product Name | Tag | Size | Code | Quan. I Frice I

1 1 Smooth Shave large 4,30z SB-02- 2 7.00
I T " S T30 T N
2 Sweet Spring large 4.3 0z SB-031 10

To edit an item, select the item from the list - it will appear in the Edit area at the top, where you can
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then make any changes needed to add missing values or change values.

Press the Tab key to move to each field. When finished editing this item, press Enter or click the Save
Item button.

Delete Ttem | Apply Same Tax to All Items | Cancel | Save Itemhl

L\

juct Code |Quantitg.r| iv HRI':L {~ Total | Tax I?nd'ﬁ'ﬁlfg Profit |S1J:u:kLE1"t

3-02M | 10 | 7 | 70,00 [Taxt | ™ 65.14 5

To discard any changes, click Cancel or press the ESC key on your keyboard.

Remove a product item
If you have added an item by mistake, select it and click the Delete button to remove it from the list.

Entering Prices

Enter Prices Directly

You can enter the price for each item directly on this form. You can _

choose to enter unit prices, and have SoapMaker calculate the totals, or |Q""3"'ht"r Price
you can enter the total for each line - the unit price will be calculated (this 10 7
may be handy if you sell at a venue using bulk prices like 3 for $20).

= Bnt | Total |

Select each item in turn (press ENTER, or use the keyboard arrow keys to move up or down the list), press
Tab to move to the Price box in the Edit area, and enter the price for this item. Press Enter to save the
price.

Fill Prices from Price List
Instead of entering the price for each line, you can set up a standardprice list for all your products, then
use it here to automatically fill in the prices and product codes as follows:

1. Add all the product items for this sales register and make sure you have selected the correct Tag for
each if that batch has multiple sub-batches.

2. Select the desired Price Category from the drop-down list (e.g. Retail or Wholesale).

save Show Price List s Fill Prices ClearF'rices

Price Category: |Retail - v Track payment of this

‘Retai
s

Wholesale

3. Click the Fill Prices button to fill in the price and product code for each item.

Customer Venue:

All prices which are zero or blank will be filled in with the prices saved in your price list if there is a
matching entry with the same Product Description and Tag.

Product Codes will be filled in for all items to match their Price List values, regardless of whether the
price is filled in.

If you need to change the price list before using it, click the Price List button to open it. Then make your
changes and save it before using the Fill Prices button.

If you change your mind after filling in all the prices, you can clear them all by clicking the Clear Prices
button.

Stock and Profit Calculation

After entering a quantity and price for each item, your profit and the stock left (number of bars/portions
that will remain in your stock) are shown. If you enter a quantity larger than the number you have in stock,
the stock left number will be highlighted like this: ! -6. If there are several items in the list from the
same batch and sub-batch, they will all show the same stock quantity which reflects the cumulative effect
of those sales.

Taxes



If this invoice is for sales in a different tax region, select the desired tax group from
the drop-down menu. Or select Edit taxes if you need to define a new tax group, or

change the tax rate or cost/credit option for an existing tax.

T TacRates » | el She

s Default au
f llect sal lue-added - i
If you collect sales tax or value-adde N
i . tax, select the appropriate tax from the - zﬂfﬂ, 150
| @ W | € towa | Tax Incided drop-down list for the item currently - e — =|
[ 700 goH =] I being edited. e T——
F . . = —AMons — H
[ Price Totsl |[raxs | | For venue sales, you may prefer to include
.00 14.00 [T3X2 any tax in your prices instead of having to
o s calculate tax and add it on for each sale. In
this case, check the Included in price box.
If every item will have the same tax, click
the Apply Same Tax to All Items button.
Or click the Use 1st item's Tax Rate for
All Items button at the bottom of the form.
Edit Tax Totals
SoapMaker calculates the tax totals by applying the Totslbefore tax: 67900 e 1ot ters ta rate for alltems |
selected tax rate to each item and summing the Taxi: ’: :
results. But if you are importing sales records, or Tan: ol [— ﬁqiﬂ?ﬁ?ﬁ@!’t-ﬁ ---------- ]
entering sales from a venue, then each item R
represents an isolated transaction, and the tax ot Ec"'”f::tgl“ ——

amount for each item was probably rounded to the

nearest cent. For this reason, the tax totals
calculated by SoapMaker may be slightly different from those actually collected.

If this is the case, you can edit the tax total amounts by clicking the Edit Tax Totals button - this will allow
you to edit the total amounts. The button label will change to Revert to Calculated Totals; click it to
restore the calculated values.

Gratuities

If you receive tips while selling at a venue, you can record these in theGratuities box. This will show up
on the Tax and Income Summary report as a separate line item with your annual sales.

Customer and Date

Select the customer name, or sales venue, from the drop-down list, or create a new one by choosing
+New Customer or Venue.

Select the customer branch, or create a new one by choosing +New Branch.

If the current date is not what you want, select the desired date from the drop-down calendar.

Packing Iltems

If you will be mailing or shipping this order, you can enter the packing items here.

Packing 1t P Totals: 20 200.00 (hefore tax) 158.59
Customer Discount: o 000
Categery Mame |Q..a"lit-.a |B.L. Coat
Discounted Total 200.00 Profit:  158.59
1] Boxes =] [box tshopng =1) e 1 1.30 For Customer Invice
- o = 5 . Amount  Tax
‘.er_ccPicu ﬂlﬁhbbl: wrag 10 ﬂ | 2 0.36 .00 m Tanl saved as credit
Pastage: 2
3 =l = R
my Handiing fee: 3.00 |Taxl = Inchude Postage tax
Packing Items total estmated cost (based on most recent purchases): 166 [ inTax Tot for
Shipping & Handling: 12.00 nvaice

The total cost of packing items can guide you in setting your handling fee for the order, which will be
included in the shipping and handling amount if you print an invoice.

Note: the estimated packing costs shown are based on your most recent purchases of these packaging
items, but when you save the register, the actual costs will be calculated based on the supply lots from
which stock is drawn (the oldest lots with stock still remaining).

When you save the sales register, any packing items you have included will be deducted from your



Packaging inventory in MySupplies.

Invoice
If you intend to create a customer invoice from this register, then enter the following:
e Customer Discount if any. You can enter either a percentage, or the actual amount of the
discount.

e Postage Cost (this should be your actual cost to ship these items). If you select a tax here which is
defined with the 'credit' option, the tax on postage will be included in your tax credits shown on the
Tax & Income Summary report.

Handling Fee (whatever you want to charge to cover your labor and packaging to ship these items).

Memo - enter any message you wish to appear on the invoice, or choose a pre-stored message from
the list.

Memo {will appear on Invoice): |' select 3 message from list - j

Fayment due on delivery. Thank you.|

To add a new message to the list of stored messages, choose Add or Change Messages.. from the
drop-down list.

The Invoice Number is assigned automatically in sequence. If you want to track whether the invoice has
been paid, check the Track Payment box. When you save the invoice, it will initially show 'Unpaid'.

On the printed invoice, the Postage cost and Handling fee are combined into a single 'Shipping and
Handling' item.
Card Processing Fee

You can enter a fee you have to pay for credit card processing here:

For Tax & Income Summary

Total Tax: 101.85 CCardFee:| 2%| 1562
Invoice Total: 780,85 Met Profit: 636,19

Either enter the percent of the invoice total, or the actual amount. This will not appear on the printed
invoice, but will show up in your business costs as an item on theTax and Income Summary report.

Finishing
When you are finished, click either Save and Close, or Save, Show Invoice on the toolbar. (You can

always show the invoice later.) The register is saved and can be viewed, edited or printed from the Sales

Registers/Invoices report.
To close the window without saving, click Cancel.

Booth Fees

The Sales Register form does not provide a way to record booth fees for venue sales because in general
there will be other expenses as well, such as travel, meals, etc. For information on recording these, see
the topic Venue sale Expenses...

Window stuff and shortcuts

The Sales Register window is intended to be used together with MyProducts unless you are importing
sales records from a file.

When you first open it from MyProducts, SoapMaker attempts to position it adjacent to the MyProducts
window if there is space. If one window partially obscures the other, you can move either by dragging its



top. You can make the window larger by dragging the bottom or top edge vertically.
Double-click a batch record in MyProducts to add it to the register.

Press Enter to save changes to an item, or to move down to the next item in the list. Press Shift-Enter to
move up to the previous item.

Press ESC to cancel changes to the current item.
Press Ctrl-S on your keyboard to Save and show invoice

Related Topics
MyProducts - Product stocklists
Importing Sales Records - Recording sales from Web or POS system
Customer List - Manages your customer information, including address and contact

Sales Registers/Invoices Report - Shows all your sales registers

Price List - Set up your product codes and prices
Sales History Report - Shows information about every product sold
Sales Tax - Setting up and using SoapMaker's Tax features

Price List

Pro To open this tool, select Price List under the main Products menu, or click the Price List button on
the toolbar of the Sales Register form.

This is a 'modal’ form - when you have finished using it, you must close it before you can do anything else
in SoapMaker.

By saving the standard prices of all your products in this list, you can then automatically fill in the prices
when creating a new sales register or invoice. You can save lists in different categories (e.g. retail or
wholesale) by selecting from the Category list.

=] Price List x
| Cancel H Save | = PrintList | O Copy Prices | Ef] Expont Help &) X Page 1 of2 3>
W Ehm\ “arly producks with stock 'mr.:nngi Show stock in Location: |.l5.| Lacations =] [Price Category: |F!=‘..:I ¥ | (¥ou can change or add Categories in MyPrefemces)
o Latest
Product Description | i | Barportonsie | Teg | wsterial Cost| Lobor Cost | TotalCost | nitPrice | Preduct Code | 9% Margin | Total Stock
Liguid Saap Exarple 2020-10-12 10 fl az regular 1.433 5.000 6434 12.00 L5-01 45,4 20
Smonth Shave M020-10-12 6.0 0z large 2,24 2.500 474 5.00 SE-5H-03 47.2 3
Smooth Shave W-10-12 4.3z medium 1.647 1667 3.313 7.00 58-5H-01 5.7 7%
Smoath Shave MIH-10-12 Jdoe small 1.195 1.667 2.861 | 5.00 | SB-5H-02 42.8 35
Swest 5arng 020-10-12 4.3or mediim 1446 1,563 3.009 7.00 £8-55-01 57.0 24
b
Total Unigue Products/Sizes: 5 Total Products/Sizes with Stodk: 5 Total Stodc 235

When you first open the Price List form, it populates with all your products - each unique combination of
Product Description and Tag recorded in the batch list of MyProducts appears as a single line in this
list.

Most Recent Batch shows the date when the most recent batch of that product was recorded, while the
Total Stock shows the total of all batches with the same description and Tag in all locations, or in the
location you select from the drop-down list.

Bar/Portion Size shows the cured size of each product, which should normally be related to theTag.

Latest Material Cost shows the material cost for each bar/portion based on the latest batch (actually
the highest numbered batch of that product)

Labor Cost shows the labor cost per bar/portion set in the associated recipe's labor section and recorded
with the latest batch of this product.




Total Cost shows the total of material cost and labor cost for each bar/portion of this product. This
provides a guide for setting your prices to achieve the desired profit margin.

Total Stock, shows the number of products still remaining in your stock at the selected location. You can
choose to show stock in the Home location, another location (e.g. consignment customer), orall locations.

Viewing the Price List

If there are more products than can be displayed on one page, thepage
controls appear at the top - click the right arrow to move to the next page, | Pogel Bfe s>
and the left arrow to move to the previous page.

At the bottom of the window, you can see the total number of unique product types with saved batch
records in MyProducts, the total unique product types with stock remaining, and the total quantity of
product stock remaining in the selected location.

If you have many saved batches with no stock remaining, you can shorten the displayed list by checking
the box labeled 'Show only products with stock remaining'.

You can search the list by typing part of a Product Description ®| something to search for ﬂ
in the search box. To cancel the search, click the X button.

Filling in your Price List
Select the price category depending on which list you want to edit.

Enter the Unit Price for each product. If you typically set the same price for the same size of different
products, you can use the Copy Prices button to avoid having to enter the same price in each row. (see
the description under Commands below).

You can also define product codes here. These can be used as SKU codes ('stock-keeping units') which
can be shown on your customer invoices, and may be useful if you export this list for later input to a
website shopping cart or point-of-sale system.

The % Margin column shows your profit margin (profit as a percentage of your selling price). You can
use this as a guide in setting your prices. On this form, margin is calculated using both the material cost
and the labor cost (if any).

The Price List can be printed, or exported as a CSV file which can then be opened and edited in a
spreadsheet program such as Excel or Libre Office. The printed list will be as displayed (e.g. retail or
wholesale), but when you export the list, all price categories will be included, along with the respective
margins.

When finished making changes, be sure to Save the form by clicking theSave button, or pressing Ctrl-S
on the keyboard. You can close by clicking the X in the upper right corner as with any window.

How to use your completed Price List and Price Categories
By entering your prices here, you can then automatically fill them into each new sales register you create.

For importing sales records from your website or point-of-sale application, define unique Product Codes
here that match those used to identify your products where they are sold.

You can create new price categories in MyPreferences to suit your needs - for example, you may have
preferred customers with different prices. When filling in prices in a new Sales Register, you can choose
which category to use.

You can also specified a preferred category for each customer in your Customers List. Then when
recording sales, the correct category will automatically be selected. On the Sales Registers/Invoices
report, you can filter the display by price category to only show related customers.

Please Note:

e Products which were previously saved in the list will no longer appear if you have deleted all batches
with that product description in MyProducts.



e The Price or Code previously saved for a product may not appear if you have changed the productTag
in MyProducts unless you accepted the offer to update the Price List with the new Tag at the time.
Commands
The following commands are available from the toolbar:

Cancel Close the window without saving any changes.

Copy Prices If you typically set the same price for each product Tag regardless of which
product, you can use this command to automatically fill the list whenever you
make a price change. Simply enter the new price in the first item with that
Tag, then click the Copy Prices button - the new price will be copied to
every other entry with the same Tag.

Export The price list is saved as a CSV format file which can be opened in a
spreadsheet. For more information on export format, see the topic Exporting
Price List.

Print List The entire list is printed. You will have the option to preview it first.
Save The list is saved with any changes you have made.

Help Open this Help topic.

Keyboard Shortcuts
Ctrl-S: Save changes
ESC: Cancel changes and close
TAB: Move right, or down to next row
ENTER: Move down one row
Shift-ENTER: Move up one row

Related Topics
Exporting Price List - Exporting to a spreadsheet or for import into Square
MyProducts - Product stocklists
Recording Product Sales - Creating a sales register or invoice
Importing Sales Records - Recording sales from Web or POS system
Organizing your Products - Tips for naming, organizing and tracking your products

Exporting Price List

Pro Your Price List can be exported as a CSV file to be opened with a spreadsheet, or imported into other
systems.

For example, if you use the Square point-of-sale system, you can export your product names, codes and
prices and then import them to your Square library.

Select the Export button on the toolbar - this will open the Export Dialog:



2] Export C5V File x

The name, cade and price for each product will be saved w a file that
can be apanad with & soreadshest pragram. @

(& penaric Epraadshest

™ for impart to Square pont-of-sale system

Field saparalor:

ancel

[ Inclide header snd btk -3

Export

You can choose to export to a generic spreadsheet, or specially formatted for importing to the Square
point-of-sale system. After selecting the desired options, click the Export button - you will be asked to
select the location and name for the file to be saved.

Generic spreadsheet format

This option will create a file with all the displayed information, as well as prices in all defined price
categories. You can open this file in any spreadsheet application.

Select the desired field separator (either comma or tab). When opening the file later, you may have to
specify to your spreadsheet application which separator character has been used.

If you check the box labeled Include header and totals, the file will include a header line identifying
what it contains and when it was exported. Stock totals will be shown on the last line.

For Import to Square
If you use the popular Square point-of-sale system, you can export a specially formatted file which can
then be use to import your product list to Square, with names, codes prices, and locations.

You will then be able to export your Square sales results and import them into SoapMaker to create sales
records and update your product stock (see the topicsImporting Sales Records and Importing from
Square).

These instructions assume that you use SoapMaker for your product inventory control, and only use
Square to process sales. For this reason, the exported Price List information will not include stock levels. If
you attempt to do inventory control with both SoapMaker and Square, frequent imports and exports will be
required to keep them synchronized.

Locations

When you export your Price List for importing to Square, the resulting file will have a set of columns for
the selected location, or for every location if you select 'all locations' for the Price List. The column headers
will include the location description (e.g. 'Enabled <location>"). To save having to edit the spreadsheet
after exporting, you can edit your SoapMaker location descriptions to match those used in Square (see the

topic MyLocations).

Ready to export
Before exporting for Square, make sure to select the desired Price Category - this will determine the
prices that will be imported to Square.

Select a desired location, or select 'all locations' if you have defined several in Square.
The exported file will contain the following columns:
1. Token - this is left blank. Square will assign a unique token to each product.
2. Item Name - this is your Product Description as shown in the Price List
3. Description - this will be the recipe name, but you can change this to anything you like



4. Category - this will be the recipe type, but you can change this too.

5. SKU - This is your Product Code as shown in the Price List

6. Variation Name - This is the product Tag as shown in the Price List.

7. Price - This is the price currently shown in the Price List (based on the selected Price Category)

In addition, the following columns will be saved for each product location you have defined, whereLOC =
your defined Location Description:

8. Enabled LOC - set to 'Y’ for Yes

9. Current Quantity LOC - blank

10. New Quantity LOC - blank

11. Stock Alert Enabled LOC - blank
12. Stock Alert Count LOC - blank
13. Price LOC - blank

Open the exported file in a spreadsheet program, and make any changes needed. Then save it and import
it into Square (Item Library / Actions / Import Items).

For more information, see this webpage: https://squareup.com/help/ca/en/article/5153-import-items-

online

Customer List

Pro The Customers and Venues list shows all your Customers and Sales Venues, including branch
addresses, and contacts. From here you can add a new Customer/Venue, or edit the information for an
existing one.

To open the Customers list, select Customers List under the main Products menu. It can also be
opened from the Sales Registers/Invoices report, and the Sales History report. Whenever you record new
sales, you can select the customer and branch from a list on the Sales Register form.

The Customers list is organized in 3 sections: Customer/Venue, Customer Branch, and Branch
Contact:


https://squareup.com/help/ca/en/article/5153-import-items-online
https://squareup.com/help/ca/en/article/5153-import-items-online

Customer Branch: | . Main -
- | |South Side
;] Mew Branch....

42 Edit Branch...
X Delete Branch|

Branch Contact: |mary Smith
; Mew Contact...
£ Edit Contact...
X Delete Contact

' Customers and Venues
% o d & ] |
Email Contact Go to Webrsite Expart.., Copy Billing Label | Copy Shipping Label Lecations Help
Seardh Customer or Venue

Customer or Venue: | 4] ﬂ Company Mame:  Ye Olde Seap Shoppe

5] Mew Customer..,| | Farmers Markst Frice C:ﬁ';gti ;:Gimmmmm

?’{ Edit Customer... ; Brandh

X Delete Customer Eranch Name:  South Side

ACCount &

k]
Location Code:  SoapShops

Tax Group:  Default

Brandh Notes:

Examphs cusiomear brandh

Biling Address: ‘987 Gth Strest
(same as Main  Semeplace, T

branch) LISA 12345

Shipping Address: 345 South Street

Someplace, TY
USA 23456

Contact

Mame: Mary Siith

Titie:  Branch Manager
Emal: mary@soapshop.com
Phone: 234-456-7850
Mobie:

Fax:

Each Customer or Venue can have multiple Branches. All
Customers have at least a Main branch. Each Branch can
have multiple Contacts.

When you select a customer, branch or contact by clicking
it in the list, the corresponding information is displayed on
the right side of the window.

This example shows the customer "Ye Olde Soap Shoppe"
selected. It has two branches, with the 'South Side' branch
selected. That branch has one contact - 'Mary Smith'.

Each list section has the following buttons:

New... Use this to add a new customer/venue,
branch or contact.

Edit... Make changes to the selected item.

Delete Delete the selected item. If you delete a
customer, all its branches and their
contacts are also deleted. If you delete a
branch, all its contacts are deleted.

Customer Information:

Each Customer can have multiple Branches.
Each Branch can have multiple Contacts

Customer or Venue

A

L3 T 1
T 1

Branch Location

f—

Contact

Each customer/venue has a unique Company Name. In addition, you can define the following:
e Website - If you save the customer's website address, you can click a button to open a browser and

go to that site.

e Price Category - When recording sales, you can automatically fill prices from your Price List with the

appropriate price category (e.g. retail or wholesale).

To add a new customer or venue, click the New Customer button, enter your information, and click
Save. When defining a new customer, you can also define the Main branch information, and one main

branch contact at the same time.

To make changes to an existing customer, click the Edit Customer button.




Branch Information:
Each branch has a Branch Name unique within that company. In addition, you can define the following:
e Account number - An arbitrary number you use for this particular branch
e Consignment Location Code - If you provide a code here, this creates an alternative product

location linked to this customer branch. In MyProducts, you can transfer products to this location when
doing consignments.

e Preferred Tax Group - When recording sales, the tax group will automatically be set to this when you

select this customer and branch on the Sales Register form.
e Billing Address - Can be unique for this branch, or Same as Main Branch.

e Shipping Address - Can be different from Billing Address, or Same as Billing Address.
These addresses will appear on customer invoices, and can be used to make labels.

e Notes - You can enter any notes about this branch for your own use.

To add a new branch, click the New Branch button, enter your information, and click Save. When
defining a new branch, you can also define one contact at the same time.

To make changes to an existing branch, click the Edit Branch button.

Contact Information:
For each contact, you can define the following information:

e First and Last Name - These will be displayed in the list of contacts
e Title - You can leave this blank if desired

e Email - If the selected contact has an email address defined, you can start a new email message by
clicking the Email Contact button on the main toolbar.

e Phone numbers - You can save 3 numbers for each contact.
To add a new contact, click the New Contact button, enter your information, and click Save.
To make changes to an existing contact, click the Edit Contact button.

Search

If you have many customers, you can locate and select one quickly by starting to type the name in the
Search box. The first match will be selected in the list. To clear the search, click the X next to the box.

Main Toolbar
The main toolbar at the top of the window has the following buttons:

Email Contact - Start an email to the selected contact
Go to Website - open your browser and connect to the customer's website.

Export - Save information as a TXT file that can be opened in a word processor, or CSV file that can be
opened in a spreadsheet.

The following options are available for exporting:

e Selected Customer (with all its Branches) as TXT file - All information including branch contacts.
e All Customers, Branches and Contacts as TXT file - All information from all lists

e All Customers and Branches as CSV file - All Customer and Branch information (but not contacts)
e Contact List for all Customers as CSV file - All contact information for all branches

Copy Billing/Shipping Label - Copy the selected customer branch billing address or shipping address

to the clipboard so it can be pasted into a word processor to make a mailing label.

Locations - Open MyLocations to see all existing Location Codes. You can define new location codes in
MyLocations, or do it as part of the process of defining a new customer branch, or by editing an
existing branch.

Help - Open the Users Manual to this page.
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Related Topics
Sales Register - Completing the Sales Register form
Consignment Sales - How to sell products on consignment
Product Locations - Managing consignment product locations

Printing a Customer Invoice

To print a customer invoice or waybill, open the Sales Registers/Invoices report, select the desired register
from the list, and click the Print button on the toolbar (or right-click the item and choose Print Invoice...
from the pop-up menu).

n 5

=] Sales Registers { Invoices [
x Delete £ Edit |  Header ;’l Print = | [ Export | ] Mark Paid : Customens Help
Shaw Sales.. % I Oniy Ist unpaid invoices
Select ¥ Sales Regster o view its contents: Rl iy
To selected Customer, or at Venue: g -
|.. All Customers - ﬂ [ ‘iu'bcrl Date | Customer Venue | Branch | Total | Paid
. i 20170201 Ye Olde Soep Shoppe - Man - 2265 es
Branch: |- al Branches E 2 201703-14 _ Farmers Markat - Main - 177.00 Yes
3 2170507 Ye Olde Soap &
With Price Categaory: #And Tax Group: =
mﬂammﬁﬂ Al Groups =

The Print Dialog will open:

ﬂ Print Invoice, Sales Register or List >
Language:
{* Print #3 as Customer Invoice *
English LJ Printer Setup
(™ Print #3 as Venue Sales Register Mew... I Edit... ‘ ielet ‘ — @
........ Preview, i
" Print #3 as Shipping List / Wayhbill (¥ Show product Tags (Class)

"~ Show product Codes =

{ Print List of Invoices/Reqisters (™ Show Both Print

("~ Show neither
Cancel

You can choose whether to print:
® 3 customer invoice

e a sales register format more suited to venue sales (e.g. at a craft show or farmers market).

a waybill (shipping list) that shows the product list without prices

the displayed list of sales registers

If printing a customer invoice or waybill, you can choose whether to show productTags, product Codes,
both or neither.

You have the option to preview before printing. Following is an example of the Customer Invoice
format. You can choose to use a pre-saved image for the header, or just show your company name and
address in text (use the Header button on the toolbar to change the text, or add a custom image with
your company logo and address.).

The customer's name and addresses are taken from your Customer List. If you need to change them,
cancel the print dialog and click the Customers button on the toolbar.
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Amounts which are taxable are flagged with T and the total tax is shown at the bottom of the invoice. Note
that your postage costs plus your handling fee have been consolidated into a single item 'Shipping &
Handling' on the printed invoice.

3 Print Preview =
" Primtout may nat
Zoom; | 100% "l Erint I Eancel match pravies sxacty

My Fabulous Soap Company
All Natural Handmade Soap

123 Fourth Street

Someplace, USA 123456
{123) 456-7890 wivr My abulousSoap.com

Ship to: Ye Olde Soap Shoppe: East end
INVOICE
Elsewhere, TX
LUSA 23456
Bill to; Ye Olde Soap Shoppe
G987 Gth Street
Someplace, TX
LUSA 12345
INVOICE # 3 May 07, 2017 —
DESCRIPTHON CODE CLASS |QUANTITY| EACH AMOUNT
1.Smogth Shave SB-02-01 large 15 700 | 105007
£.5crubby Clean SB-01-02 large 3 7.00 21007
3.5weet Spring S8-03-01 small 4 300 12007
4 Sweet Spring 58-03-02 madium 2 4.00 gooT
5. Sweet Spring SB-03-03 large 2 T.00 14007
Thanks for your business. Total befora Discount 160.00
Less Discoumt B.oo
Subtotal 152.00
Shipping & Handling 17.00
Total befare Tax 169.00
Tax1 B.45
Tax2: 16.90
Invoice Total: 194,35
=
Ed 2l

Click the Print button to send it to your printer. If you prefer to send invoices electronically (e.g. via
email), first click the Printer Setup button in the Print Dialog, and set your printer to 'Microsoft Print to
PDF'. Then when you click the Print button, the invoice will be saved as a PDF file you can attach to an
email.

Language Selection

When you choose the Export command, or Print command with 'invoice format' option, you can select
the desired language for the invoice, or add a new language to your database. See Invoice Language for
more information.
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Invoice Header

Pro. When you print an invoice, the header can be either your company name and address in plaintext,
or you can use a pre-saved image to make a custom invoice format with your company logo and desired
fonts and colors.

To set up your custom invoice header, click the Header button on the Sales Registers/Invoices report, or
right-click the list item and choose Change Invoice Header from the pop-up menu:

=] Sales Registers / Invaices =
¥ Deete &£ Edit | T Huﬁr = Pont = | [2]  Export | [ Mark Paid | (5] Help

This will open the Invoice Header dialog:

e A e =

™ Lisa Teaxt (Enter the company header you would bke bo appear on your prinbed mvoces)

My Fabulous Soap Company

| All Natural Handmade Soap
123 Fourth Street
omeplace, USA 1234568

(123) 456-TBT wanw MyF abulousSoap. com

My Fabulous Soap Company
All Narwrad Handmade Soap
123 Fourth Street
Someplace, USA 123456
(123} 456-78g0
winnwv. MyFabulousSoap.com

Image file location:  Example mage

Text Header

To create a custom text header, click the Use Text button, then edit the title, subtitle and address fields
to show your own company name and address. Click Save to complete the setup. (Note: When you
export an invoice, the text header will be used, even if you have specified an image header for printing.)

Image Header

If you prefer to print invoices with a custom image header, you must have first prepared and saved the
image with a graphics program. The saved image must be in either JPEG or BMP format. To avoid
distortion, the aspect ratio must be 5 to 1. For best results, a resolution of 2100 x 420 pixels is
recommended. You should save the image file in a safe location.

When your image file is ready, click the Use Image button, and then the Browse for New Image button.
When you have selected your new image file, the image will appear in the preview pane. Click Save to
complete the setup.

NOTE: If you move or rename the file later, SoapMaker will not be able to find it when attempting to print
an invoice. Don't forget to make a backup copy of the image file along with your database backup.
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Invoice Language

Pro. When you print or export an invoice, you can select the language that will be used for all the terms
on the invoice. Although you have to use SoapMaker in English, your customers can receive invoices in
whatever language you choose.

Please note that only the Roman character set is supported, so languages that have different character
sets cannot be used.

The Sales Registers/Invoices report Print command opens this dialog: (The Export dialog is similar)

ﬁ Print Invoice, Sales Register or List .
Language:
(* Print #3 az Customer Invoice '-k
English LJ Printer Setup
(" Print #3 as Venue Sales Register Mew... I Edit. .. ‘ f ‘ e @
........ Preview
("~ Print #3 as Shipping List [ Waybil {* Show product Tags (Class)
(" Show product Codes 5
("~ Print List of Invoices/Registers (" Show Both Frint
(" Show neither
Cancel

This example shows the default language 'English' selected.

To select a different language, select one from the drop-down list.

5 Print Invesce, Sakes Register o Lisk -

* Prnt #7 ag Cuskomer Invoice

Language: [Englsh |
English
e, ANEE S
French-Frgish

Use the buttons to add a New language, edit the existing one, or delete this language. NOTE: you cannot
edit or delete the default 'English' language. If you wish to change any terms in English, add a new
language (e.g. 'My English') and edit terms as desired.

If you click New or Edit, the following window opens, showing all the invoice terms that can be edited. If
you are adding a new language, the terms are pre-filled with the default English terms, but you can
change any or all of them. Enter thelanguage name and click the Save button.
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ST

Edit Name and for Terms and Save..,

Language Mame: |Frar||;ats

Invoice Terms:

INVOICE:  |FACTURE

Bllto:  |Factré d

Customer Apcount: |comptte clent

DESCRIPTION: |I:ESICR]P'I'.IE|N

SIZE:  [TAlLLE

QUANTITY:  [QUANTITE

EACH:  |CHAQUE

AMOUNT:  [MONTANT

Less Discount:  |Moins Rabais

SubTotal: |Sous-Total

SubTotal before Tan: |awant Impét Sous-Total

Shipping and Handling: |Trar|5pcrt & Manutenbon

Inveee Total:  [Total Facture

Tanx induded in amount: [tase incuses dars ke montant

Pape:  |Page|

Continued on next page: [Suite & la page suivante

Cancel Save

Importing Sales Records

pro. If you have a Website shopping cart or Point-of-Sale system which can export a list of sale
transactions, you may be able to import them into a SoapMaker Sales Register. You can then verify the
data, edit it if needed, and save it like a regular sales register.

To import sales records, they must be in a plain text file with filetype . TXT or .CSV. There must be a
separate line for each sale record, and each record must have the following:

e Product Identity - this can be either:
a) Product Code (as defined in your Price List), or

b) Product Description (as defined in MyProducts). If using this option and you have split product
bacthes into sub-batches, then the sub-batch Tag must also be provided

o Quantity of product items sold

e Total Price for these items

In addition, each record can include Sales Tax (VAT). If you collect more than one tax, the individual tax
amounts can be provided, or just the total tax for the item. The tax rates for all records must match a
particular Tax Group as defined in your Preferences.

To start importing, choose Import Sales... under the main Products menu. This will open the Sales
Import form. Once you have opened the desired file to be imported, the form should look something like
this:
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5 Sales Import | | ]
Tmport JTET or JCSV Mile with list of products sold... g e
Sokd from Localian: |HOME - Tax Group: |Default - Rates: Teorls10% Hel ;rﬁaszw;mﬁw;n:wim_
Brurseze for Faa... | Co e iCrmarfor d \Desk oo VM TraresSermport Tesss\Sample Selex for Ml et 7 Use Product Code o BLE Comn i,
Procuct Code: |1
r ol Names 2 )
Fi ;O i T iy = i
Tout Dats: il separstor: % TAD Comma Cither; | = o B x Zkip Rows] '\flncludeﬂ:mu] ¥ Use Product Mame and TAG! e e,
Aow | Column L |2 |3 | 4 |s | s | Product Mame; | 1 El
I - —_— R — _ TAG: |2 i
1 Serubliy chear - g LAt 1 00 0.0
2 Subby Clean reqular SCR ] 20.00 2,00 , by, "
5 et B =i A == T Sewstiy gl esksarm for Quar nl.._:::rm;m.
3 SmoothShsve  medum M 1 3.00 2.3 i
5 Seast Spring age FL 3 2000 210 Quantity: |4 -
& Svel Spirg reguar SR i 200 0. -~ . ,—_|
© Linit Poee; h
* Totl price: |3 '
Tax] dmaumt e Tokal Tas: ﬁj
TainZ AN
Output Praviaw T l__|
] H.nm'| Procuct o [T2a [ quanity | Enen | 'rugl Tax | Message
(] Soubby cean = H .00 Taxl
2 Serubby Cean wgpdar 5 4.00 :n.nc- Taxt Ready b inport...
3 Smoot Shave pe 1 Loa nm Taxl
4 Smootn Srave meadum 1 LoD 300 Taxl Help with
5 Sweet Spring g 3 T.00 ZLDD  Tawl Erore
8 Swett Spring Ty H .00 700 Tasl
Cancel
Import
Inpeus Tan: Tosal: B.50 Tobal Frioe: 6500
Cabudabaed Tan wang dlandard nates: 6.50

The upper list shows the data you are importing, separated into rows and columns, while the lower list
shows how the data will actually be imported into a sales register. You need to define which input column
will map to each output column as described below.

Location and Tax Group
First, if you sell products from more than one inventory location, or have defined more than one tax group,
set the Location and Tax Group:

e Select the location from which product stock should be taken if it's not the HOME location.
e Select the Tax Group which defines the tax rates to be used

< Sales Imnport
Import .TXT or .CSV file with list of products sold...

Scid from Locaban: (HOME - Tax Group: [Default - Rates: Taxl=10%

Browse for Fie... | C:'Wsers\Crawford \Deskiop v Transfer Import Tests\Sample Sales for Manual, te

Input File
Click Browse for File... to locate and open the file to be imported. You can choose either CSV files or TXT
files. When you click OK, the contents of the selected file will be displayed in the Input Data list. You may
see a message indicating problems trying to interpret the file - just click OK and then make adjustments as
needed to process the file correctly as described below.

Choose the Field Separator so you can see the input columns correctly

If the input file contains a header row with column names, check theColumn Names in first row box so
this row will not be imported.

If there are other rows which don't contain sales record (e.g. sub-headings, subtotals, etc.), select them in
the Input Data list and click the Skip Row(s) button. You can use Shift-Click or Ctrl-Click to select multiple
rows at once. In this example, we need to skip the 4th row since it does not contain useful data:

e & T - - - Caolumn names o B i R
Input Datz: ield separator; + TAR Comma Other ¥\ first rom X ﬁp ow(s) ' Include Row(s)
Row | Column 1 | 2 | 3 | 4 | s |8 | P [
e —

1 Scruiby dean large sCR 1 7.00 0.70
I Serubby Oean regular SC-R 5 2‘] III 2.'ZIIZI

Smooth Shave large 1
mmmmmm

Smooth Shave medium 55M 1 3.00 0,30
5 Sweet Spring larg= P 3 21.00 210
g Sweet Spnng reguiar SR 1 .00 o,m
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Define Input Columns

Specify the columns to be used from the input data
(there may be several extra columns in the input
file which are not needed for importing).

NOTE: The input display can handle up to 30
columns of data. If your input file has more

Product Identity

Choose method of identifying products,
and spedfy input columns:

{~ Use Product Code or SELI Column Mo.
Product Code: |M/A

columns than this, you will need to delete some of
the unnecessary ones in a spreadsheet program
before you can import to SoapMaker.

f+ Use Product Name and TAG:  ~qlumn Mo,

Product Mame: |1 -

In this example, we have chosen to use the TAG: |2 &
Product Name and Tag to identify products, and
selected input columns 1 for the Name and 2 for

the Tag.

If you have defined Product Codes for all your
products in your SoapMaker Price List, and your
import file contains matching codes for all the
products sold, you can select the option to Use
Product Code (SKU) instead of Name and Tag. In
this case, SoapMaker will find the matching Product
Description and Tag for each item from your
product database.

Spedy input columns for Quantity, Price and Tax:
Column Mo,

Quantity:
" Unit Price:
{* Total price:
Tax1 Amount or Total Tax:

Tax2 Amount

Tax3 Amount: |[M/4

4 -
MNJA

5 -
5 4
MNfA
Specify columns for Quantity and Price. Choose
either Unit Price or Total Price, depending on
which is available in your input file. If both are

available, just choose one - the other will be
automatically calculated.

If your input file contains sales tax amounts, select
one or more columns for these. In this example,
we have specified one column for Tax. If the input
shows only one tax column which contains totals of
several separate taxes, SoapMaker will attempt to
deduce the correct combination of taxes based on
the tax rates defined in the chosen tax group.

When the input columns have been correctly
specified, SoapMaker will examine each product in
your database to check the stock available. The
results are shown in the Output Preview list.

Check Output Preview

Same items hawve problems and may need edting after mport. See MESSAGE column Chde HELP button for

DuUtput Preview: (Those showen in RED will be skpped) assistanoe
| mow | Product Name Tag | quantity |  Each|  Total|  Tam| Message

1 Soubby dean large 1 1.00 L0 Taxi
{i 2 Serubby Clean regulsr 5 400 2000 Taxl Irsufficient stock for this quantity!

3 Smoath Shave large 1 7.00 7.00 Taxl
® - Smoath Shave ana 1 3.00 3.00 Taxl Mo Sub-batch with Tag 'smallt

5 Sveeet Spring large 3 7.00 2100 Taxi
. E Swest Spring regula 1 7.0 7.0 Taxl Mo baiches of this product with stock left

If there is a problem with any row, it will show an icon in the left margin, an explanation on the right
side of the item, and a summary message above the list header. In this example, the Red icons indicate
those rows can't be processed because there is no matching product with that Tag in your product stock,
or there is no stock remaining for the product.

The Yellow icon indicates a problem, but will not prevent the item from being imported if you choose to go
ahead. In this example, there is not enough stock for the sale quantity of that item. You can proceed to
import if desired but the stock will then be set to zero inMyProducts.
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If you see problems on every row, most likely you have not specified the input columns correctly.

Batch Numbers
Your products listed in MyProducts are organized by Batch Number, but there is no need to specify batch in
the input file. Each sale item will be allocated stock from your inventory starting with the oldest batches
that still have stock remaining.

When you proceed with the import, batch numbers will be attached to each item. If there is insufficient
stock in a single batch to satisfy an item's quantity, it will be split over two or more batches and you will
see multiple items, one for each batch, in the Sales Register after importing.

Taxes
When the data is imported into a Sales Register, each item must have a tax-rate indicator, rather than an
actual tax amount. The tax rates will be deduced from the input tax amount, and shown in the Output
Preview. If you see a display like the following, then either you have specified the wrongcolumn for the
tax amount, or have chosen the wrong Tax Group. You could still import the file, but would have to specify
the correct Tax Group and tax rates for every item before saving the Sales Register.

Some ibems have problems and may need editing after import. Ses MESSAGE column. .. Click HELP button for
Output Praview: asmatance
| Rowe | Product Mame | Tag | cuanity | Each | Total | Tax | Meszags
A1 Serubby dean large 1 700 7.00 == Tax amount deesn't match grous rate!
A2 Soubby Clean regular 5 4,00 20,00 === Tax amount doesn't match group rate!
A3 Smocth Shave large 1 7.00 7.00 === T amount doesn't match group rate!
ﬁ 4 Smaoth Shave medium 1 3.00 3.00 R Tax amount dossn't match group rake!
FO- Sweet Spring large 3 7.00 21.00 === Tax amount doesn't match group rate!
A6 Sweet Spring regular 1 .00 7.00 === Tax amount doesn't match group rate!

Tax Adjustment

If your input data represents separate transactions for each record, the tax amounts for each item were
probably rounded. The total tax for the list may then differ slightly from the total based on the derived tax
rates. At the bottom of the list, you can see both the tax total from your input tax amounts, and the total of
the tax calculated using the derived rates. If there is a difference, you will be able to edit the tax total after
importing to a Sales Register so it matches that from your shopping cart or point-of-sale system.

Output Praview:
| Raw | code | Product Hame [ Tag | Quanty | price | Tax | Messane
1 58401R agula k| 20,00 Tax2
2 58015 crubby Clesars S 1 4,00 Taxl
3 SE-024 ' th Shave arge 5 35.00 Taxl
4 SE-0Z44 smooth Shave =diL 1 3.00 Taxl
5 SB4034 Sweet Spang arge 4 28.00 Bath
[ 58034 eet Spring arge 3 21,00 Tax1
<
Input Tax Total: 11.32 Total Price: 111,00
Caloulated Tax using standard rates: ( 11. 30)

Tax Included in Price

If you sell at a venue and include sales tax in your prices, then don't specify any column for a tax amount.
After importing to a Sales Register, you can then specify the tax and choose the option to include it in the
total price for each item.

Ready to Import
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In the lower right corner of the form, you can see a status message.

If it says 'Ready to import' then you can go ahead and import the
data into a SoapMaker Sales Register. If there are any concerns
with the data, you will see red text as shown in this example - you
can either try to fix the problems here, or go ahead with the import
and edit things on the Sales Register.

If you are ready, click the Import button. This will open a new Sales
Register form, and fill it in with the imported data. If you click

Ready to mport...

Tax caloulated using derived
rates differs from input tax
amounte. Smal differences may

tax totels after mporting.

Ore item will need to be edited
after impart

D ibem carnot be mported and

willl be skipped!

Cancel, the form will close without saving anything.

Related Topics

Import Error Messages - List of possible messages and how to deal with them

Importing from Square - Special considerations if importing from the Square point-of-sale system

Sales Register - Completing the Sales Register form

MyProducts - Product stocklists

Price List - Set up your product codes and prices

Sales Tax - Setting up and using SoapMaker's Tax features

Organizing your Products - Tips for naming, organizing and tracking your products

Import Error Messages

Following is a list of possible errors or problem messages you might see when trying to import sales

records:

Message or Indicator

Cause and Solution

Duplicate columns specified

You have selected the same column number for different input

values. Select unique columns, or N/A if not used.

No quantity for this item

Either the wrong column is selected for Quantity, or the input
data has no value in this field

Quantity is not a number

Either the wrong column is selected for Quantity, or the input

data has non-numeric text in this field

No price yet for this item

You have not specified a Price input column, or the field is
blank for this item

Price is not a number

Most likely you have specified the wrong column for the Price
field

No Price List entry with this
Code

The Product Code for this item does not exist in your Price List.

Make sure you have specified the correct column for Product
Code

No Product Code

The Product Code field is blank. Make sure you have specified
the correct column for Product Code

No Products for this Code

The Product Code is valid, but there is no stock available

No Products for this Product
Name

The Product Description is valid, but there is no stock available

Missing Product Name

The Product Description field is blank. Make sure you have
specified the correct column for Product Name
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Multiple Sub-batches - need The products with this Product Description have been split into

to specify Tag sub-batches; you will need to specify the Tag to identify which
sub-batch. If this is not available in your input file, you can go
ahead with the import and choose the Tag on the Sales
Register form.

No Sub-batch with Tag XXX’ The sub-batch Tag from the input file in not valid. Make sure
you have specified the correct column for Tags.

No products in selected You have specified a location other than HOME for the sales,
location but there is no product stock there for this item

No batches of this product The Product Description and Tag are valid, but there is no
with stock left stock available

Insufficient stock for this There is some stock available, but not enough to satisfy this
quantity quantity. If your input data is accurate, and you have specified

columns correctly, then maybe you need to edit your product
stock in MyProducts. Or perhaps you forgot to record new
batches with that recipe so your stock is out-of-date.

Cannot have Tax2 without You can specify either one column for tax amount, or a column
Tax1, or Tax3 without Tax2 for each rate defined in the selected Tax Group. If the group

or defines 3 rates, you cannot specify only two columns.

The selected Tax Group has 3
tax rates, but you have not
specified an input column for
the third rate

Tax(n) is not a number The tax amount in this input column in non-numeric. Make
sure you have specified the correct column for tax amount

Tax amount doesn't match SoapMaker attempts to derive the tax rate, or combination of
either or both group rates (or rates based on the tax amount and the rates defined by the
similar message) selected Tax Group. If there is no match, make sure you have

specified the correct Tax Group, and the correct columns for
tax amounts

Importing from Square

pro. If you use Square for point-of-sale in a store or at sales venues, you can interface it with SoapMaker
to import daily sales records and adjust your product inventory.
Setup

The first step is to make sure your product names and/or product codes are consistent between Square
and SoapMaker. You can either:

A) adjust SoapMaker to match your Square names and codes, or

B) you can export your product names, codes and prices from SoapMaker to Square (see the topic
Exporting Price List).
The following fields should be identical in the SoapMaker and Square databases:

SoapMaker Square Comment

Product Item Name Max. 50 characters in SoapMaker.
Description



SoapMaker Square Comment

(setin
MyProducts)

Product ID Tag Variation Name Max. 10 characters in SoapMaker.
Only needed if you have different sizes or shapes of the

set in
( same product (e.g. regular, large)

MyProducts)
Product Code SKU Max. 50 characters in SoapMaker.

(set in Price List)

Option A - Adjusting SoapMaker to match Square

If you already have names in Square that you want to keep, you can adjust SoapMaker to match:
1. Select a batch in MyProducts and click the Edit button.

2. Enter the Product Description that matches the name used in Square and click Save.

3. When asked whether to update related batches and price list entries to match, click YES

Update related batches?

' like to change all batches and Price List entries which have

6' You have changed the Produc Descriptive name - would you
|
= the previous name to match?

4. If your inventory contains different sizes or other variations of the same product, you will also need to
make sure that the Square Product Variations field matches the SoapMaker product Tags.

5. If you use SKU (stock keeping unit) codes in Square, make sure the SoapMaker Product Codes in
the Price List match.

6. If you have more price categories than just retail and wholesale, you can add them in
MyPreferences on the Production and Taxes tab. For example, if you use Square in multiple
locations with different prices, you can add a price category for each location.

7. With the Price List open, choose a price category, then enter prices for each product. Note that if
you use common Tags for similar sized products with different descriptions, you can use the Copy
Prices button to copy the same price to all products with the same Tag.

8. Repeat Step 7 for each price category you use.

Option B - Adjusting Square to match SoapMaker using your SoapMaker Price List
If you don't already have your products and prices defined in Square, you can export them from
SoapMaker to a specially formatted file that can them be imported into Square. For instructions, please

see the topic Exporting Price List.

Importing Sales to SoapMaker
When you have completed the Setup steps, you can import your sales results to SoapMaker periodically to
update your product inventory and capture revenue and tax information as described in the Importing
Sales Records topic.

Consignment sales

pro. When you place products on consignment with a customer, those products are still part of your
inventory until they are actually sold. SoapMaker provides a way to manage this by definingproduct



locations that are linked with customer branches, and recording transfers of products to those
locations.

Follow these steps for consignments to a particular customer:

1. To prepare for consignment sales, first make sure you have the target customer branch defined in your
Customer List...

2. Select the products to be transferred in MyProducts, and perform the transfer (See Transfer Products
to Location...). If you have not already defined the destination location, you can do this during the
transfer process.

3. The Product Transfers report will open to show the new transfer register. From there you can print the
register for your own records, and print a consignment invoice to include with the shipment to your

customer.
4. MyProducts will now show the stock added to the destination location, and removed from the HOME
location.
a, My Products -u-r:‘

Product Status and Production History
# Wizard | X Delete ¥ Photos | (Fy EBport| 2§ Prnt. = | ] Recipe | Y Repeat | @ Reports.. = | B Invoices | [F)  Help

o Procit Shock ISh—_| Shaw Batch 2. Recipe: 'Oatmeal Exfollating” in location "SoapShop E'
0w Product Stock in Location: So:l:u ::p.E MyLocations = Sale | @ Transfer _.:I Re-Use "‘_.JR:mouc & Show Motes =5
. — All Locations -
UstBatchesby:  © Redbe | ane n Descripton: [For by e Bt | Cance ™
= Date made: | 2016-03-14 :| ttal  Mominal Cured Product Bar  Stock
Product Description: Total Cost:  $16.73 Bars e Sige IDTag Cost Left

P p— — | p—

Consignment Stocklist
From MyProducts, you can print a stocklist for a particular location, showing the current status of all
products transferred to that location.

First set up the batch list display as follows:

1. Select the location

2. Check List Batches by Product Description rather than by Recipe

3. If you sell more than one size of each product, checkShow Sub-batches
4. Set the Date Range to This Year or All dates.

Select Print/Consignment Stock on the MyProducts main toolbar. The printout does not contain any
cost information, and can be shared with your customer.

Selling Consignment Products
When products are sold by the consignment customer, select the Location in MyProducts to match that

customer's branch, and then record the sale in the normal way and print an invoice as explained in
Recording Product Sales...

Note: For consignment sales, generally the store is responsible for collecting sales tax and accounting for
it. If this is the case for your area, then you should not include tax on your invoice to the store.

If the store charges you a consignment commission or fee, this should be recorded as a purchase, using
the New Supply Purchase or Expense form (on the Other Expense tab), including any tax on this

expense. It will show on the Tax and Income Summary report.

Product Returns

If unsold products are returned from consignment and are still in good condition, simplytransfer them
back to your HOME location stock.

If the products are no longer suitable for sale, you can write them off or give them away... See the topic
Removing Product Stock.

Related Topics:
Transfer Products to Location
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Product Transfers report
Customer List
MyLocations

MyProducts

Transfer Products to Location

pro. If you sell on consigment, or store products in separate warehouses, you can easily record the transfer
of products between locations. If you haven't already defined the destination location, you can do this
during the transfer process.

Select the product batch from which you want to transfer some products, and then either:
® Click the Transfer button on the toolbar, or
e Right-click the item in the batch list and choose Transfer... from the pop-up menu, or

e Hold the ALT key and double-click the batch item.

s
Product 5tatus and Production History
S Wizard | X Delete ] Photos | (fy Epert | & Print. v | ]  Recipe | 7Y Repear | @) Repors.. v | [y Ir
o ) ) 'm Shaw I—Babdll. 4 Exfoliating’ in bocations ‘Hom
ﬁm l:ﬂlﬁslﬂdi acation: [— - -
" o MyLocations b= le | il Transfer Re-Use | ) Rereove
ist 1
List Batchesby: (™ Redpe ¥ Product Descriplion N e
o Date made: | 2016-03-14 'I Tritial Horminal Cured
0 Jese P " |—MPI' - ﬂ Tatal Cost: £15.73 Bars Sire Sire
& Al dates Initil Weight: 120.5 oz [ s 50 o2 430z
" Year to date P Show orly iteims with stock left Approx. Volume: 114.9 flaz 5 [ G0e 260z
™ Last year Waste Factor: L5 % | | 0.0 oz
[ Show SubBatches
£ From:[z3 apr 2017 = Cure Time: 30 days | | 0.0 oz
™ Comsolidate producis ]
e m - Ready in: 0 days 30
Add to Sales Register directly Expectad Shvirkss: IT“’
| Batch| =SubBatches| location | # Product Desorpson | Recipe |catev#0 | Ressy |
] 4 1 Hame Cream Saap exarol Cream Soapex.., 2017-D4-27 =
] 5 2 SaapShop Hand Loton example Hand Loton ex...  2017-04-27 -
8 e -
1] 7 3 muitiple Serubby Clean Recard Sales (Dbl click)
E] 3 z Hune Serubhy Clean Transter to another location (ALT-Dbl click)
| - ! e mm#“ Mave to Supplies for re-use
le1 % 1 Fame Swret Sarinn
- - Remove or write-off products
Humber hann: 8 Delete selected Batchies)

Make another Batch like this one...

Open Batch Recipe
Sales History fior this Batch
Supply Lots used for this Batch

The Transfer Products dialog will open. If the batch has more than one sub-batch, select the desired
Tag and enter the quantity to be transferred.
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B Transfer Products to Ancther Location i
Select degred Product Tag, and enter Quantity to be transferred... Product Locaban:  HOME
Batch# Product Desaiption Sub-batch Tag Size Quantity Stodk Left
2 Scruibby Clean o 43z | 10 5

If you want to to be able to select
products without choosing & specific

(’ n batch, check the 'Censoldate
Products’ option before transfeming
products,

Stack will then be drawn from more
than one batch, starting with the

cickest. g
Help Canesl | | oK |

Click the OK button or press Enter an the keyboard. This will open the New Transfer Register if it's not
already open, and will add the items you have selected. If you are transferring several different products
at the same time, leave the New Transfer Register open, and repeat the process in MyProducts to add
more items.

2 Mew Transfer Record ==
cancel || Save & Fill Prices = Help Date: [28 Apr 2017+
To add an item, select a Batch from the listin MyProducts and dick the TRANSFER button {or hald the CTRL key and double-chick the Ban:h}

Transfer #: 3 Transfer Products from Location: HOME = To bhis location: |SospShop = || Customer: Ye Olde Sosp Shopps
Product Cod Suggested| _ So
Ttem | B.!I::h=| Product Description Sub-batch Tag | Sire | [op‘unnaljt QUanh'hrl Dng SE::EE:& | Note
x| 2 Serubby Cean large [sB-01-02 [ w] 7m 5
x| = 3 SweetSpring large |sB-03-03 [ 5[ 700 5
Packing [tems for shipment Shipping Cost
Categary Hame |Quannr\l | Cost Ta Group: |Defaut =
= F—— 1
1,| Bowss _vI |bn‘.n (shipiping 21} hd | 1 .00 " Tax
TS ~
2| =l = Postage: S R =] e v it
Total with tax: 525
Paddng Items total cost: 0.00
Mot (iaill app=ar on chipped to Ye Olde Scap Shoppe for consignment sales
Corsignmearnt Imeaiosh

When you have added all the ; from Location: HOME wp To this location: |S|:ua|:-5h|:||:u ﬂ
products to be transferred, select Select Destination. ..
the destination Location from the - Home -

list, or choose New Location to Sub-batch Tag | 5{50apShap
define a new one. -

If you are sending these products to
a consignment customer, you can add product codes and suggested prices by usingFill Prices on the
toolbar - this will fill in the codes and prices from your Price List.

In the Packing Items area, you can enter any packing materials from your Packaging stock in
MySupplies. This will adjust your inventory, and add the costs to your total business costs in the Tax and
Income Summary report.

In the Shipping Cost area, enter any postage or freight charges, and tax on shipping. These will also be
added to the totals in the Tax and Income Summary report.

Add any notes you desire - these will appear on the Consignment Invoice sent to your customer.

When you have completed the Transfer Register, click the Save button on the toolbar. Your product stock
will be adjusted to reflect the transfers and a new record will be added to the Product Transfers Report.
From there you can print an invoice to send to your consignment customer.

Related Topics:
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MyProducts - Your product inventory management center

MyLocations -
Price List - Set up your prices and product codes for all your products.

Product Transfers Report
Tax and Income Summary report -

- Lists and allows management of your product locations, including consignment customers

- Lists all transfers between locations
- shows annual income, costs and taxes

Product Returns

pro. If your customer returns some of your products, follow these steps to record the fact...

1. Open the Sales Registers/Invoices report and select the register which included the products being
returned.

In the list of contents, select all the items affected, and then click the Return Items button. Use shift-
click to select a block of items, or Ctrl-click to select multiple individual items.

=] Sales Registers / Invaices ==
X Delste &£ Edit | | Header | S Pint » | ]  Export | [F] Mark Paid | 5 Customers Help
Show Sales. . . i [ Only kst unpaid imeoices
To selected Customer, or ot Venues Select a Sales Regster to view ils cantents:
mrTpor— =] # humber|  Date | customerpenue | Branch | Total | Paid
— 1 20170201  Ye Olde Saap Sheppe - Main - 242.65 ves
# [ lEranches - = 3 20170314 Farmers Market - Man - 7N Yes
TS S a— o T Growp: 3 20170507  Ye Olde Sasp Sheppe East end 194.35 Mg
Al Categories « Al Groups
™ Al dates ¥ Year to date " Last year
© Fom: [20170507 | to:[wi70507  +]
Contents of Sales Register 3:
Sald from Product Stock Location: HOME Price Category: Retsi Tax Group: Default  (Taxi= 5% Tax2= m%;- Bt e
Description | Batch | Sze|  Tag | ProductCode | Quanti —_ 7
Createa Ilztum f.}rdeff:-r items &turned by Custumer
1. Smooth Shave 1 43or  lage  SB0201 s L
2. Serubby Clean 3302 lar £B-01-02 7.00 2100 EIZITH
mﬁ £B-03-01 -lmm
| 3] 260z medum [|SE0302 7] 400l @00l BOTH|
3 4302 lcer: SB-03-03 2 7.00 ]4 f.'ll:I Bﬂ'l'l-i w

1. The Returned Products register will open, listing all the selected products. Initially thequantity
returned for each will be set to the total quantity from the original sale, but you can edit the quantity
here if only some of the products are being returned.

2. If the returned products are in good condition, select the Return to HOME Location option. If not,
select Discard and write-off.

—&] Returned Products

m]

Orginal involce 3 3 Sold fram Locanon; HOME o Customer [venue: Ye Cide Soap Shoppe Branch; East end Tax Group: Default

Choose what te do with retumed products. ., @ Retum lo HOME Lacation  Dicesd arel write-off Return Date: [17 May 2017 _» | (Teuel, TaxZ]
Quantity )
liem | Babch# | Product Desciption Sun-baichTag|  Product Code soid | Returned | Price Total | Tax Note
L 3  SweatSpring smal SE-0301 4 4 .00 12,00 BOTH
2 3 SwestSpring megdum sB-03402 2 2 4,00 80D  BOTH
" Totals: ] 20,00
Mema (vl s Trvaiee): :
ma (will appear an Tnvaice) Orignal Discont @ 5%: 1.00 et changes by anrsl batals:
Sarry you were not satisfied. Discounted Tatdl: 19,00 Tricnime: -19.00
Tanes paid: Taxi 0.85 Coet of Goods Sold: ~L08
Taxd 150 Taw collacted: 285
Total induding tax pad: 21.85
Tax Cane=|
9 Myretumhendingfee: | [tone | —
ek Tax on hending fee: cave and Clazs
Refund Ameunt: 21.85

1. If desired, you can charge a return handling fee. You can also enter a memo that will appear on the
return invoice you send to the customer.

2. When ready, click the Save and Close button.

A new 'return register' will be created in the Sales Registers/Invoices report.
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If you chose the option to return products to stock, your products inventory in MyProducts will be adjusted

to show the returns.

NOTE: If products are being returned to stock in a consignment customer location rather than the HOME
location, you will have to transfer them from HOME to the customer location again as described in the topic

Transfer Products to | ocation...

Credit Statement

From the Sales Registers/Invoices report, you can print a credit statement to send to your customer,
confirming the return and showing the refund.

1]

Related Topics
Sales Registers/Invoices report

MyProducts
Printing a Customer Invoice

Viewing Sales by Region

M5 Print Preview pd
Zoom: [100% ~ gt | cencal | mﬂ“;‘.ﬁf;ﬂy
My Fabulous Soap Company
All Natural Handmade Soap
123 Fourth Street
Someplace, USA 123456
{123) 456-7890 waret My FabulousSaap.com

- - Return from: Ye Qlde Soap Shoppe: East end

= ¥ 234 5th Ave East

% Elsewhere, TX

LISA 23456

CREDIT. Ye Olde Soap Shoppe

G987 gth Street o
Someplace, TX
USA 12345
IMVOICE # 3 May 07, 2017
DESCRIPTION CODE CLASS [QUANTITY| EACH | AMOUNT
1.Swaet Spring 58-03-01 small 3.00 1200T
2.Sweet Spring 58-03-02 miedium 2 4.00 00T
Sory you ware not satisfied Total before Discount 20.00
Less Discount(5 0%) 100
Total before Tax 19.00
Tax1 0.85
TaxZ 180
Refund Amount: .85
=

pro. Use the Tax Groups feature to enable filtering the Sales Register/Invoices Report to show only sales
to a particular region (e.g. state or city).

You can define a unique Tax Group for each region inMyPreferences. Even if you don't need to collect tax
when selling to a region, you can define a Tax Group with zero tax.
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In your Customer List, you can specify a default Tax Group for each branch. Then when you record a sale
to that customer branch, the Tax Group will automatically be selected.

In the Sales Register/Invoices Report you can select a particular Tax Group to filter the list of sales

registers shown...

F

Sales Registers / Invoices
Print «

|  Header 5

Show Sales. .
To selected Customer, or at Venue:

Select a Sales Reqister to view its contents:

| — &ll Customers — j & Mumber

| Customer Menue

Branch: | — &ll Branches —- j

With Price Cateqory:
All Cateqories

(" All dates (s Yeartoda

" From: |2017-05-10

And Tax Group:

Reqion3 hd

3 2017-05-10 e Olde Soap Shoppe

P e e, o e 1

Reusing Products as Ingredients

pPro There may be times when you want to use products you have already made as part of new products.

Examples include:

e Pre-making soap base to use in future recipes

e Imbedding pieces of finished soap in new soap batches

e Using already made products to create packages such as gift sets
e Re-batching soap that did not turn out the way you wanted it

(Note: If desired, you can use this method to re-batch soap that didn't turn out, or any excess left over

after cutting bars or pouring portions.

(=] O e

d Production History
Print.. » | 2] Recipe | 7 Repeat | i) Reports... »

Batch 3. Redipe: Pink Lilac’ in Home location
s Sale | g Transfer “ Re- U!ﬁ\ Jﬂemwe

By Invoices Help

.E- Show Nobes ==
Edit | Cance N

Desaripbon: |.' eel Spnng “&

Date made: |2016-03-0 Tritisl  Mominal Cured Product Bar  Stock
Totsl Cest:  £17.83 Bars Gue e [0 Tag Cost  Left
Initial Weight: 120,00z 12 | 5.0 oz 430z arge 0,74 2

Approx. Wolume: 209.5 ouin l_ | 3.0 oz 2.00F eI 0,45 l_:"
Waste Factor: L8 % [ [ 2002 L7e| oma pa|[ =
Cure Time: l_ days l_ | 0.0 oz [eRus] l_
Ready in: 0 days e 10
Expected Shrinkages: l_;. T Excess: 0.0 az Valus: £4.31
| Fiecipe | Date v-4-D | Rﬂ-dv | Mur.l: | Gunl.- | LEFt [ »
Oatrreal Exfdlaing 2016-03-14
lm“m
Cream Soap example 2017-04-27

AT A T a ]

L | alon summale
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To use the Re-Use
Products feature: select
a batch in MyProducts,
and then click the Re-
Use button on the
toolbar, or right-click and
choose Move to
Supplies for re-use
from the pop-up
menu.This will open the
Re-use Products dialog
as shown below.

You can choose to
transfer some or all of
the selected product
batch into your supplies
inventory as either an
Additive, or as
Packaging items, that
can be used in future
recipes.

You can also reuse any
excess left over after
making the specified
bars/portions and sizes.



e Choose Additive if the products will be used as an ingredient whose weight will affect the total recipe
weight (e.g. if you want to use it as a soap-base). Note that the INCI name for this additive will be
blank, but when you include this new ingredient in a recipe, the recipe printout will showall the
ingredients and INCI names from the recipe that was used to make this reused product batch.

e Choose Packaging items if the products will be part of a set of products like a gift basket. In this case,
their weight will not matter to the final 'recipe'.

By Re-use Products x
Tranefer products to your Suppilss Inventory for uge In redoes, Save a supply et Addtve % Padkagng iteme
E r g 5 co3p bases, 2dsz, or saving items for gift sets
sz thig for re-batching, pre-makng sosp bases, soap imbads, or saving = i e R e Pk
You &N save products as ether Sadaging Categoryt  Padaging Name:
- an Additive ingradient {which vl add welaht to your redpes), or |=°. afs j |5h5\'n: bar j
-'Packaging items (il not affect recpe weights)
or define 2 new onst tew Padagng ltem, .,
Date Transferred |2018-03-15 % — —
selected Sroduct:
Ll Tota Talsl
Sakch £ Froduct Descriplion Tag Bar [Porlion size | Duanlily | Cost Ouantisy | Cost | StodkLeft
1 Smooth shave |srg= | 43z [ 5 071 Sitems 5,53 4

Trarsfier 5 items from my "Smoath Shave' stock to For gifts: 'Shaving bar' in My Supoles...

@ Cancel Save

Important: Avoid using the same supply name for reused products made with different recipes - this will
make the Reused Products report confusing. It is recommended to create a unique supply name for reused
products from each recipe.

If you have not already defined a suitable supply item, you can do it here by clicking the New
Additive/New Packaging Item button. You will also be able to define a new Category if desired. Note
that if you are defining a new Additive ingredient, the specific gravity will be calculated for you based on
the product weight and volume (after shrinkage).

If the batch was split into multiple sizes, you must select the desired Tag. Then enter the quantity to be
transferred. You will see how much will be left in your product stock after the transfer. The cost of the
new supply item will be your product cost which was recorded when you made the batch.

The Date Transferred defaults to the current date, but you can select a different date if desired.
When ready, click the Save button...

The product stock is reduced by the quantity entered, and a 'purchase record' is created for the
transferred products as shown in this example:
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HH My Supplies (o @ | &2

A Q & X 3 & @ -] Y &

‘Wizard Mews Rename Delete Print.. Shipment Purchases Usage FRecipes.. Hedp
Total Stodk Vahee: 527243 (Based on lstest purchases, Ses OPTIONS) [~ Show anly Tracked ibems

Base Cis | LyeMiater | Additves [GEEE LN Blznds | Options | I™" Show only items which reed replerishing

e e gl View as Sortable List | Scap bars. (shaving)
S Recipe quantity i weualy:
" T = | B | Ceraeton & o
#-(3 Labels Colapee | E [T Don't adjust on resize
(B} Purchase Mistary far ‘Scap bars (shaving)” E‘ = @
&3 Print List.. @ Hele

(Select an ibem in MySupplies to see its purchase [or production) history here.)

Purchases of packeging ibem: Soap bars (shaving)
Date (M0} | Orders | Supplier | Lot # | Best Before | Quaniity | Cost | Pertnit | Left |
= 20151115 MjA My product: Smooth Shave 4 10.0 4.27 0.43 0.0

There is no order number, and the Supplier shows 'My products: <product name>'. The Lot number is
your product Batch number.

Products transferred to Supplies this way can now be used in recipes to create new products.

To see a history of products you have reused, see the Reused Products Report under the main Reports
menu.

Further Topics:
Imbeds: Including pieces of already made soap into new soap recipes

Soap bases and re-batching: Using pre-made soap as base for new recipe
Gift sets: Creating packages of your products and other purchased items

Imbeds

If you like to cut up already-made bars of soap and imbed the pieces in new bars, follow these steps:

1. Transfer bars of your already made soap from your products into your supplies stock (see the topic
Re-using Products as Ingredients). Save them as Additive ingredients because they will add weight to
your new product. If you transfer several bars at once, their total weight will become the stock
quantity (i.e. they will lose their identity as individual bars).

2. Create a new solid soap recipe, and include the new imbed additive ingredient with the estimated
weight of the pieces you plan to imbed.

When you record a batch with this recipe, your supply stock of the imbed additive will be reduced by the
weight specified, and the cost of the product will include your original cost of making the imbedded
product.

Soap bases and re-batching

Melt and Pour Base

To pre-make your own soap base for melt and pour soaps, follow these steps:

1. Create a solid-soap recipe for the soap base. Specify a single large bar, since you won't be cutting into
small bars.

2. Make and record a batch of the soap base recipe.
3. Transfer the entire block of soap base from your products into your supplies stock (see the topicRe-
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using Products as Ingredients). Save the block as an Additive ingredient. The block weight will
become the stock quantity.

4. Create a new non-soap recipe for your melt and pour soap (because lye calculation is not needed).
Include the desired quantity of the soap base as an additive ingredient.

Liquid Soap Base

To pre-make your own soap base for Liquid soaps, follow these steps:

1. Create a liquid-soap recipe for the soap base. Specify a single large portion, since you won't be dividing
it up.

2. Make and record a batch of the soap base recipe.

3. Transfer the entire quantity of soap base from your products into your supplies stock (see the topicRe-
using Products as Ingredients). Save this as an Additive ingredient.

4. Create a new recipe for your final liquid soap product. Include the desired quantity of the soap base as
an additive ingredient.

When you record a batch with the final recipe, your supply stock of the soap base additive will be reduced
by the weight specified, and the cost of the product will include your original cost of making the base.

Note: If desired, you can use the above methods to re-batch soap that didn't turn out. But if you just need
to rebatch a few scraps from earlier batches rather than entire blocks, see the topic Re-batching leftovers.

Gift sets

You can create gift sets as products, using other products you have already made (i.e. soap bars, lotion
jars, bath bombs, etc), as well as purchased items (soap dish, facecloth, basket, etc.). To do this, you will
need a 'recipe’ for the gift set with all the 'ingredients' defined in your Supplies list.

1. Transfer some of your already made products into your supplies stock (see the topicRe-using Products
as Ingredients). Save them as Packaging items since the weight of your gift set does not matter.

2. Add any purchased items to your supplies as Packaging items, and record the purchase to establish
stock quantities and costs.

3. Create a new non-soap recipe for the gift set, and include all the 'packaging' items - your own
products and purchased items, as well as packaging such as basket, wrapping, ribbon, etc. You can
also include Additive items from your stock such as essential oils (along with their bottles as Packaging
items). Set the 'number of portions' (on the Options page) to match the number of gift sets you intend
to make at one time.

4. When you make actual gift sets, record this by using the Make Batch command with the gift set
recipe.

When you record a batch with this gift set recipe, your supply stock of all the included items will be
reduced by the quantity specified, and the cost of each gift set will include your original cost of making the
included products as well as the purchased items and packaging.

After using the Make Batch command, the gift sets will appear as a batch record inMyProducts.

You can record sales of your gift set products like any other products - see the topicRecording Product
Sales...

If you give away gift sets for advertising purposes, instead of recording sales, use the Remove Stock
feature to remove the gift set from your products stock and record it as an advertising expense.

Related Topic:
Advertising Samples - How to record product gifts used for advertising

Removing Stock

pro. If you need to remove some stock from your ingredients or products, SoapMaker provides a method
to do this and account for the lost stock.

You can select one of the following purposes for the removal:
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e Advertising - e.g. free samples

e Donation - e.g. products you give to a charity

e Personal use - supplies or products you take from stock for your own use, or gifts to friends or family

e Write-off - supplies which have passed their expiry date, or products from failed batches

e Other - any other reason - you can enter a comment to explain

The total value of items under each purpose is shown on the Tax and Income Summary report.

For instructions, see the following topics:

Removing Supply Stock
Removing Product Stock

For a history of stock removals, see the Stock Removed report. From there, you can restore stock if you

removed it in error.

Removing Supply Stock

pro. If you need to remove stock from your inventory of ingredients or packaging items, you need to select
a specific purchased lot. In MySupplies, select the ingredient or packaging item and then click the History
button on the toolbar, or right-click the item and choose Purchase History for item from the pop-up

menu...

8 oot =l
Fo a & X 3 - @ e & &)

Wizard Mew Fename  Delete Print.. Shipment Purchases Usage Recipes... Help
Total Stock Vahes: 434,28 (Based on latest purchases. S48 OFTIONS] [~ g anly Tracked items
Lye/Water | Additives | Packaging | Blends | Options | M e e
/' Hame | Inswd| Value | Costjor | Cive
| [Jcast 0.0 floz 0.00 0.534
| Jcomma Butter 0.0 0.00 0, 164 a
Bcocornt 4.51 gal 74.83 0,064 - =
[Ev= Frimross 2.0 floz 16.78 0624
BHeme 26.0 fl oz 12.53 0,463 -
| OLard 0 0,00 0,000
[ove 1 eeaga b ol 5 97 | Reestind me2 1o re-order when
!ﬁﬂ.'we-l.a'.nerder irf Mew Q... ). 192 0.5 |gal "l —
(raim 0il Properties... | ocr Motes:
[Brice Bran List Reci |47
{hsovbean ECiIPES.. } 136
Wstearic Add Renarne Oil | 164
Delete Qil
Recard Mew Purchaze
Make Blend or Infusion
Meee Oils.... .
Purchage History for item
Usage History for ltem

Order History for all supplies

Merge Cils..

This will open the Purchase History report for that item. Select the particular lot from which you want

to remove stock, and then either:
e double-click the item, or
e click the Remove button on the toolbar, or

e right-click the item and choose Remove or write-off Stock from the pop-up menu
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i) Purchase History for 'Olive’ |-
23 Print List... | £ Edit.. | 2  Delete | By Remove. =) View Order | gl Supplier | 8 Usage Help
[Sedect an ibem in MySupplies to see its punchase [or producton] history here.) [~ Show only items with stodk remaining
Purchases of base cil: Oiive
Date (Y4-0) | Orders | Supplier | Lot # | BestBefore | Quantity | cast|  Pernit | Left | Spedal |
2013-10-01 14 Oiis Galore! 13-9734 M19-10401 4.0 g 208.00 52.00 4,0 gal
20180805 | 13 | Oils Galore! | qagrial omagane 1 s0gal |  1s8o0| 3mo0| edgal| |
= 20180705 12 EZ Soapmaking Supp Edit Cuantity... .04 192.00 3200 358l
2013-05-08 11 Oils Galare! Rernaove or write-off k.. 6.0 ga 158.00 23.00 0.0 gal
View Order content
Delete purchase record(s)
Supplier Information
I Usage history .
= Hext batch vill use this €D Hen-nventary kot this. inckcates e fiem has sxpired!”

The Remove Supplies from Stock dialog will open. You can choose to remove all the remaining stock,
or enter the quantity you wish to remove.

Choose the purpose from the drop-down list:
e Advertising - used for free samples to attract sales
e Donation - given to a charitable organization
e Personal use - for your own use, or gift to friends or family
e \Write-off - discarded due to old stock
e (ther - any other purpose you want to track
The cost of supplies removed with purpose Write-off will be included in a line item in the main Costs

area of the Tax and Income Summary report. Other purposes will be included in the Removed Stock
Costs area of the report.

If desired, you can enter a comment to explain this action. The Date Removed will default to the current
date, but you can select a different date if desired. The Stock Left amount shows what will remain after
you save your change.

Ty Remove Supplies from Stock oy
Entar guantity to be removed, and select the purpose: @
Comarut |
=p
Date Remaved: " Remove all Stock Left
2013-03-15 = * Femove guandty i b 45.50 |b

#‘ Select removal purpose: |Personzl Use -
Bt Comment: =
" anc
l ;'--1'1_ Far u:!..l\.nr_.‘
i "

Click OK to complete the action. Your stock will be adjusted to reflect the removal, and a new record will

be added to the Stock Removed report.

Related Topics
Correcting Supply Stock - Making corrections to match your actual inventory

Supplies Audit - Periodic check and correction of supply stocks

Removing Product Stock

pro. If you need to remove stock from your products inventory, select a specific batch in MyProducts...
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[=] & [
d Production History
Print.. * | [5f] Recipe| Y Repeat | @ Reports.. » Wy Invoices Help
Batch 3. Redpe: 'Pink Lilac' in Home location
$ Sale | gl Tramsfer -'-:'\J Re-Use 'E Remove Show Males =
Description | eat Sprng & Cancel
Iniiadl  Mominal Cured Product Bar Stock
Tatal Cagk:  £15.87 Bars Size Size 1D Tag Cost  Left
Iritial Weight: 119.8 oz w| soo 430z | repuar 0.66 1
Appro, Volume: 209, Laain 9 | 7.5 pz 6.4 0z ar ge 0.99 a
Waste Factar: 2% |
Cure Time: 30 days |
Ready in: 29 days 19 13
Expeacted Shrinkage: 15 9g Excess: 2303 Wahue: §15.57
Recpe | Diate v-44-0 Ready Made [ Left
Pirik: Lilac 2018-03-08 29 days 19 - 15
Bay Rum Shaving 20180308 X days 4 1 23
just waber 2018-03-08 = 1 - 1

With a batch selected, click the Remove button, or right-click the batch and choose Remove or write-
off Products from the pop-up menu. This will open the Remove Products from Stock dialog...

I Remove Products from Stock
Select desred Product Tag, and enter Quantity to be remaved... Product Location: HOME
Date removed: | 2018-03-08 =
Batch= Product Desaiption Sub-batch Tag Size Quarbity Stock Left
3 Sweet Spring lar 430z 5 Bars 5
Froducts will be removed from - v;xttss .

Remaoval purpose: |Advertsing -

stock, and no longer available for
sale,

& record will be saved in the
RemovedStod: report.

WI ﬁé;r

B

If the batch has multiple sub-batches, select the desiredTag. Enter the quantity to be removed.

Or if the batch has excess material not included in any products and you want to remove this, select -
excess-. You can use this to account for the cost of scraps left after cutting soap bars or pouring liquid
products into bottles. (Note: you can also reuse the excess for rebatching if preferred - see the topic

Reusing Products as Ingredients for more information.)
Choose the purpose from the drop-down list:

e Advertising - used for free samples to attract sales
Donation - given to a charitable organization
e Personal use - for your own use, or gift to friends or family
e \Write-off - discarded due to failed batch or old stock
e Other - any other purpose you want to track

The cost of products removed with purpose Write-off will be included in a line item in the main Costs
area of the Tax and Income Summary report. Other purposes will be included in the Removed Stock
Costs area of the report.

If desired, you can enter acomment to explain this action.
The Date Removed will default to the current date, but you can select a different date if desired.

Click OK to complete the action. Your stock will be adjusted to reflect the removal, and a new record will
be added to the Stock Removed report.
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Correcting Stock Quantities

Pro. From time to time, you may need to adjust your SoapMaker stock quantities of supplies or products to
reflect what is actually in stock. You can do this by simply editing the quantity of a particular supply lot or
product batch. But if you need to dispose of stock, or use it for something not related to your business,
SoapMake provides a way to do this and account for the stock removal.

To remove stock and account for the change, see the topicRemoving Stock...

If the quantity in stock displayed for one of your supplies or products is incorrect, and you don't need to
account for lost stock, you can easily correct it as described in these topics:

Correcting a supply stock guantity...
Correcting a product stock quantity...

For an annual audit of your stock, see the step-by-step instructions in this topic: Periodic Stock Audits...

Correcting Supply stock

Pro If MySupplies shows an incorrect quantity in stock for a supply item, you can correct it using one of the
following methods:

Edit the Purchase Order

If you made an error when entering the item in a supply purchase order, you can edit the order as
described in the topic Supply Orders report.

Or...

Edit the Purchase History record
To simply correct the quantity remaining of a single item:

1. In MySupplies, select the item whose In Stock quantity is incorrect, and click Purchases on the
toolbar. This will open the Purchase History report. All purchase records of the selected item are listed
here, with the most recent at the top. The blue arrow indicates the oldest purchase with stock still

remaining
& Purchase History for 'Dlive’ = B ||
lg Print List... | & Edit... x Delete 3Q| Remove... ?__'| View Order | gl Supplier | (&4 Usage Help
[Sabact an tem in MySupples to see its purdhase [or producton] history here.) [~ Show only items with stodk remaining
Purchases of base cil: Oive
Date (rM0) | oOrders | Supplier | Lot # | BestBefore | Quantity | cost|  Pesunit | Left | Specal |
2013-10-01 14 Ois Galore! 189734  2019-10401 4.0 g4 208.00 52.00 4,0 gal
20180806 | 13 | 198734 | 090806 | G0gal| 5800  3300]  60gall |
=) 21 13-07-05 12 EZ ScapmaknbiLopies 18-5678 201907405 6054 132,00 3200 3,5gal
2013-05-08 11 Gk Galare! 18-1734 2016-10-31% 6.0 g4 168,00 .00 0.0 gal
Teans .
= MNext hatch vill use this P Mon-nventary lat [fm;h?;:cgg; &Bﬁiiﬂmimmﬁ

2. Select the record that is incorrect, click Edit on the toolbar.
The first time you do this, you will see a message suggesting using the Remove button instead so a
record will be created. If you don't want to do this, go ahead and enter the correct quantity.

Related Topics
Supplies Audit - Periodic check and correction of inventory
Removing Supply Stock - Remove stock and create a record for accounting
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Correcting Product stock

pro If MyProducts shows an incorrect quantity in stock for a particular batch, you can correct it.

If there is more stock listed than actually exists, you can simply edit the Stock Left quantity. But if you

need to account for the difference, you can use the Remove button (see the topic Removing Product
Stock...).

To simply edit the stock quantity, proceed as follows:

1. In MyProducts, select the batch whose Stock Left quantity is incorrect, and click the Edit button in the
Batch Details area (it changes to Save).

2. Correct the Stock Left quantity for any product sizes as needed and click the Save button.

— Note: If you reduce a batch's
__ = = E8 | total Stock Left quantity to
d Production Histosy zero, and have checked
Print. » | [] FRecipe | Ty Repeat | @8 Repents... » | Iy Invoices Help Show only batches with
Batch 3. Recipe: 'Pink Lilac' in Home location remaining stock, the batch
S Sale | g@Tansfer | By Re-Use | P Remove 2 Show Notes > | will no longer be displayed
Desatption: [Fweet 5o Edit. | Cancel % in the list.
Dete made: 20150301 -] Iritisl  Mominal Cured F‘rBucl: Bar  Stock If several batches need to
e ,—E“ |—SEE " |7m = = ST pe corrected, see the topic
Initial Weight: 120.0 az 10 oz 4.3 0z arge 0.74 - Prod A Ci P
Approw. Volume: 2095 cuin 260z s 0,45 3 w
Waste Factor: 1.8 % L7oz 1 0,30 5
Cure Time: 30 days 0.0 oz 0,00
Ready in: 0 days L] 10
Expected Shrinkags: 15 %% Excess: 0.0 az Valus: 54,31
| Recipe Date 40 R:adv | Mudt Gunl_- | Ll.‘f't | »
Datreal Exfoliating 2016-03-14
lmmmm
Cream Soap example 2017-04-27
ramd | Atan avarnlis Wi TN T - ) - -]
Periodic Stock Audits

pro Periodically (e.g. annually) you will want to audit your Supplies and Products stocklists to make sure
the quantities shown by SoapMaker are correct. This involves making a list of your actual stock, or printing
out the SoapMaker lists and marking them up to match what is actually in your stockroom.

With the correct data in hand, you can then edit the quantities in SoapMaker to ensure they match.
Step by step instructions are shown in the following topics:

Supplies Audit
Products Audit

Supplies Audit

pro Auditing your Supplies Stocklist
To ensure the stocklists in MySupplies are correct, do the following steps:
1. Open MySupplies, click Print.. on the toolbar and print your entire stocklist.

2. Take the printed list to your stockroom, and mark up the printout with the actual quantity remaining of
each stock item.

3. In MySupplies, select an item whose In Stock quantity is incorrect, and click Purchases on the
toolbar. This will open the Purchase History report. All purchase records of the selected item are listed

here, with the most recent at the top. The blue arrow indicates the oldest purchase with stock still
remaining.
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&) Purchase History for 'Olive’ e B |
& Print List... | £ Edit. | 2§  Delete| 3y Remove.. =] ViewOrder gl Supplier | fy  Usage Help
(Sebect an them in MySupples to see its purchase [or production] history here,) [~ Show cnly items with stock remaining
Purchases of base cil: Olive
Cate (r-M-0) | Order# | supplier | Lot # | BestBefore | Quantity | cost|  Perunit | Left | Special |
2018-10-01 14 Ofis Galore! 159734 2019-10-01 4,0 gal 208.00 52.00 4,0gal
Dis0806 | 13 a4 | 2000806 | 60ou | 156001 300 600 |
- 20180705 12 EZ ScapmakngfLuopiss 18-5678 0190705 6.0 gal 192.00 3200 3.5gal
20130508 11 Oils Galare! 18-123¢ 201B-1D-31% 6.0 gal 158.00 Z3.00 0.0 gal

Icons
! . If * shows next to BEST EEFORE date,
= Next batch il use this €D Non-nventory ot this. Inchcates the [kem hias expired!

4. Select the record that is incorrect, click Edit on the toolbar (or double-click the record), and enter the
correct quantity.

You can leave the Purchase History window open and click another item in MySupplies to see its history.
Repeat these steps for each supply item whose quantity is incorrect.

Also see Products Audit

Products Audit

pro Auditing your Products Stocklist
To ensure the stocklist in MyProducts is correct, do the following steps:

1. Open MyProducts. Select All Dates. If you show batches by Recipe, then select All Recipes in All
Groups. Otherwise, select All Products. Check Show only batches with stock left. Click either the
Product Description column header, or the Recipe column header to sort the list.

o My Preducts
Product Status an
}- Wizard :-: Photos |& Export é‘; 4
S — Sho
Show Product Stodk im Location: [ Home - EI M:.rl.m":ms
Ust Batches by: ™ Redpe ¥ Product Desciption
Product Descriotion: |-~ All Products - |
+ Aldates  Lastyear
S~
! {40 dan 2018 R
™ Consoicate products
Find Bakch Number= ™ add to Sales Reqister drectly
&)

Click Print.. on the toolbar and print the displayed Batch List.

Take the printed list to your stockroom, and mark up the printout with the actual quantity remaining of
each product stock item. (This will be easier if you have labeled your products with their Batch Number.)

4. In MyProducts, select a batch whose Stock Left quantity is incorrect, and click the Edit button in the
Batch Details area.
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= | O
d Production History
Print.. » | [] Recipe | 0% Repeat | @8 Reports.. » | I Invoices Helg
Batch 3. Recipe: 'Pink Lilac’ in Home location

s Sale | 4@ Transfer ‘EI Re-Use “ﬂﬂemwe .ﬁl_* Show Holes ==
Desoription: [sweet Sprng Car ™
Date made: | 2016-03-01 Irtill  Nominal Cured Product Bar  Stock
Total Cost: £17.83 Bars Sire Sire ID Tag Cost Left
Initial Weight: 120,00z 430z arige 0.74 2
Approx. Yolume: 208.5 cuin 2.8 02 IrEsdT 0,45 <]
Waste Factor: LB % 1.7oz sl 0,30 5
Cure Time: | 3 days 0.0 oz D.oa
Ready in: 0 days 4 1]
Expected Shrinkags: | 15 = Excess: 0.0 az Valus: 54.31

| Recipe | Date v-4-0 | R::u-dv | M-udtl Guﬂtl LtFtl
Datreal Exfoliating 2016-03-14
|| Pink Liac 2015-03-01 mmm
Cream Spap example 20170427
Hamd | mbinm avarelis W T N7 - C} - 1]

5. Correct the Stock Left quantity and click the Save button.
Repeat these steps for each product item whose quantity is incorrect.

Note: If you reduce a batch's Stock Left quantity to zero, and have checked Show only batches with
remaining stock, the batch will no longer be displayed in the list.

Also see Supplies Audit
Deleting Old Batch Records

If MyProducts is slow to load because you have many old batch records listed, you can delete some if they
have no stock remaining, but keep in mind that the following reports will no longer show entries for the
deleted batches:

e Supply Usage report
e Sales History report
e Supply Lots Used in Batch report

Also, if a deleted batch was the only one with a particular Product Description, that product will no
longer show on your Price List.

If you no longer need to show these reports for previous years, you can safely delete the old batch
records. You may want to print the reports before deleting batches.

Your Sales Registers/Invoices report will not be affected by deleting batches, except you will not be able
to edit old invoices that include products which no longer exist in your database.

NOTE: You can also speed up the loading of MyProducts by setting the date range to Year to Date
instead of All Dates. SoapMaker will remember this setting next time you open MyProducts.

Year-end Inventory

pro Capturing stock inventory at year-end

The first time you run SoapMaker after the beginning of a new year, you will see a reminder to capture
your stock inventory (unless you have disabled this reminder).
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Time to capture year-end Imventory Values,

[t may be time to caoture your vear-end stod: vaues in
oregaration for @x fng, @

To record the cirrent invenbory vabies, open e Tax and —
Income Summary report funder the main Reports menu) and

make a note of the amaunts. These values represent a

snapshot of the ourrent stock, and wil changs with new

ourchases or saes,

This will be vour onby remender this vear.
[Mobe: You can drangs your business year-end dale, or

Sizable thiz annuzl reminder in MyPreferences Sroduction and
Tawes page.)

o

To get an accurate evaluation of your stock, you should open the Tax and Income Summary report and
make a note of the inventory values before you record any purchases or sales for the new year...

Current Inventory (These values should be captured at the end of each tax year):

Total Value ot Supplies (based on latest prices): 4597.30 {Se= MySupplies OPTIONS)
Total Value of Products in stock: 313.47
Total Inventory Value: 4910.73

Changing your Fiscal Year
If your fiscal year does not coincide with the calendar year, you can change it in MyPreferences on the
Production and Taxes tab, and/or turn off the annual reminder:

Year-end Snapshot

[v Remind me at year end to capture inventory values,

Business year ends: |De|: j| 31 j

What if | forgot to capture at year-end?
If you neglected to capture your stock values before making changes in the new year, you can recover as
follows:

1. Save your current database content:
File menu/Backup Data and Restart... (save it somewhere so you can find it again easily)

2. Restore a backup copy saved at the end of last year:
File menu/Restore Data...

3. Open the Tax and Income Summary report (under the main Reports menu) and write down the
inventory values.

4. Restore the database you saved in step 1.

Tools

This section describes the following tools:

MyPreferences - Customize SoapMaker's behaviour the way you want it



MyMolds - Create and save descriptions of your molds for use in resizing recipes
Conversion Calculator - Convert between different weight or volume measurement units
Liguid Soap Calculator - Aids in creating liquid soap recipes

Cream Soap Calculator - Aids in creating cream soap recipes

Compare Qil Qualities - Provides an easy way to compare different base oils and their effects on soap
recipes

Shopping List - Shows what you need to buy in order to make planned recipes

MyPreferences

Customizing SoapMaker

You can change the way SoapMaker behaves by setting your preferred options in theMyPreferences dialog
window.

To open the MyPreferences window, click the Prefs button on the main toolbar, or choose Preferences
under the Tools menu.

Several tabs are provided for different settings, including a tab for each recipe type. After making any
changes you want on any tab, click the Save Changes button to record your changes and close the
MyPreferences window. If you do not want to change anything, click Cancel.

General Tab Also see: Recipe Preferences and Production & Taxes Preferences

The General tab shows a list of options, including reminder and warning messages. Whenever
SoapMaker displays one of these messages, you have the option to not have it shown again. In
MyPreferences, you can turn a suppressed message on again by checking the box next to it.
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oA, My Preferences and Settings x

Wmumsﬁan|mm@m5um| Combined lye Soap | Nan-soap | Blends | Producton & Taxes |

Gereral
v Show daily Bp on startup
[V Remind me to backup my database
[# Shaw Printer Dislog befare printing
[ Remember if management centers were open lask time

Redpes
[w 'Warn me if toe many redpes ta fit an Graph
[w 'Warn me when I enter the masdmum number of ngredients in a redpe
[¥ Wam me about negative Lye discount
v WWam me about entering ingredients using volume meagures
[V Warm me if screen may not be wide enawgh for ful soreen view
[ Femind me if | save a recpe with incorrect portion setings
W WWarn me when [ delsts & radpe with saved batches
W 'Warn me when T save changes to a redpe with saved batches

Supples
v Remind me what happens whenever 1 record a new supply purchase

[¥ Remind me to provide Quality numbers when saving new O properties
[# ‘Warn me about needing correct Spedfic Gravity for purchase by volume
[W ‘Warn me when non-favorite Ois hawe hidden stock quantites

Products
[w Remind me what happens whenever [ record product sales
[w Bk if I want to copy mew photos to other babches
[ Warn me about dhanging Batch details when products in other lacations
[ Remind me hew e Irveice Fil Price’ feature waorks
[ Remind me why Product costs can differ from Redpe costs
[ Remind me what happens when I Impart Sales records
[w Remind me to reuse or write-off scraps when T make a batch

ﬂ gGane Changes Cancel

Keyboard Shortcuts
Ctrl-S: Save changes and close window
ESC: Cancel and close the window without saving.
Ctrl-T: Move to the next tab

Recipe Preferences

Recipe Tabs Also see: General Preferences and_Production & Taxes Preferences

There is a tab for each type of recipe. Shown here is the Solid Soap Recipe tab. The tabs for other
recipe types and Blends are similar.

The settings you make here provide the default options when you create a new recipe, as well as some
parameters which affect existing recipes. You can override them in a particular recipe, or change the
default preferences from within the recipe form.
Note that there are two areas on the page:
o New Recipes - These settings will be the defaults when you open a new recipe of this type, but will
not affect any existing recipes.
e All Recipes - These settings affect both new and existing recipes of this type.
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X

General EEEREEERE Potassium Soap | Combined lye Soap | Mon-soap | Blends | Production & Taxes |

Hew Sodium Scap Redpes (NaCH he)
Drefault Units:

Input units for ingredients: |or =
Water Volume units: |aps x|
Recpe Volume units: ouin |

Cakoulated Weight units: |or -

‘Weigh scale precision:
[mave shider o set)

0.01 oz
{ .

Lye (Ma0H) Discount= 5 %

Waste and Shrinkage

Waste allowance: 2%

Sub-batch Porbions

If you makoe different szed redpes, you can set a
single defaut number of portions OR a default
portion size - e other will be caloulated for you.

Bar Size Units: |oz -

Mumber of gy ge Tag

Bars

5ar regular

-

Specity Wates Amaunt by
¥ Discount fram suggested

"-".'ﬂttr
Expected water loss during processing: 0 g ™ Lye Selution Strength Discount:
Expected shrinkage during oure: 15 9% ™ Water/Lye Ratia 0%
Pre-mmed e (MalH)
[T Usze pre-mixed lye
Al Sodum Soap Reopes
Mandmum number of Cays needed to qure; |30
Ois: | 14 - ) - {for cost
Additives: [ 20 L L

Packaging items: | 18

fEs
Suggested Fragranoce amount:| 0.5 |ozperb "] Eig ng;ghi

Y

| Canoel |

Following is a description of each option (Some are not available for all recipe types):

Defaults for All NEW Recipes of this type:

Input Units

Water Volume Units

Recipe Volume Units

Calculated Weight Units

Scale Precision

Bar/Portion Size Units

Number of Bars/Portions
and Size

Your preferred units for entering ingredient amounts into
recipes (e.g. oz or gr).

The calculated water needed in a soap recipe will be shown
in these units (e.g. cups) as well as weight units.

The recipe's approximate total volume is calculated in these
units and displayed in the summary area of the recipe form.

Set these units to match those used by your weight scale.
The weight of every recipe ingredient is shown in these units.

Set this to match the number of decimal places displayed by
your scale. Calculated weights will be rounded to this
precision. Also, if you resize a recipe, all ingredient quantities
will be rounded accordingly. (Note: This setting affects only
the way numbers are displayed. Internally SoapMaker
maintains numbers with much greater precision)

Set this to match the way you measure your product bars or
portions (e.g. oz or gr for solid soap, fl 0z or ml for liquid)

You can define quantity and size for up to 4 sub-batches. If
you want new recipes to start with default values for these,
enter them here. (You can change them on the recipe form
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Tag

Waste Allowance

Expected Water Loss

Expected Shrinkage

Adjust water by...

KOH Purity

Lye Discount

before saving a recipe, or later when you record a batch.)

If you prefer, you can set just a single Bar/Portion size, or
just the Number of Bars/Portions — when you create a
new recipe, the other value will be automatically calculated.

For each recipe type, you must specify at least one size or
one quantity before you can save changes to your
preferences.

Each sub-batch in a recipe must have a unique Tag which
identifies that product variation. This should be something
related to the size or shape, and meaningful to your
customers. You can define default Tags here, and change
them on the recipe form if desired. For each recipe type, you
must define at least one Tag to match a size and/or quantity
before you can save changes to your preferences.

This value is intended to allow for product loss during
processing, such as residue that remains in the pot after
pouring into molds. It affects calculations whenever you

make batches, and when you resize a recipe to fit a mold.
For example, if the Waste Allowance is 2%, the batch weight
will be 2% less than the recipe weight, and the new size of a
resized recipe will be 2% more than the mold volume.

The default value set here can be overridden on a recipe
form, when you Make a Batch, or resize a recipe.

For hot process recipes, you can specify the percentage of
water you expect to lose from evaporation while making the
recipe. The total recipe weight and volume will be reduced
accordingly.

Note: This loss amount should not include expected
shrinkage during curing of solid soap. That is accounted for
in the Shrinkage factor..

As solid soap cures, it loses weight with evaporation of
water. This parameter specifies the expected amount of
shrinkage, and is used to calculate the Cured Size of your
soap bars from their nominal sizes.

You can choose one of:

- Discount from suggested and enter your usual discount
percentage,

- Lye Solution and enter your preferred Lye solution
strength, or

- Water/Lye ratio and enter your preferred ratio.

Since Potassium Hydroxide (KOH) is generally not 100%
pure, you can enter a percentage here which will be the
default value for all new Liquid Soap and Cream Soap
recipes you create. A typical value is 90%, but if this is not
indicated on your KOH container, you should check with your
supplier.

Enter the discount percentage you usually specify to superfat
your soap recipes.

For solid soap recipes, a lye discount of at least 4% is
recommended.

For liquid or cream soaps, you may enter a discount of 0%,



Use Pre-mixed Lye

Lye ratio

or even a negative discount (e.g. -10%) which will leave
excess lye in the soap base. In this case it is essential that
your recipe include a neutralizing agent in the Additives
list, and that you test the PH of your soap to ensure the
finished product does not still contain lye.

You can specify this option for Solid and Liquid soap recipes.
Additional fields will appear where you enter the lye to water
ratio of your pre-mixed solution...

[v s pre-mixed lye (MaOH)
Lye:Water ratio (by weight)

1 partslyeto| 2 parts water

The pre-mixed lye solution option is not available for Cream
soap recipes.

For Cream soap recipes, you use both Sodium Hydroxide
(NaOH) and Potassium Hydroxide (KOH) lye. You specify your
usual ratio here:

Ratio of Sodium Hydroxide (MaOH) to
Potassium Hydroxide (KOH) (by weight):

1 parts MaOH to 5 parts KOH

Defaults for ALL Recipes of this type:

Maximum number of...

Days needed to cure

Sample size

Fragrance Amount

Production and Taxes

You can increase the maximum number of oils, additives or
packaging items in recipes. Setting these numbers higher
than necessary will result in more memory use, and slower
response when opening a recipe.

For solid soap, enter the typical time needed before the soap
is ready to use. This will determine when products show
'Ready' in MyProducts.

This size (either a weight or volume) is used for the cost
per sample calculation in MyRecipes. It enables you to
compare the costs of different sized recipes using this
standard sample size.

Set this to the desired rate per quantity of base oils. The
Fragrance Calculator on each recipe's Additives tab will
then suggest the appropriate amount.

Production & Taxes Tab  Also see: General Preferences and Recipe Preferences

This tab contains several areas related to your production. Each one is described below...
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Preferences and Settings x
g

General | Sodium Soap | Potassium Sozp | Combined lye Soap | Non-soap | Blends  EENEL

Sales Tax (Used n Supply Shipment and Sales Record forms)

) Mew
Select Tax Group: m oroup. .

Use Mame  HAate Tax on purchases is:
Tax |  [fax1 [0 % (% Credit " Coat @
Tax 2:| v |Taxz 5 % O Credit ¥ Cost Help with
Tax 3| T fraxs 0 % i Taxes
Year-end Snapshot Labaor

- Default valuss for rew recpes:
v Remind me st yesr end to capture nventory valuess.

HIUTS [
Eusiness year ends: |Dac w31 | Howwkate: [ 0
r
Supply Stock Value Product Price Categones

7 Current market value
{Da5Ea ON ST recent purchase prices)

Far use in
wour Price Lst

Retail
Whelesae

¥ Bazed on ectusl price of sach lot purchased]
Expiry Waming

IE Show this iconin MySupobes at | 0 days
before expiry date reached.

Furchase Owerhead Costs

Supoly Crder overhead costs can be distrubuted proportionally to each item's Adiusted Cost;
othervase, these overheads wall be shown in the Tax and Income Summary report:

- Shipping cast

= Non-mredt sales tax @

= Customs charges

- ather overhead costs

I Adjust item costs to ndude overhead share

@ Save Changes Canoel

Sales Tax

If you pay or collect sales taxes or value-added taxes, use this page to specify the tax names and rates.
Each tax can be marked as either Credit or Cost. If Credit, tax on supplies you purchase and other
expenses will be included in your claimable tax credits on theTax and Income Summary report. If Cost,
tax will be included in your overall business costs.

If you sell into different regions with different taxes, you can define a tax group for each region. Each tax
group can have up to three distinct taxes with their own names and rates. If you only sell in one tax
region, just use the Default group.

To make changes to a tax group, select it from the drop-down list, check theUse box for each tax that is
required, and enter the name and rate of the tax. If you don't use a tax, leave it unchecked. To define a
new group, click the New Group... button and then enter a name for that group.

You can rename or delete a selected group by clicking the appropriate button. (Note: you cannot rename
or delete the Default group.)

The applicable tax group can be selected on the New Supply Purchase form, and can be selected on the
Sales Register/Invoice form to be included in the amount invoiced to your customer. You can specify the
preferred tax group for each customer branch on the Customers report - then when you record sales to
that customer, the tax group will be automatically selected.

For more information on setting and using taxes, see the Sales Tax topic.
Year-end Snapshot pro

When checked, this option will display a reminder to capture your stock values the first time you open
SoapMaker in the new year. This is done using the Tax and Income Summary report.

It is important to capture these values for tax purposes at that time, as they represent a snapshot of your

169 / 253



inventory, and will change as soon as you record new purchases or sales.

By default, the year end is December 31, but if your business year does not correspond to the calendar
year, you can change the date here.

Labor pPro

When you open a new recipe, these values will automatically be entered on the recipe's Labor tab. You
can change them there if desired before saving the recipe. If you use this feature, your labor cost per
bar/portion will be shown in your Price List as an aid in setting your prices to achieve the desired profit
margin.

Supply Stock Value pro

Supply Stock Value

{* Current market value
(based on most recent purchase prices)

(— Based on actual price of each lat purchased

This option determines the way SoapMaker calculates the value of all your supplies in stock. You can
also set or change this in MySupplies.

Stock Expiry Warning' Pro
Expiry Warning

|E Show this icon in MySupplies at | 14 days
before expiry date reached,

Your stock list in MySupplies shows icons for the status of each item. If some of the stock of a particular
item has reached or passed the expiry date, this icon is shown. You can get advance warning by setting
the number of days before expiry date is reached that you want to be warned - this may help you identify
items that should be used up soon.

Product Price Categories Pro

These are used when you create your Price Lists. SoapMaker comes With _prnduct Brice Categories
two categories - retail and wholesale. But you can add more, or

rename them if desired. Retail For use in.
. i Wholesale your Price List
You can specify a preferred price category for each of your customers on

the Customers report. NEW...
For more information see the Price List topic.

Purchase Overhead Costs
When recording supply purchase orders, you can add overhead costs
that apply to the entire order. These overheads can include:

e Shipping cost

e Any sales tax which you are not able to claim as credit
e Customs charges for imported items

e Any other cost that affects the entire order

L

You have the option to distribute these overhead costs proportionally by adjusting the cost of each item in
the order (both materials and expense items), and you can set the default value of this option here so it
will be used for all new supply purchase orders. (Changing this will not affect orders already saved.) For
more information about this option, see Overhead Costs.

MyMolds

List of Molds for Resizing Recipes



MyMolds lists all the molds you have specified for use inresizing recipes.

To open MyMolds, click the Molds button on the main Toolbar, or choose Show MyMolds from the main
Tools menu.

r =]
27 My Molds 5
£y Mew | # Fename M Delete | g Edit [Z] Help
Migld Kame | Type | Wolume |
Divided (8 bars) Dreided 96,0 ouin
Log 1 .; Rectangular 2880 cuin

The list can be sorted by clicking any column header. Click again to sort in reverse order.

Commands are provided for defining a new mold, or modifying an existing one. To use a command, select a
mold from the list and either click a toolbar button, or right-click and select a command from the pop-up
menu.

Commands

Delete Delete the selected mold from the list
Edit Opens the New/Edit Mold dialog so you can change specifications
Help Opens this Help page
New Opens the New/Edit Mold dialog - Define a new mold which will be added to the
list
Rename Allows you to edit the mold name in the list

Window stuff

You can stretch the window higher by dragging the bottom or top edge vertically.
Use the keyboard up/down arrows to select a different mold from the list

To close MyMolds, click the I in the upper right corner, or select Hide MyMolds from the main Tools
menu.

Keyboard Shortcuts
Ctrl-N: Create a NEW item
Ctrl-S or ENTER: Save changes
ESC: Cancel changes

Related Topics
New/Edit Mold - Define a new mold or edit an existing one
Resizing a Recipe - Change the size of a recipe to fit a mold

New Mold
New Mold or Edit Mold Dialog

This dialog window is accessed by clicking the New Mold button on the Resize Recipe form, or from
MyMolds by using either the New command or the Edit command.
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MNew Mald

Selact the type of mold:
Rectangular

Dividesd
Cylindrical
Molded shapes
[rreguiar

& Caloulate volume
from dmensions

™ Ikmow the walume

Divided Mold Dimersions
Campartment Length (L):

Compartment Width (W): in
Height to fil (H):
Mumber of Compartments: [ ]

Mo Vokame: | SIER -
Help

Hame: |

New Mold

When specifying a new mold, select the mold type from the list. A diagram will be displayed to assist you
in entering the dimensions needed to calculate the mold volume. The dimensions you need to enter will
depend on the shape and type of mold.

The "molded shapes" type allows you to specify how many shaped cavities are in the mold, and the
volume of each cavity, or you can treat each individual cavity as a separate mold.

If you know the mold volume and do not need to calculate it, choose the I know the volume option, and
enter the Mold Volume quantity and units.

Enter a name for the mold to differentiate it from others in the MyMolds list.
Edit Mold

If you are editing an existing mold, the dialog window opens with the current type selected, and the
volume and name filled in. You can make any changes you like.

Save

When done, click the Save button to save the new or changed mold definition in MyMolds. The window
will close, and the mold will now be available for resizing recipes.

If you are editing an existing mold, and have changed the name, you will have the option to either replace
the previous mold with the new name, or to save as a new mold and leave the original unchanged.

Keyboard Shortcuts
Esc or Alt-C - Cancel

Ctrl-S - Save

Related Topics
MyMolds - List of available molds
Resizing a Recipe - Change the size of a recipe to fit a mold
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Conversion Calculator

This handy calculator converts one measure to another.

To open the calculator, click the main toolbar Convert button, or choose Conversion Calculator under
the Tools menu.

5| Conversion Calculator

=)
Speafic Gravity
({needed when convertng [ T Q
Help

between weight and valume)

| aps =] =] 15.85627 [0z f&
Close

On the left side, enter the quantity and units you want to convert (e.g. 2 cups). On the right, choose the
desired units from the drop-down list (e.g. 0z).

The converted quantity is displayed (e.g. 15.85627). You can copy the result, and paste it into a recipe or
other window.

When converting between weight and volume units as in this example, you need to enter the specific
gravity of the substance being measured for an accurate result. For dry ingredients, avoid using volume
measures, as weight conversion will generally be inaccurate.

Note: All non-metric units used in SoapMaker are U.S. measures.
To close the calculator, click the Close button or press Esc on your keyboard.
Liquid Soap Calculator

This calculator assists in determining

B s | Lipm [ Water mpmnx eiz. | Patty s | Dotens | Fortons | moms | Y1 quantities of process-specific

| Caingary N — ot | | W | Additives when making liquid soap.
ﬂ. ::f jl:“:d ﬂ: — = ﬂ s To open the calculator, click the
3 | W [Waber [t I 38[e= -] 2 18 a.00 Calculator Button on the Additives
4| [ = |[ e IS E 64 oao tab of a Potassium or Combined lye
s =] =

Soap Recipe form.

im

=

Cream soap cakoul bor

Additase botak:

|

Liguid soap caloulabar

£,
Sugoested Fragrance amount: 1.00 o2
oased or curnent Dis wesight of 32002

) The calculator window has 3 areas:

Current Recipe Amounts

Make sure you have set the recipe's
lye discount as desired. In this example, the discount has been set to -10%, which results in 1.13 oz of
excess lye which requires neutralizing.

Dilution

This calculates the extra water needed to dilute the soap paste. Enter the desired percentage of
actual soap to see the additional water needed to reach this percentage.

If you want this water amount added to the recipe's Additives section, check the add to recipe box.
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Neutralizer

Select the neutralizing agent from the drop-
down list - your choices are Borax, Boric
Acid, or Citric Acid.

The quantity of the selected agent needed to
neutralize the excess lye is calculated, as well
as the amount of water needed to dissolve it
before adding to the soap. The neutralizer
solution strength is pre-set to the
recommended percentage, but you can
override this by entering a different amount.

In case you have pre-mixed a larger quantity
of neutralizer solution, the total quantity of
solution is also shown in both weight and

Current Recipe Amodints

Current Weight of Paste (Die, Lye and initial Water):  163.49 oz
Lye Discount: -10.0 % Ewcess Lye: 1.13 oz
Recipe Water (and water substibutes):  113.60 oz

Calution

Percent actual soap desred (ols phes bve): | 30 %
(Recommended range: 15 to 40%)

. Lo add ta
Added Water Meeded: -2.190z r~ pedpe
Neutrabzer
Mewitrakzrg Agent: | e =
Heutralizer Solution Strength: | 33 %
(Recommended for this agent: 33%)
Quantity of Borax needed: 1.33 oz }_ [~ addta
Cassobyed in this much boilng water: 2.65 oz recpe

Total guantity of 339% solution: 3.98 az

FEEDSITES e

volume units. (Make a note of this before
closing the calculator.)

ar:  3.09 faz -

MOTE: Suggested nedtralizer amount i apofoxmate.

If you want the neutralizer and water amount Test your 5040 PH to ensure excess lyve has been neutralzed

added to the recipe, check the add to recipe
box.

9

Important: If you have defined Citric Acid as
a base oil, you cannot specify it as neutralizer
because the calculator assumes the neutralizing ingredient is an additive. For more information on how
to deal with this, please see Using Citric Acid to improve your soa

Finishing
If you want checked items added to the recipe, click the Add Checked Items button, otherwise click
Cancel.

If you chose to add items, they will be automatically entered into the Additives section of your recipe, and
Notes will be added to record these additional ingredients.

This calculator is based on a process described in "Making Natural Liquid Soaps" by Catherine Failor.
Calculated quantities are suggestions only - adjust them in your recipe as needed to reflect your own
process.

Related Topic

Recipe Additives
Using Citric Acid to improve your soap
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Cream Soap Calculator

v o | e ot [GEEI g . | ot s | oot | o | s | % This c_a!culator assists in d_e_termining
= . quantities of process-specific
just % off Wisight . .
waim) Crizgory EiE e ] e (e Additives when making cream soap.
e e B = wmzfer =] 115w 1.z .00
2 | I e ][ Baic Ak R I I EER To open the calculator, click the
2 |F I'-“'*' :H == _H = L{ smoo2E oW Calculator Button on the Additives
Waler w || Waker 6.4 nx w| &8% 6.9 000 . .
ﬁ | 2 B — tab of a Combined lye Soap Recipe

form.

At totake:

|

Liguid soap caloulabar

12.ioz

=

Cream soap cakoul bor

$0)

Sugoested Fragrance amount: 100 o
owsed pri curnent i wesight oft 32,002

The calculator window has 4 areas:
Current Recipe Amounts

Shows the current weight of Base Oils and Water in your recipe.

Glycerin

This calculates the Glycerin quantity. Enter the desired percentage of oils weight to Glycerin quantity
needed.

If you want this Glycerin amount added to the recipe's Additives section, check the add to recipe box.
Supercream

E Cream Soap Calculator ﬁ
Select the Supercreaming agent from the
drop-down list - your choices are Stearic ==l
Ackd or Boric Ac. e =
The suggested quantity of the selected agent
is calculated. Glyoern

. . Percent of als weight: | 33 %
If you choose Boric Acid, the amount of water (Recommended range: zs::mgn

needed to dissolve it is also shown, and in
case you have pre-mixed a larger quantity of
Boric Acid solution, the quantity of solution is

Ghyoerin to be mied wath melted Ods: 10,56 07 [ radd =

e

SUperoream
shown in both weight and volume units. (Make uparcreaming Agent: [5ors 64 ]
a note of this before closing the calculator.) ST .
5 _ o add o
If you want the Supercream agent (and water e e por e 08097 |7 ¥ recpe
amount if any) added to the recipe, check the Tatal quantity of 14% soubon; 4,48 oz
add to recipe box. o 78| =
Additional Water Adcitional Wates ——
N ) Suggested additional water: 6,48z v pd i
Suggested additional water to bring the soap {Add more or less to reach desired consistency) Fecpe |
to the desired consistency. You can have this
added to the recipe, or add the appropriate @ Cancel Add checked items
o Recpe
amount yourself later based on your process

and experience.

Finishing
If you want checked items added to the recipe, click the Add Checked Items button, otherwise click
Cancel.
If you chose to add items, they will be automatically entered into the Additives section of your recipe, and
Notes will be added to record these additional ingredients.

This calculator is based on a process described in the booklet "Making Cream Soap" by Catherine Failor.
Calculated quantities are suggestions only - adjust them in your recipe as needed to reflect your own
process.

Related Topic
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Compare Oil Qualities

Base Oil Qualities List
To open this window, select Base Oil Qualities under the Tools menu.

You can choose to show only your favorite oils (the ones displayed in MySupplies, and in recipe drop-
down lists), or you can show all the standard oils that come with SoapMaker. Your favorites are
highlighted with a check mark.

From here you can also add an oil to your favorites list by selecting it and clicking the Add to Favorites
button on the toolbar.

- -
= Base Oil Qualities ==
o, Show Favorites

+"= Favorites This list shows each oifs tontribution o predicted soap Qualtes

Hame | rardness Fhuffy | Stable | Moist | =
Coconut Frac 749 1 0.0 0.0 |E
Monoi de Tahiti 1.7 10,0 0.4 19

v Coconut 7.6 9.5 0.7 20
Coconut Urhydrog. 7.6 9.5 0.7 2.0
Babassu 7.4 9,5 0.8 25
Faim Kernel B0 B3 1.6 9
Myristc Acd B.& B.2 2.3 LE
Aloe Butter 7.5 7.5 1.4 0
Faimitic Acd 9.3 53 5.4 2.4
Butterfat (oow) 6.9 3.8 5.2 4.2

v Bam 6.6 3.8 6.9 63 T

This table can be sorted by clicking any column header. Click again to sort in reverse order. In the
example above, the table is sorted by "Fluffy" in descending order.

To enlarge the window, drag an edge or corner.

You can leave this window open while working in other areas, but the Favorite choices will not be updated
if you change them elsewhere unless you close and reopen the window.

To close the Base Oil Qualities list, click the Il in the upper right corner, or select Close Window from
the main File menu.

Shopping List

pro Production Planning Tool

To open this tool, select Shopping List under the Tools menu, or click the Shopping button on the main
toolbar.

Select the recipes you plan to make, and the quantity of each. The shopping list will show what supplies
you will need, and additional quantities that need to be purchased in order to make these recipes. You can
print the list and use it to prepare your supply orders.

To add a recipe, select it from the list on the left and click the Add button, or double-click the recipe
name. When you add a recipe, the quantity is set to one, but you can change this to any integer number.

To remove a recipe from the list, click the little X next to it.
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B shopping List *

Production Planning Tool ~— I
Select the redpes you plan to make and add them to the list E - = S j AL @ Hr_lp

o see what supples you need to buy.

Recipe Mame Quantity BarsPorfons
& Archive Add = ¥ | 1. BayRum Sshaving 5 120
= = Basic Oi mixes -
== Lotions X | 2 Oatmeal Exfulating 6 134
ﬂ Lotion with lavender LI 3. Firk Lilac 1 24
=== Redpe Examples
s Bay Rum Shaving
] Cream Scap exempls Collapse
Hand Lotion exampls
Liquid Soap Exampls
. Expand
Oatmeal Exfolating —
Firk Lilac |
[~ Shew only items that need to be purchased
/' Category | Name In Stodk Meeged Mn, toBuy | *
I Dpasesi Lard s0b 7b H™
[Baseci Cocenut Ak i5h
[Basec Faim b 5.7h
Easec Castor 35 floz Dfloz
| Dpasesi Clive nob ik il
| Dcatar Pirk Pigment o0k 0.055h 0.065 b
I Deo Fiosemary EQ 0.0 b 0.94 b 0.94 b
I e Bay Rum FO 0.0k 0.7 0.7 b
[ 5! Lilac FO SO0 mi 75m
I |Labels Lahel (zoap bar) 0 itemms 282 items 751 items
) TEverrrare. a2y A & dlh & dlh ¥

Close

For each recipe listed, the total number of bars/portions is shown, based on the recipe settings and the
quantity of this recipe you plan to make.

When you have added all the recipes you plan to make, and entered the desired quantities, click the
Calculate Shopping List button. This will examine your current stock levels and calculate additional stock
you will need to purchase in order to make these recipes.

The list at the bottom shows, for each required ingredient:
e the quantity currently in stock,
e the total quantity needed to make the selected recipes, and

e the minimum additional quantity that must be purchased.

You can choose to show all ingredients used by the selected recipes, or only those for which additional
purchases are needed.

The icons on the left have the same meaning as those used in MySupplies.

Note: Items which are not being tracked will show "-" in theIn Stock column, and the Min. to Buy will be
the total Needed.

Blends and Reused Products

If any of the selected recipes includes a customblended ingredient or an additive which is a reused
product, and the quantity needed exceeds the ingredient's current In Stock quantity, the number of full
batches of the blend or reused product needed to satisfy the recipes is shown in theMin. to Buy
column. The component ingredients needed to make those blend batches or reused product batches are
included in the list (and may need to be purchased if there is insufficient stock). A note appears at the
bottom explaining this...
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Category Mame In Stodk Needed Min. to Buy
| Qeo Lavender ED 123.0 i oz 10,8 fl ez

E Lye/Water  Watber 5.2 gal L.5 gal
! 3 Herbs Lavender buds 0.8k 1.3k 05k
|Belendedidd  Lavender Tes 0.0lb 6.3 * 2 batchas

* Ingredients needed o make these blend batches are induded in the lst. D

Toolbar Commands

Save The current list of planned recipes and their quantities will be saved as a text file
List for later use.

Load Load a previously saved list of planned recipes.
List

Print Print the current list of planned recipes, and shopping list of ingredients.

Help Show this help topic.
Window stuff

You can stretch the window vertically by dragging the lower edge.

When you have finished, click the Done button to close the window.

Reports

This section describes the following reports:

Labor Report - Use this to track wages

List of All Purchases - Lists every supply purchase or expense item in a selected category and date
range.

List Recipes - Lists all recipes containing a particular ingredient.

Product Transfers - Lists products transfered to another location (e.g. consignment customer).
Purchase History - Lists all purchase records for a selected supply item.

Reused Products - Lists products reused as supplies for use in new recipes

Sales History - Lists all the sales records for selected Recipes.

Sales Registers/Invoices - Lists all customer invoices, and sales registers from venue sales.
Stock Removed Report - Lists supplies and products removed from stock

Supply Lots Used in Batch - Lists all the ingredient lots used to make a particular product batch.
Supply Orders - Lists all your supply shipments.

Supply Usage - Lists all the product batches you have made using a particular ingredient or packaging
item.

Tax & Income Summary - Shows current inventory value, and tax and income amounts for selected
period

Labor Report

Pro The Labor Report enables you to record and track employee wages. The total wage amount will

appear on the Tax and Income Summary report.
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" Labor Report =]
) Add record | 0 epeat | ¢ Edit | X Delete | S5 Print | Y Expert Help
Show WWage records for: Cuwrinn tre neriod. .
_ |Dup| icate selected record with date incremented
Empkryee Name: " All dates + This year " Last year
|--|!|INumes-- j ™ From: |_:|'-'_|'-'_|'|-_'| J tn:l.'l'l'."-'."l-il J
Date | ame | Ameunt | Comment |
20165-01-25 Robert 1200.00
2160125 Susan 140000
20165-02-25 Rabert 1200.00
2160225 Susan 140000
2016-03-25 Robert 1200.00
2160325 Susan 140000
2015-04-25 Rabert 1200.00
20160425 Susan 140000
2016-05-25 Robert 1200.00
X16-05-25 Robert 100,00
2016-07-25 Robert 1200.00
2016-07-25 Susan 1400.00  Bad: after 2 months off
201508-25 Robert 1200.00
216-08-25 Susan 1400,00
2015-09-25 Robert 1200.00
2016-09-25 Susan 1400.00
(2016-10-25  |Rebert | 130000 | 0fmenthrass |
016-10-25 Susan 100,00
2015-11-25 Rabert 1300.00
216-11-25 Susan 1400,00
2016-12-25 Raobert 170000 40D year-end bonus
D16-12-25 Susan 100,00
[Ciate Increment for Repeats: Total: 2310000
1 fertn <] close

You can display the list for a specific employee name, or for all names, and you can choose a date range.
The Total shows the sum of all displayed records for the selected name and date range.

The report can be printed, or exported to open in a spreadsheet.
Commands
The following commands are available from the toolbar or pop-up menu:

Add Add a new record to the list. This will open the Add Labor Record dialog.
Record
Repeat This creates a new record with the same content as the selected one, except
that the date is incremented be the value currently set in the Date Increment
box:

Date Increment for Repeats:

| 1 |I'~"I|:|nﬂ'| ﬂ

Be repeatedly clicking this button, you can fill in regular wage payments.

Edit Edit the contents of the selected record. This will open the Change Labor
Record dialog.

Delete Delete the selected record(s). You can select multiple records for deletion using
Shift-Click or Ctrl-Click.

Print This will print the list as currently displayed. A print preview will be shown first.

Export This will save the contents of the list as a CSV file that can be opened in a
spreadsheet program.

Help Opens this Help topic.

Window stuff and Shortcuts

You can stretch the window wider or taller by dragging an edge. SoapMaker will remember the new size.
Press the Esc key to close the window.
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Related Topics
Tax and Income Summary

List of all Purchases report

This report shows every item purchased within the selected time period. You can limit the report to a
particular category of supply, and/or a particular supplier. For each item, the Price you were charged is
shown, along with the Adjusted Cost which includes overheads like shipping. TheInventory column
shows No if the item was not considered a business expense when you recorded the purchase.

To open the report, select List of All Purchases under the main Reports menu.

=] List of Purchases |:=' ":IEI =
CE; Expart E] View Order | gl Supplies Info h‘: [ ) E Help
Shaw purchases af... Diuring the period...
i P i
Materials and Padaging Other Expenses Al dates &' Thayear i
From Suppler: [ all Suppliers — =]
£ From:|z016-10-12  ~ ; |2016-10-12 -
Cabegory: l— All Categoriss — j S [ 1b-10-1 J to [ 16-10-1 J
¢/ Order| Date | Category | Mame | suppier | Cuntity | Price | Adj Cost| T, | #
1 2016402401 Base Gil Castar Ois Galors! 1120 Aoz 57.00 53.73 Yes
1 20160201  Ease Ol Coooa Butter Ois Galora! 10.0b 25.00 26.22 fes
1 2016402401  Base Gil Cocorut Dis Galore! 10,0 gal 75.00 7865 Yes
1 20160201  Base Cil Eve Primrose Ols Galore! 28.0f 0z 16.00 16.7 fes
i 20160201 Eass Ol Hemp Ols Galorel 28.0 fl oz 12.00 12.58 ag
201602401 |OlsGaoret | 80gad| _1M00]| U673 [ fes |
1 201640201 Base Gil Palm Ois Galore! 10,0 gal 75.00 73.65 Yes
1 20160201  Ease Ol Ripe Bran Ois Galora! 55.0floz 33.00 .61 fes
i 20160201 Eas=Gil Saybean Ois Galora! 1.0 gal 16.00 16.78 Yeas
1 20160201  Ease Ol Steanc Acd Ois Galore! 10.0b 25.00 26.22 fasg
A 20160203 FO Bay Rum FO Up Your Moze Aromas 320f a2 1. 00 19.39 Yas i
Tatak: 1051.29 1110.24

You can select an item from the list, and then view thepurchase order which includes it, or get the
supplier's contact information, by clicking the appropriate button on the toolbar, or right-clicking and
choosing it from the pop-up menu.

The list can be sorted by clicking a column header. You can enter a date range, or choose one of the pre-
assigned ranges (e.g. 'This year").

Returned items are displayed in RED, with negative costs.

In addition to materials used to make your products, you can also record and see listed here other
expenses related to your business. In the example below, we have selected the Other Expenses option.
The Bus. column indicates whether items were recorded as a business expense.
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=i] List of Purchases =
ITh Export | (2] View Order g Supplierinfo | $€ Edit Category | [3) Help
Show purchases of... Diuring the period...
i "
Materials and Padaging Other Expenses Al dates (' This year i
From Suppler: |- All Suppliers — =|
" From: |2016-10-12 | = r|M016-10-12 -
Caimgury: |7 Comgores = ] vom: [2016-10-12 | =] to:[2038-10-12 =]
f Order|  Date | Category [ — | supgter | Price | Adjcost| Bus, |
5 20160208  books Hew by Maks Crasm Sosps EZ Scapmaking Suppliss i 21.03 Yag
20160208  Tools maold for Christmas characters EZ Spapmaking Supples 9.99 10.50 ies
__ —1
0160120  Tools Mew scale Show Order ag 99 31267 fas
Supplier Info
[Chmg-! Category...

Teitals: 357.99 374.53

For Other Expense items, you can change the Category by clicking the Edit Category button on the
toolbar, or choosing Change Category from the pop-up menu. For more information, see the topic Edit
Expense Category. (Note: you cannot change the category of Materials and Packaging items here, but you
can do so in MySupplies.)

The Purchases list can be exported as a CSV file which can be opened in a spreadsheet. Just click the
Export button. For more information on export format, see the topicExporting reports.

When viewing a long list, you can stretch the window taller by dragging the bottom or top edge vertically.

Related Topics

Suppliers List - Name and contact information for all your suppliers
Purchase History Report - List of purchases for a selected supply item
Recording Purchases - The New Supply Purchase Form

Edit Expense Category

For Other Expense items displayed in the List of All Purchases report, you can change the Category by
clicking the Edit Category button on the toolbar, or choosing Change Category from the pop-up menu.
(Note: you cannot change the category of Materials and Packaging items here, but you can do so in
MySupplies.)

=i] List of Purchases =
ITh Export | (2] View Order g Supplierinfo | $€ Edit Category | [3) Help
Show purchases of... Diuring the period...
i "
Materials and Padaging Other Expenses Al dates (' This year i
From Suppler: |- All Suppliers — =|
" From: |2016-10-12 | = r|M016-10-12 -
Caimgury: |7 Comgores = ] vom: [2016-10-12 | =] to:[2038-10-12 =]
f Order|  Date | Category [ — | supgter | Price | Adjcost| Bus, |
5 20160208  books Hew by Maks Crasm Sosps EZ Scapmaking Suppliss i 21.03 Yag
20160208  Tools maold for Christmas characters EZ Spapmaking Supples 9.99 10.50 ies
__ —1
0160120  Tools Mew scale Show Order ag 99 31267 fas
Supplier Info
[Chmg-! Category...

Teitals: 357.99 374.53
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This will open the Change Category dialog...

# Change Catego ki
#£. Change Category

Expense [tem:
Log mold

Current Category:

@

" Choose a different Category | apks

L+

" Rename this Categary (for all items) [Todis

* Create a new Category for this item |Mddsl

Cancel Save I |

Here you can:

e Choose a different category from the drop-down list
e Re-name the category (for all items with the same category), or
e (Create a new category for the selected item

Note: You can also create new expense categories 'on the fly' when recording a new purchase (see
Recording Purchases).

List Recipes with Ingredient X

Recipes with specified ingredient
This handy little report will list all your recipes that use a particular ingredient or packaging item.

To open the list, select a supply item in MySupplies, and Click the Recipes... button on the toolbar, or
right-click the item and choose List Recipes from the pop-up menu.

The report lists all recipes by group which use the selected item. This example shows recipes which use
the Base Qil "Coconut".
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@) Recipes with Selected Oil = ® |
OF{EFresh @ Help

These 9 redpes contain 'Coconut’

tw-|8] Lard Base

8] Olive Base
5] Rice Bran Base

: - S0y Base

|;1_.-—"'_'7 Recpe Examples
i-|8] Bay Rum Shaving
-] Cream Soap example
.| P] Liquid Soap Example
% Oatmeal Exfoliating

b 5] Pink Lilac

Pro If you have blend formulas which include the selected ingredient, they will also be listed under 'group
names Blended Oil Formulas and Blended Additive Formulas

If the list is long, a scrollbar will appear. A group can be expanded or collapsed by double-clicking the
group name, or clicking the '+ or = sign.

When you select a different item in MySupplies, the recipe list is updated automatically.
Commands

The following commands are available from the toolbar or pop-up menu:

Delete Permanently delete the selected Recipe from your database.
Help Open this Help topic.
Open Open the selected Recipe

Refresh Refresh the list to reflect any recipe changes you have made while this window
was open.

Window stuff and Shortcuts
Double-click a Recipe name to open the Recipe.

To close the List Recipes window, click the 1 in the upper right corner, or select Close Window from
the main File menu.

Product Transfers report

pro. The Product Transfers report lists all transfers to consignment customers, or between warehouse
locations.

To open this report, select it from the main Reports menu.
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s Product Transfers Report l? = @
A Delete | & Edit | 25 Print = Help
Transferred from Location: [-Hume ) ﬂ To Location: [mg_lm ﬂ
Customer: Ve Olde Sosp Shopps

Select & Transfer Regster bo view its contents:

il M.rrrd:crl [Crat= | Source | D= tirs b | Cuaniity I
During the penod..... 3 20170501 HOME Saapshep 19
™ Al dates
% Hear to date:
Lagh y=ar )
& Eroem: [_—~- 1 7-05-01 J to: [:"' 17-05-01 J
Contenis of Register 3 - Transherred from HOME to Location: SospShop (e Olde Soap Shoppe)
Descrption |_Batch | Sze| Tag | ProductCode |__Quantity] _Price |
1. Sweet Spring ] Zaez medum =-03-02 5 4,00
2. Swesl Soring 6 4.3or large 58-03-03 5 7.00
3. Sorubby Clean 5 4.3 oz large 58-01-02 5 7.00
4, Smonth Shawve 1 4.3 o2 43az 8-02-01 4 7.00
Packng Ttem |_Quansty | Cost |
1. bow {shepping =1) 1 1.50 Tax Group: Defeult
Pastage: 7.35
Total Padang cost: 1.50 Taxl 0.37
Pk Tan2 0.74
For consignment. Pleass report sales wesldy.
Postage Total: B.46
Chage

You can choose to show transfers from or to specific locations, and within a specified date range.

The following commands are available from the toolbar, or by right-clicking an item in the list of
registers:

Delet Delete one or several selected transfer registers. If you delete a single one, you have
e the option to return all the product stock to the source destination.

Edit This will open the Transfer Register with the selected item so you can make changes.

Print Choose from the drop-down list to print either the list of registers, a transfer register,
or a Consignment Invoice to send to your customer with your products.

Help Opens this page to get help if you need it.

Printing a Consignment Invoice

You can print both a Transfer Register for your own records, and a Consignment Invoice to include
with the shipment to your customer.

The invoice can optionally include your suggested retail prices (from your Price List) as shown in this
example:
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My Fabulous Soap Company
All Natural Handmade Soap

123 Fourth Stresl
Someplace, USA 123456
(123) 4567890  wwrweMyFabulousSoap.com
Ship to: Ye Olde Soap Shoppe
CONSIGNMENT St
Someplace, TX
USA 12345
Customer Account # 1
INVOICE # 2 January 14, 2018 ] S ol B Shown]
DESCRIPTION CODE CLASS | QUANTITY EACH
1 Smooth Shave SB-02-01 430z 5 7.00
2 Smooth Shave sSB-02-02 2B oz 10 4.00
3 Sweet Spring 5B-03-03 4307 5 7.00
4.Scrubby Clean 3B-01-01 4.3 o0z 12 7.00
For consignment. Total: 32
Plzase report sales weekly
Thanks.

Purchase History report

Purchase History (or Blend Production) Report for a Supply Item

Ingredients and Packaging
oo £ X & @ & @ N 06
Wizard Mew  Fename  Delete  Print..  Shipment Purchases Usage  Recipes.. Help
Total Stock Velue: $434.28 (Based on latest purchaies. 568 ORTIONS) [~ Show only Tracked itens
WLEMM|%M|PW|H|Q¢M.:¢| I Show ariy items which need replenishing
£ Hame | stk Vake | Costfor| 1 Oive
| [caster 0.0 fl ez 0.00 0.534
| Dcocoa Butter 0.0 I .00 0, 164 Bl
Dcoconut 4.51 gal 74.83 0,064 -
e v= Frimross w.0floz 16.78 0,624
[Hemp 2.0 flor 12.53 0.463
F [ o & :l"'
| Diard ] .00 0,000
Resrind me o re-order when
VR otive Lavender infis Mew Oil... 192 05 [ga v ] remans
[Faim Oil Properties... 064 Mo
“F.HJE Bram List Rech 54T
(isovbean e 136
ngm Acid Rename Ol L i6d
Delete Ol
Record Mew Purchase
Make Blend or Infusion
- e
L

sage History for em
Order History for all supplies

Merge Cils...
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This report shows the purchase records for whatever item is selected in the MySupplies stocklist. For
your convenience, we suggest the following:

1.Position MySupplies to one side of the main window by dragging its title bar.

2.Make sure the Wizard pane is closed (click the Wizard button if it is open).

3.Stretch the bottom edge of MySupplies down to show as much of the list as possible

4.Now select an item in the stocklist, and click the Purchases button (or right-click the item and
choose Purchase History for item from the pop-up menu).

5.You can leave the history report open, and select different items in MySupplies to see the associated
purchase records.

21 purchwse Harton:for “Sin’ = o e | = (E =8
5 Privk Lok ] Hzip
ke an wP cae  n se f wha Teas e ™ e, o s Borwe v et revanb & ul Xo& O o % @ & 7]
Puranae zream ot ive W e ewte  Park.  Cavert. Chpmene Potiamr lespe Genpen.  |Is
B Termlmmo a1 ES Forme iy meraza
Cum [{4- | mte| Deitetn sty | com| Pt ot | soecu | e £ o -
\Dorn: = prshuse T J9TIDNE) s merr o - .
s BETM W0l Lim T TH 1opa .r- | Fu = ek rer kg whichrs= mcienkhing
22380838 war 2300 atpe e s abga m-mwk‘h:-'ﬂﬂ ko | ok | s
= zmeras mem Wmaros slge w2 e g .
=meem ESELI N STR.ESL] g ) F TS nom I _Hara | T roaw [ Last cantaa
[ 1 L E THEE
ioemabusts “ ae )
1§ et wah o wan S
T us Swwise i e
[T .
Qi Wi e '_j
[ atem a2 e T el w2 e
(i { T . i e vr g x| ek
s 1ch e i o
Ju Y ] nre L
Te=shoee £ e s
Dermmnw it i i
. S vt et BT AFFEESF e,
Simeman @ | T e o et e v
Ihand o ars amcoaem. S SETISHE

The Purchase History report lists each purchased lot of the selected item, sorted by date purchased
(most recent at the top). This example shows history for the Base Oil "Olive" which is currently selected in
MySupplies.

- .
&) Purchase History for 'Olive’ = =
X Pt List... | £ Edit.. | 3  Delete | 3y Remeove.. =] View Order | gl Supplier | (8 Usage Help
[Salect an em in MySupples to see its punchase [or producton] history here.) [~ Shaow only items with stodk remaining
Purchases of base cil: Dlive
Date (y#0) | Orders | Supplier | Lot # | BestBefore | Quantity | cost|  Perunit | Left | Spedal |
2018-10-01 14 Oils Galore! 189734 2019-10-01 4.0 ga 208.00 52.00 4,0 gal
2018-08-06 | 13 188734 | 0150806 | 6.0gal | 19800 300  60gal | |
= 20 18-07-05 12 EZ ScapmakinkfLoplies 18-5678  2019-07-05 6.0ga 192,00 F2.00 3,5gal
018-05-08 11 Oils Galore! 18-1234  2016-10-31* 6.0 158,00 Z8.00 0.0 gal
Tcarg

If * shows next o BEST BEEFORE date,

= Hext batch vill use this €D Non-nventary kot this. Indicates the (tem has expired!

For each purchased lot, the list shows:

Date purchased

Order number (assigned automatically when you record new purchases)

Supplier name

Manufacturer Lot Number

Expiry date ('Best before"). If this date has passed, it is flagged with an asterisk (*).

The Quantity purchased

The Cost (adjusted to include shipping, tax, etc.)

The Per Unit Cost for easy comparison between different purchased lots

Pro The quantity Left in stock from that purchase. Note: If this supply item is not being tracked, or the
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selected purchase record was marked "not for inventory", the quantity left showsN/A (not applicable).
e Special shows 'Yes' if you flagged this item as a special price when recording the purchase. Even if it's
the most recent purchase, it will not affect recipe costs or unit costs shown in MySupplies.

To hide older records which have no stock left, check the box labeledShow only items with stock

remaining.

Indicator Icons

Icons at the left side of the list serve as indicators of status indicators:

- Pro. Next Batch: The blue arrow in the margin marks the lot from which, by default, inventory
will be deducted the next time you make a batch using this ingredient. This is always the
oldest lot which still has remaining stock. However you can select a different lot when
recording the batch.

) Not Inventory: This icon appears in the margin if a purchase record was marked "not for
inventory" when the purchase was recorded.

Blended Ingredients'ero

Since you produce your own custom blended ingredients rather than purchase them, the window title will
show Production History when a blend is selected. In this case, the report shows the batches you have
made using your blend formula. Lot numbers for blends are assigned automatically whenever you make

a new blend batch.

Reused Products/pro

If you Reuse products as supply items, they appear in MySupplies and you can view the 'purchase history' -
in this case the history of transferring those products into your supply inventory.

The Order number will show N/A, the Supplier will show 'My: <product name>' and the Lot number will
be the product Batch number. The Supplier button will open MyProducts with the relevant batch selected.

Commands

The following commands are available from the toolbar or pop-up menu:

Delete

Edit

Help
Print List

Remove

Supplier

Permanently delete the selected purchase record.

Enables you to directly change the expiry date, or the quantity left in stock.

You can use this when performing an audit. NOTE: You may receive a message
warning that changing the quantity left will not leave any record of the change.

Instead you can use the Remove Stock feature.

If the selected ingredient is one of your custom blends, you can change the date
it was made.

If you need to change the quantity purchased, or the lot number, you must
edit the original supply order instead.

Opens this Help page.
Print the displayed list.

Remove some stock and keep a record. See topic Removing Supply Stock...
Instead of clicking the Remove button, you can double-click a purchase record in
the list.

Opens the Supplier List and shows information for the supplier of the selected
order. If no supplier was specified when saving the original purchase order, the
list will display "unknown" and the Supplier button will be disabled.



Usage Shows the Usage Report for the selected ingredient (and the selected lot if any).

View Opens the Supply Orders report and displays the contents of the order which
Order includes the selected purchase record..

Shortcut
Double-clicking a purchase record will open the Stock Removal dialog.

Reused Products report

Pro This report lists products you have transferred back to your supplies inventory with theReuse button
in MyProducts.
For more information on how or why you would do this, see the topicRe-using products as ingredients.

To open the report, select Reused Products Report under the main Reports menu, or choose 'Reused
Product's from the MyProducts main toolbar Reports button menu.

B3+ Reused Products = E
E3 primt | () Bpet £ Edit | X Delete *MqRemove | @ Retwn | ] Recipe | M Product  J§ Supply | $8 Usage | [E]  Help
= 5 . ) .
Salart Products transfames for raiise: Jlu_-.x products reused :‘n.- During the period...
" Adcitives T Packaging items ™ Al dates % This year ™ Last vear
|-- All Products - j : =
r Shavi only items with ~ e = . -
supply stack remaining € Fom: [201303-10 | W [01803-10 _~]
| Sewrce Product: | Reused as supply:
 Transferred | Recipe Product Description Balch (SH) | Category Supply Mame Quantity Left
oring | 3(1) | Rewsedidd __ [Seapheea ] 3i3ez] __J713oz]
2015-03-10 Fink Liac Sweet Spring 3(%) ReusedAdd Soaps 15.8 oz 15.8 oz

Batch number folowed by () indicates unknown sub-batch, or batch excess scraps.

You can set various filters to control what is displayed:
e Select a specific product, or all products
e Show products reused as Additives or as Packaging items
e Select a date range, or all dates
The list can be sorted by clicking any column header, and can be Printed, or Exported as a CSV file.
This example shows two products that have been transferred back to supplies as additives.
For each item, the list shows:
e The transfer date
e The Recipe used to make the original product

e The Product Description and Batch number (with the sub-batch shown in parentheses)
If the sub-batch is unknown, or if the transfer was just excess scraps, the sub-batch will show (X).

e The new supply item Category and Name
e The Quantity transferred, and unused quantity of the transferred material Left in stock

Commands
You can perform the following actions for a selected item by clicking a toolbar button, or right-clicking and
choosing from the pop-up context menu:

e Edit the stock remaining

Delete the item without creating any record

Remove stock and create a record

Return some or all of the item back to your product stock
View the original product batch in MyProducts

View the supply item in MySupplies



e View the usage of the selected item to make other products
e Get Help (opens this topic)

Returning Stock
If you decide to return unused stock back to your products inventory, select the item and click the Return
button, or right-click and choose Return some to product stock... from the popup menu. This dialog
will open:

O3 Retwrn to Products Steck b
B3 ! = | £
5 Print Return Some or All of this Supply: Usage | (B)  Help
—— Supply Hame:  BayRlumShaving
§ Inital stock fransferred: 4.5 oz year ™ Last yeer
= All Frod, Current supply stod: 0.0 or L —
v oo ]
Return to this Product:
Produck Desmiption:  Smooth Shave | |
I Trand _ CQuantity Left
2016-01-13 ke Tag: [aroe - 850z 50z
A018-01-13 Bars qurrently in stack 2 Bar Size: 425 m [ 42.502 Woz
Retusg Al
Retan this quantiby: g Bars Wil learve Supply quantity: 1.75 oz
b el | |
’ -

It shows the Supply name and quantity remaining in stock which can be returned, as well as the original
product description and batch number. (If the product has more than one sub-batch, you may have to
select the appropriate Tag if the original transfer was done before version 3.12.)

You can enter the number of bars/portions to be returned, or clickReturn All to return as much as
possible. If you have already used some of the supply, the remaining stock may not fit into an integer
number of bars/portions, so there may still be some remainder.

When you click OK, both supply stock and product stock will be adjusted accordingly. If you return all of the
original transfered quantity, you will have the option to also delete the transfer record.
Related Topics

MyProducts
Re-using products as ingredients

Sales History report

Pro This report lists all the sales records for the selected Recipe(s) or Product(s). You can further refine
the search by selecting a particular batch number, customer or date range.

To open the report, select Sales History under the main Reports menu.

You can also open it from MyProducts by selecting a particular Batch record and clicking the
Reports/History button on the toolbar, or from the supply Usage History report by clicking the View
Sales button. This will open the report and show all sales of products from the selected Batch.
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. Sales History: e
s Export.. | &  PrintLlist. | N View Produet | 5] View Invoice | . Customernfo Help
Show Sales of Product Batches. ... Sold to sebected Customer, or at Yenue:
 byRecpe & All batches |--NICmmls.".fem!s w ﬂ
% by Preduct Descripiion " Batch #: Branch: |- All Branches -]
‘With Price Categary: And Tax Group:
Product Description: [T e [an categories =] [arcroms =]
Scrubby Oean
smosth Shave = Al dates " This year  Last year
Sweet Spnng
€ From: |2019-01-10 J ot |.'J_.' 01-10 J
T Date | Batch | Product | Tag | Customer Venue | Irvoice | Quantity | Price | Disc% | Total | Cast | Prafit | Taxl |
2019-01-10 3 Serubby Cean  regular Farmers Market 2 15 7.00 0.0 105.00 3.90 101. 10 5.25
20180301 2 Sweet g arg ‘e Olde Soap Sho... 1 10 .00 5.0 57.00 5,53 50.37 285
080301 1 Smooth Shave  medium e Olde Soap Sho... 1 H 4.00 5.0 19.00 251 15,49 0.55
Mumber of records isted: 3 Totals: 30 13100 13.03 167.97 9.05
NOTE: Sales total does not indude imaoice shipping and handing.

You can select a specific recipe or recipe group, or a specific Product Description.

[ Last year The list can be filtered by Customer/Venue and Branch, as well as by

& Fromi] W Price Category and Tax Group.

You can choose any date range desired; to enter specific dates, open the
4| Augustzoos ¢ | drop-down calendar and then select the desired month and date.

i 4 5 6 7 8 9
0 11 13 14 15
17 18 dgp 21 22 3
24 25 % 27 B M 3
31

o Today: 18/09/ 3008

For each sales record, the list shows:
e Date sold
Batch number
Recipe or Product name (You can choose which to show)
Product Tag
Customer or venue name
Your Invoice number
The quantity sold
Your Unit Price
Customer discount percent
The Total Price
Your Profit (Price minus Cost)
The Cost of the products based on the adjusted costs of each supply lot used to make them
Sales Tax (The tax columns will be visible only if there is tax to show. for more information, see the
topic Sales Tax)
At the bottom of the window are totals for quantity and currency columns.

NOTE: Product costs only include materials costs - they do not include any labor costs you included on the
recipe Labor tab.
The sales total does not include invoice shipping and handling charges.

You can sort the list by clicking on any column header. Click again to sort in reverse order. In the example
above, the list is sorted by Date in descending order (most recent sale at the top).

Commands

The following commands are available from the toolbar or pop-up menu:
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Export Saves the list as a CSV file that can be opened in a spreadsheet
program. For more information on export format, see the topic

Exporting reports.
Print List Print the displayed list.

View Product Shows MyProducts with the relevant batch selected

View Invoice Opens the Sales Registers/Invoices report and displays the contents of
the invoice which includes the selected sales record..

Customer Info Opens the Customer List and highlights the customer to whom the
selected sale was made..

Help Open this Help topic.
Window stuff and Shortcuts
Double-clicking a sales record does the same as selecting it and clicking View Invoice.
You can stretch the window larger by dragging an edge or corner.

To close the Sales History window, click the [l in the upper right corner, or select Close Window from
the main File menu.

Sales Registers/Invoices report

Pro This report lists all your customer invoices, and sales registers from venue sales.

To open the report, select Invoices and Venue Sales Records under the main Reports menu, or in
MyProducts, click the Invoices button on the toolbar.

You can choose to display all invoices and sales registers, or only unpaid invoices.
The report can be filtered further by choosing a particular:

e Customer and Branch

e Price Category (e.g. wholesale or retail)

e Tax Group (you can use this to filter by sales region)

e Date Range

The list can be sorted by clicking any column header. Click again to sort in reverse order. This example
shows invoice number 3 selected. The contents of the invoice are shown at the bottom.
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=] Sales Registers / Invaice:

¥ Delee | & Edit | 7| Header &

i~ Shaw Sales..

To selected Customer, or at Venue:

|--N<:mmmcfs— ;I
Branch: | ) Branches - =
'With Price Cabtegary: And Tax Group;

[41 Categories -] AlGows =

" Mldates (¢ Year todate " Last year
¢ From: (170507 || wifaarosor x|

Print = | 5]  Export | ] Mark Paid | 2 Customers | (3)

Select a Sales Regster to view its contents:

Help

[~ Only kst unpaid imvolces

¢ tumber|  Date | Customerfene | Branch | Tow | Pad |
1 2170201 Ye Okde Sosp Shoppe ~Main - ALES | Yes
fag

2

201703-14  Farmers Markat = Main -
i) 0 fie [0 5 Shoo! Ast e

177.00

 Contenis of Sales Register 3
Said from Product Stodk Location: HOME Price Category: Retal Tax Group: Default  (Taxi= 5% Tax2= 10%) REC e
Desciption [ Barch | See| Tag | ProductCode |__guentty [ Pice[  Towml|  Tax| ~
L. Smooth Shave 1 4302 large 56402401 5 7.00 35,00 BOTH
2. Sorubby Clean 2 4302 Large SB01-02 3 7.00 71,00 BOTH
3. Sweat Soring 3 L7z smal 5B403401 4 3.00 12.00 BOTH
4. Swest Spring 3 leoz  medum  SB-0302 2 4,00 8,00 BOTH
5. Sweet Soring 3 4302 large 56403403 2 7.00 14,00 BOTH o
Total before Discount: 160.00
 Pading Item | Quantity | Cost Discount (5.0%): .00
1. box (shippng =1) i 0.22 TotalPrice: 15200
~Shipping & Handing
Postage: 15.00 BOTH
Tatsl Packing cost: 0.22 Handing fes: .00 BOTH
h“lﬂl"i.; for your business, Total before tan: 159.00
Taxi: 8.45
Tax2: 16.50
CCard fem
3,89 Irvvgice Tatal: 124.35

To view a different invoice's content, select it from the list.

Returned Products

When you record product returns, the original sales register is flagged with a notice saying Some items
have been returned... See Register # xx.

Return registers are shown in the list in red, with negative Total amount as shown for number 4 in this

example:
=] Sales Registers Tices -
K Delee &£ Edit | Header Print = | ]  Export | [ Mark Paid | I Customers | (3] Help
Show Sales.. - _— : I~ iy kst unpaid imvoices
Ta J Cus T Select a Sales Regster bo view its contents:
|~ all Customers — =] ~ M-nber| Date |-c~=ma-,~m= |Brm:h | 'm:all Paid |
. 1 20170201 e Okde Soap Shoppe -Main - 242,65 Yes
Branch: [ i Branches — = 3 170314 Farmers Markes - M - 00 Yes
) . _ 3 20170507 . ” 194, 3 3
With Price Cetegory: frwd o Group: 4 M170507  Ye Okie Soap Shogpe East end 2185
Al Categories - &l Groups -

" All dates + Yeor o date " Last year
€ From: [m170508  -| toi|mirosoa - |

Contents of Ssles Register 3:

Tax Group: Default

Some items from this register have besn returned. . See Register £ 4

‘Said from Product Stock Location: HOME Price Category: Retail (Tax1=5% Tax2= 10%)

Fetuir

The details at the bottom of the report are different for return registers - there is no packaging area,
and there is a box showing net changes to annual total business amounts as shown on theTax and

Incom mm report:
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=] Sales Registers / Invoices ===
K Delete & Edit 7| Header = Print = | ]  Export o Customess Help
Show Sales. . . . [ Only kst unpaid imvoices
L Ty, e Select a Sales Regster bo view its contents:
= 0 ustomers — E| # Wumber |  Date | Customerpience | Branch | Totsl | Paid
Branch: 1 20170201 e Olde Saap Shopps - Melain - 4165 fag
b |- aberanches - = 2 21703-14  Farmers Market - Main - 177.00 Yes
) ~ _ 3 20170507 Ye Okde Saap Shoop East end 194.35 Na
'With Price Categaory: And Tax Group: 4 20170507 | .
Al Categories * Al Graups -
" Mldates = Year todate " Last year
= From: [.‘--‘-'.'-"--'." J to: [_'.-'--_-.-.-__-_- J
Contents of Sakes Register 4
e i This & & RETURN register, It retumns items from Register 2 3
Returned to Stodk Location: HOME Price Category: Retail Tax Group: Default  (Taxl= 5% Tax2= 10%)
| Desaription | Batch | Sge| Tag | ProductCode | Quantity | Price | Total | Tax |
3. Sweet Spring 3 1.7az smal SE-03-01 4 3,00 12.00 BOTH
4. Sweal Soring 3 L6a2 [ 1T SE-03402 2 4.00 B.00 BOTH
Total Price: 20.00
et changes to annual totals: ) Original Discount @ 5.0%: 1.00
SR Ak Discounted Total: 15.00
Written Off:
Tax collected: 285 Taxes paid:  Taxl 0.95
Tax: 1.90
Mema:
SOTy you were not satisfied. Totalinduding tax paid: 21.B5
My return handing fiee: 0.00
Tax an handing fee: 0.00
Refund Amounit: 21.85

Instead of an invoice, you can print a credit statement to send to your customer. For more information,
see the topic Product Returns...

Commands

The following commands are available from the toolbar or pop-up menu:

Delete

Edit

Header

Print

Export

Mark Paid

Help

Delete the selected sales register(s). If you delete a single register, you have
the option to restore all of its listed products to your inventory.

Open the Sales Register to make changes. If you then change the quantities
of any products listed, the changes will be reflected in your inventory as
shown in MyProducts. As a shortcut, you can double-click the register to edit
it.

Edit your company name and address which will be printed on invoice
headers, or add a custom image with your company logo. See_Invoice
Header...

Print the selected sales register, or the list of sales registers. When you print
a specific sales register, you have the option to print as:

e an invoice to be sent to your customer,

e a wayhill or shipping list, or

e a register format more suited to recording sales from a venue.

You can either:

e Export the selected invoice as a text file that can be edited in a word-
processor

e Export the list as CSV file that can be opened with a spreadsheet

Mark the selected invoice as paid (or change to unpaid if already marked
paid).

Open this Help topic.
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Printing

For information about printing sales registers or customer invoices, see the topic Printing a Customer
Invoice...

Viewing Tips

Hover your mouse cursor over a label to see a brief description.

When viewing a long order, you can stretch the window taller by dragging the bottom or top edge
vertically.

Related Topics

MyProducts - Product stocklists

Customer List

Recording Product Sales - Creating a sales register or invoice

Product Returns - Recording returns from your customers

Sales History Report
Sales Tax - Setting up and using SoapMaker's Tax features

Invoice Header - Customize your printed invoice headers

Invoice Language - Select your preferred language, or define a new one.

Stock Removed report

Pro. The Stock Removed report lists all supply items and products you have removed, showing the
purpose of each removal.

Select Supplies or Products and the date range. You can also select a specific purpose from the drop-
down list, or select All Purposes.

The Supplies view shows:

date of removal

the name of the supply item

the lot number

the order number of the original purchase
the quantity, and cost of this amount

the purpose you selected for the removal

Note: If the removed supply stock was from a reused product, rather than a purchase, the order number
will show 'reused'.

When you select an item from the list, you can see anycomment you saved. If desired you can edit the
comment here.

At the bottom, you can see the total cost of the items listed.
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"% Seock Removed EI =] '
¥ Delste | % Restore & Edit. | & Print. » | (yExport. Help
Show stock removed from... Diuring the pericd. .. Cormment:
&+ supplies  Products ~ alldates {+ This year ™~ Lastyear Ta demarsirate stack removal

Pupese: (BT v | £ From: [m210501  v] i [mzi050r ]

T Date | Mame Lat Humber | orger | Cuanity | Cost | Purposs
2021-05-01 Coconut 1254 1 50 b 2400  Personsl Uss=
Total Cost: 2450

The Products view shows:
e Product Description
e Batch number
e Sub-batch Tag

"4 Stock Removed =R EcE =
x Delete c) Restore | 25 Edat & Print = ‘_J& Export m Help
Show stock removed from... During the period... R ——
" Supphes @f— Al dates: {# This year " Last year Free sampies
Pupose: |- Allpurpeses — v | " From: [2017-0503 =] o [2017.0503 =]
. Date | ProductDescrpson | Batch R Cuanty | Cost | Purpose |
20170503 2 2662 3 1.25 Personsl Use
W_lm

The following commands are available from the toolbar, or by right-clicking an item in the list:
Delete Delete the selected record without restoring stock

Restore Delete the record and restore the stock to your inventory

Edit Change the Date, Purpose or Comment for the selected record
Print  Print the current list, or select an item and print a receipt for donation
Export  Export the current list as a CSV file that can be opened in a spreadsheet

Help  Show this topic
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[ Edit Stock Removed record:

You can change the Date, Purpose o Comment.
If you need o change the quantity removed, RESTORE this recard,
then REMOYE what you need in MyProducts.

Product Desoiption Smooth Shave
Balch rumbssr 1

|2018-03-13 -

Darte Removed
Pupose:  |Advertising -|

Comment:

cornent goes here

Edit Record

If you need to change the Date, Purpose or
Comment for a record, select it and click the Edit
button on the toolbar, or right-click it and choose
Edit from the popup menu.

The Edit Stock Removed dialog will open, and
you can select a different date or purpose, or edit
the comment.

Click the Save button to save the changes.

Note: you cannot change the quantity removed
from stock. If you need to do this, use the
Restore button to restore the current quantity to
your inventory, then use the Remove Stock
feature again to remove the desired quantity.

Related Topics:

Removing Stock - remove stock from your
Supplies or Products inventory and account for it.

Tax and Income Summary report - shows total costs for each stock removal purpose.

Supply Lots Used in Batch

Pro This report lists all the supply lots used to make a particular product batch.

To open the report, select a batch in MyProducts and click Reports/Supply Lots Used on the toolbar, or
right-click the batch and choose 'Supply lots used for this batch' from the popup menu.

You can also open it by choosing Supply Lots Used under the main Reports menu.

For each ingredient used to make the selected batch, the report lists:

e (Category

e Name

e Supplier

e Manufacturer's Lot number (if recorded with the original purchase)
[ ]

recipe type)
Percent of the recipe total
Purchase date
e (Cost of the amount used for this batch

The total cost for the batch is shown at the bottom.

Quantity used for this batch (in Calculated Weight Units as specified in MyPreferences for this
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i

B - Supply Lots used for Batch
] Print. | |5 Expert. | [HH View Supply Stock Help
Baich No: |37 Product Description:  Scrubby Clean Made: 2018-11-13 (Quentities in Batch Portion units)
) Recipe: Datmesl Exfoliating (Soid Soap)
Ingredients: | catepary | Name | supplier | lot#|  Quantity for) | 5% | PurchaseDate Cest |
BaseGil Lard Cils Galare! 3872 40.00 3.7 2018-11-13 11 33
B-as:Ol Clrve: OH Galnrcl 56—162 0,00 164 _ 2018-11-13
_
L'p\c"-r ater Lye (alH) EZ SWD'\akHEﬁLDﬂlCS 1124 ') 1 2(!18 1 11 1.99
Rosemary EO L Your Mase Aromas 3324 2 50 20 2018-11-13 3.86
Mrsc Catmea Lw! grogery share L15 09 2018-11-13 0.05
Padagind: | catepory | Name Suppler | Lot & Items | PurchaseDate Cost
Virappens 'Wrapper {s0ap bar) EZ Spapmaking Supples 27 2A018-11-13 7
Lebels Label (soap bar) EZ Soapmaking Supplics 7 2W018-13-13 1M
Ingredients are not shown IF they were nat Tracked or had no stock when batch was made. Total cast: 38,56

To see the report for a different batch, either type the Batch Number, or select a different batch in
MyProducts.

The report can be printed, or exported to a spreadsheet. (For more information on export format, see the
topic Exporting reports.)

To examine the original purchase information, select an item and click the View Supply Stock button on
the toolbar - this will open MySupplies and the Purchase History report for the selected item. From there
you can select the particular supply lot and view the original order or supplier information.

You can move the boundary between the Ingredients and Packaging lists by dragging the divider
vertically.

If names are too long to be displayed completely, you can widen the window by dragging an edge.

Blends

If the batch included a blended ingredient, the component ingredients are shown in blue after the main
blend entry.

Please Note:

Any ingredients or packaging items which were not being tracked in MyProducts, were unchecked in the
New Batch Dialog, or which had no stock remaining when the batch was recorded, willnot be shown in
the list. Percentages may not total 100.

If water or water-substitute additives are included in the list, their quantities match the recipe and do not
reflect batch shrinkage during cure.

Supply Orders

This report lists all your supply shipments and other expenses.

To open the report, select Supply Orders Report under the main Reports menu. It will open with your
most recent order highlighted.

You can also open it from the Purchase History report by selecting a particular purchase record and

197 / 253



SoapMaker 3 Users Manual

clicking the toolbar View Order button. This will open the report and highlight the order containing the
selected purchase item.

You can specify the date range of orders to display, and specify a particular supplier. You can also enter
a specific invoice number to show only that particular order. The list of orders can be sorted by clicking
the appropriate column header.
For each order, the list shows the:

e Order Date

e Supplier name

e Invoice number

e Total order amount

This example shows the list of orders sorted by Order Number, with order number 5 selected. The
contents of the selected order are shown in the lower lists.

is Supply Orders e
X Delete Orderfs) | #£  EditMetes € Edit Content | [} Repest 24 Print = | g Supplier Info Help
Shaw Crders Select an order to view contents:
Fram: Al Supplers— = £ Order | pate | suppier | Trwaice | Amount |
Inwoice &2 | All 1 2015-02-01 Oils Galera! 15-000234 533.00
1 016-02-03 Up Your Mose Aromas 16-02-3456 166.50
™ nll dates & This year ™ Last year 3 0160204 Lacal gracery store 22.44
) — _ — 4 W16-02-05 EZ Soapmaking Supples 16-02-0234 265,45
(" From: | 20 16-10-21 J o | 2015-10-21 J 5 2016-02-08 EZ Soapmaking Supples  16-02-00456 I77.94
7 016-02-15 Local grocery store 25.00
Drder recaived from: Up Your Noge Aromas 8 WME01-20  ET Seapmaking Supples 160138407 343.00
Imvoice : 15-02-3455 9 2016-10-21 EZ Soapmaking Supples 16-02-0234 23, 10
Contents of Order 2
Refun ltems
Materniak and Padaging
MHame [ Lot # | Expiry [ Quandity | Price | Adj.Cost [ Inventory [
1. Firk Pigment SMS 15-00455 0.0 oz 9.95 10.72 Yag
2. Ulramarine Blue 5M5 15-D0536 10,0 oz 9.95 10.72 Yes
3. Clary Sage EO luLs i53e48 20170315 [ 480flez] 25000 2654 ]  es |
4, Lawender EQ ULS 159874 0 17403-15 48,0 floz 25.00 25.594 s
5. Patchodien _________________lulsisoses [20i703gs [ dsoflerd 2200l 230 es |
6. Rosemary EQ ULS 159873 20017-04-20 48,0 floz 27.00 2908 Yes
7. Bay Rum FO SFU 16383 W017409-20 20fez 18.00 19.39 Yag
4. LlacFO SFU 16234 2001709-20 320floz 13.00 19.39 Yes
Materials total price 154,90 Motes:
Other Expenses total: 0.00 Tritial order of all my scents and colors, Edit Motes
Total Price 154,30
Lest Supplier Discount: 0,00
Shipping, 12,00 * ~arree] Edt
Other averh=ad costs: 0.00 * —_—
Ampaunt Biled: 166,90 i o
Exchange rate: 1.0
Armount in my cUTEnCY: 166,80
Tax1 (saved as medt) B.35 g
Tax (saved as credit): 16.69 | ] Help with
Tax Group:  Defaul Creetheads
Customs/Brokerage: 0.00 * —_—

Total Business Cost 166,90 * Overheads have been detributed proportionaly and includad in each item's adjusted cast o |
' s

Notice that the example order contains both Materials and Packaging items and Other Expense items.
If both types of purchases are not included in a selected order, only the appropriate list area will appear. If
your screen is too small to show both lists, one will be shown, and a button above the list will enable you
to view the other list.

The list of orders can be sorted by clicking a column header. To view a different order's content, select it
from the list.

Overhead Costs

The lower left section lists the totals, including overhead costs such as shipping. Depending on the option
used when the order was saved, overheads marked with * may be either distributed proportionally to each
item's adjusted cost, or just shown separately in the 'pro! Tax and Income Summary report. For more
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information about this, click the Help with Overheads button to see the topic Overhead Costs.

Returned Supplies

If you have recorded return of some items from an order, it will be flagged with a note sayingSome items
from this order have been returned...

i

<2 Supply Orders ]
x Delete ﬁ{ Edit E‘ Mew Order Eﬁ Repeal ﬂ Print = ﬂ; Export | gl Supplier E‘ Help
Shaw Orders Select an order to view contents:
From: [ -4 Suppiers— = # Order | pate | suppher | voice | amount |
Tmvaice #: | Al 1 I015-02-01  Oils Galora! 16-000234 53B.00
| F ] 3 Lo Your Nose Arpmas 16- 456 EE |

& all dates ™ This year ™ Last year 3 016402404  Local grocery store 12,44

4 20160205  ET Soapmaking Supplies 1020234 256,45

C F"°""':|-"3'- 05408 _J bou |-"J'--' 05408 _J 5 WIE-02408  EZ Soapmaking Supplies  16-02-00456 93.00

LS 2015-08-22  my own garden 0.10

Order received from: Lip Your Mose Aromas 7 016-02-15  Local grocery store 25.00

8 20170508 Lip Your hose Aromas 16-02-3456 -35.85

Invoice #: 16-02-3456
Contents of Order 2:

Some jtems from this order have been returned... - |
See Order £ 8

Materials and Padaging
T - | p— T - T - — | -. T - - - T= . T
Return orders are shown in red with a negative amount. If you select one, you can see that the details are
different from a regular purchase order...

5

<2 Supply Orders el
K Delete | & Edit | [z Mew Oider | [f4  Repeat | 5 Print *+ (1} Export | g Suppler (@) Helg
Show Orders Select an order to view contents:
Fram: |4l Supplers — = /. Order | pete | suppler | Evoice | Amount |
tvoice: [ Al 1 2016-02-01  Ois Galore! 15-000234 533.00
r 2150203 Up Your Nose Aromas 16-02-3455 166,50
& Al dates ™ Thig year 7 Lagt year 3 2015-02-04  Local grocery slore 2244
. —— — 4 216-02-05  EZ Soapmaking Supphes 16020234 265.45
- ':"""“=|-'- 170508 _~| “’-|-‘- 17058 =] 5 2016-02-08  EZ Socapmaking Supplies  15-02-00456 53.00
L ] 2015-05-22  my own garden
Order returned to:  Up Your Nose Aramas

Irvoice : 16-03-3456 Lin Tour Nose Aromas

Contents of Onder B:
s This is & RETURN order, ; |
It returng items from Order = 2
Malterials and Packaging ! '
Mame [Lot= [ ey | Quantity | Price | AdiCost| Stame | |
1. Lavendsr EQ LLS 155874 37.22008 fl az 19,39 17.23 1
2. Rosemary EO ULS 155373 45,33715fl az 25,50 22.66 1
— Status indicators:
Total Refundable Price: 44,89 I=Imentory M =MNondnventory 5 =Spedal Price )
Less fee or discount: 000  Motes: - NELt:
Exchange rate: L0 Aeturmed items from Order= 2
Amount i my oUrTency: 44,39
original Tax paid
Tew1 [saved as credit): 2.4
TanZ (saved as oedit): 4,49 p———
Tota Refund ind. tawx: 5162
Return Shipping cost: 5,00
Other costs: 0,00

Mat Business Cost change: -39,89 Tax Group: Default

Tax Credits chamge: 6,73 Cose

Commands
The following commands are available from the toolbar or pop-up menu, or from other buttons on the

form:

Delete Delete the selected order(s). You can select multiple orders for deletion using
Shift-Click or Ctrl-Click.

Edit Notes Edit just the Notes area of the selected order. After making changes, click
the Save Notes button to keep your changes.
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Edit

New Order

Repeat

Return
Item(s)

Print
Export

Supplier
Help

Mates:
Example of a purchase order which indudes both MATERIALS and OTHER EXFENSES,

Eddit
Motes

)

Edit the contents of the selected order. This will open the New Supply

Purchase form with all the contents of the order so you can correct any

errors made when first creating the order. (Note that the number of containers
and container size is no longer known - only the total quantity of each item
from the original order will be shown.)

Note: When you edit a previous order, any changes could affect the adjusted
costs of all items in the order because overhead costs are distributed
proportionally. But if you have already saved batches made with any of the
items in the order, their costs will not be adjusted to match.

The Edit command is not available for return orders.

This will open the New Supply Purchase or Expense form so you can record
a new order.

This creates a new order with the same content as the selected one, and
opens the new order for editing.
The Repeat command is not available for return orders.

Pro You can create a Return order by selecting one or more items and
clicking the Return Item(s) button, or right clicking and choosing from the
pop-up menu. Return orders are shown inred in the orders list.

For more information, see the topic Return Supply Items.

You can print either the list of orders, or the contents of a selected order.

Export the displayed list of orders as a CSV file that can be opened with a
spreadsheet. All values are exported including totals and taxes.

Opens the Suppliers List and displays the supplier of this order

Open this Help topic.

When done, click the Close button.

Window stuff and Shortcuts

Hover your mouse cursor over a label to see a brief description.

When viewing a long order, you can stretch the window taller by dragging the bottom or top edge

vertically.

Double-click an order in the list to edit it.

Use the keyboard up/down arrows to select a different supply order.

Press the Esc key to close the window.

Related Topics

MySupplies - Supply stocklists

Sales Tax - Setting up and using SoapMaker's Tax features

Suppliers List - Name and contact information for all your suppliers
Purchase History Report - List of purchases for a selected supply item
Recording Purchases - The New Supply Purchase Form

List of All Purchases - Lists individual purchased items

Return Supplies - Return one or more items to supplier
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Supply Usage

pro Usage History for Supply item

This report lists all the product batches you have made using a particular ingredient or packaging item,
and for packaging items, any sales registers or transfers where the item was used for shipping.

To open the report, select a supply item in MySupplies, and Click the Usage button on the toolbar, or
right-click the item and choose Usage History for Item from the pop-up menu. You can also open it
from the Purchase History report or the Reused Products report.

Product Batches

i Usage History for 'Olive’ ===
T Export. ¢l  Supplier (8 ViewBatch | 5 View Sales Help
(Select a supply item in MySupplies or Purchase History to see its usage history here.)
Show Supply [tems used during: Using thess Supply Lots:
" Al dates * This year " Last year Supplier: | all suppliers - v | " AllLots
¢ From: [180rm0 -] t:[m0110 ] Cwe| € Lotpuchasedon: 20180100 ]
Lisad in Product Batches:
Supplier | Lote | Purchased | Batch | DateMade | Product qQuanitity (gal) |
E7 Sopapmaking Supples 5678  2013-01-10 11  2013-01-10  Swest Spring 0.327
mﬁ""_—“w 0 xfokating | 0.153
EZ Soapmaki View product batch details o Let1 2013-01-10  Olive-Lavender infusion 0.B17
View Supplier information
View Sales History Q
Mate: Purchase lot unknown for sales or transfer regsters saved prior to release 112, Total used: 1.31 gal

Usage i unknown for product batches saved prior o release 1.6

The example above shows usage history for the Base Oil "Olive" showing batches made this year, using
Olive oil purchased from any supplier. Note the third item listed, which is a batch of acustom blended
ingredient, rather than a purchased one. In this case, instead of a batch number, it shows theLot
number that was assigned when the blend batch was made.

For each product batch the list shows:
e The Supplier from whom the ingredient was purchased
The Lot Number and Purchase Date
Your product Batch number
Date the batch was made
The Product Descriptive name
The Quantity of the selected supply item used in the batch (in the same units as specified when
purchased)

The list is sorted by Date (most recent at the top). At the bottom is shown the total quantity used in the
listed batches.

By selecting an item, you can then use the Toolbar buttons, or right-click for a menu to view the product
batch, supplier information, or sales history for this batch.

Note: Batches recorded prior to version 3.6.0 (released May 2013) did not include a record of supply lots
used, and cannot be displayed.

Packaging used for Shipping

For packaging items, the report also shows lots that were used for shipping on Sales Registers or
Transfer Registers:
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) Usage History for 'box [shipping 17" [
R Export. | 4l Supplier 1) View Register Help

{Select a supply item in My5upplies or Punchase History to see its usage history here,)

Show Supply [tems used during: Using thes= Supply Lots:

™ &l dates & This year ™ Last year Suppher: |- al supphers - |

" From: [01801-10 ~| to:[2018-01-10 ~] © Lotw " Lotpurchased on: [2018-01-10 _~]

Lig=d in Product Batches:

Supplier | Lot # | Purchased Batch | DateMade | Procuct | quantity (items) |

Mo batches found within the spedfied date range

Lis=d for Shipping in Sales and Transfer Regsters:

Supplier | lot®| Purchased | Register#|  Date | customerfocation [ Quantity |
Wioodman Designs - 0iB-01-06 T2 2018-01-10 Locabon: SoapShop 3
View Suppher information ﬂ 20180102 1 ¥e Ohde Soam
View Register h
Hote: Purchase lot unknewn for sales or transfer registers saved prior to release 3. 12 Tatal usad: 5 items

Usage is unknown fior product batches saved prior to release 3.6

In this example, the packaging item 'box (shipping #1)' was used as part of aproduct transfer to the
customer location 'SoapShop' (indicated by the T prefix on the register number), and as part of a sales
invoice sent to the customer 'Ye Olde Soap Shoppe' (indicated by the S prefix).

For each sales or tranfer register the list shows:

® The Supplier from whom the packaging item was purchased
The Lot Number if any, and Purchase Date
The Register number (with prefix S for sales, or T for transfer)
Date of the sale or transfer
The Customer Name for sales, or Location Code for transfers
The Quantity of the selected packaging item used for shipping

The list is sorted by Date (most recent at the top). At the bottom is shown the total quantity used in the
listed registers.

With a shipping item selected, you can view the related sale or transfer register by clicking theView
Register button on the Toolbar, or right-clicking and choosing View Register from the pop-up menu.

Note: Sales or Transfers recorded prior to version 3.12.0 (released January 2018) did not include a record
of supply lots used, so list items will show lot number 'unknown' and may represent more than one
purchase.

Filters

You can choose to limit the display to a particular date range, a single supplier, or even a particular Lot
number or purchase date.
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You can choose to view only supply lots

Show Supply Items used during:
used within a selected date range.

(" All dates (" This year (" Last year
To enter specific dates, open the drop-

@ From: [EEB-0s01 v| to:[2018-01-10 v) down calendar and select the desired

month and date.
+ | september2017 * |

Ised in Produc

Supplier 5 Purchased
QisGalore! | 3 4 5 & 7 ;} g |2017-02-01
Cilz Galore! W 11 12 13 14 15 1 20170201

i7 18 19 20 21 22 23
24 25 2% 27 28 29 30

= 3Today: 2018-01-10

The Toolbar provides the following commands:

Export Export the displayed list as a CSV file that can be opened in a
spreadsheet. For more information on export format, see the topic

Exporting reports.

Supplier Opens the Supplier List and shows information for the supplier of the lot
used for the selected batch.

View Batch Opens MyProducts and displays the selected batch details

View Sales Opens the Sales History report and lists the customer invoices which
included products from the selected batch.

View Register For packaging items used for shipping, opens the Sales

Registers/Invoices report, or Product Transfers report with the related
register highlighted.

Help Opens this Help page

Note: The Usage Report relies on records associated with the individual ingredient purchase records (as
shown in the Purchase History reports) and the batch records (as shown in MyProducts). If you delete
either of these, the usage history for those elements will no longer be available.

Window stuff

When you first open the Usage History window, SoapMaker attempts to position it next to MySupplies
without overlapping. If necessary, you can move either MySupplies or Usage History by dragging its
window top. You can resize either window by dragging a corner or edge.

You can leave the Usage History window open and select another item in MySupplies to see its history.

To close the Usage History window, click the [Zll in the upper right corner, or select Close Window from
the main File menu.

Tax & Income Summary

Pro This report can assist in preparing Income Taxes as well as Sales Tax or Value Added Tax returns.
It can be printed, or exported to a spreadsheet.

To open this report, select Tax and Income Summary under the main Reports menu.
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B Tax and Income Summany A
HPrintreport... | (fy  Export.. Help Current Inventory (These values should be captured at the end of each tax year):
Tatzl Value of Supplies (based on I3test orices): 473583  (See MySupples ORTIONS)
Total Value of Products n stock: 59,43
Set dete rangss for Incoms and Costs botals: Totsl Inventory Vale: SRR
During the period...
(_ - - Income and Casts Statement:
: T4 ] .
Sl it =i Ewperese Ttems from Purchass Orders Sales
. f— - f— - Total Product Sales: §5920.10
" From: | 2020-12-29 to: [2020-12-29 =
| =] =] -] Category | Amount e Sales Taw Colected: 782219
Advertiing 375.00 - Ep—
Remaved Stock Costs: Inzurance 523.00 g"‘dﬁ' 5‘.1!—:3';1_
. . anites: .00
Stock was removed and not writk=n off E:fﬂ;: Expenses 2:?'00
fior the fillawing purpacas: :’ff":L“ _;‘:_E‘:'gg NOTE: 819 supply orders are NOT shown in Purchase Querheads
== s be=causs item costs were adjusted bo includs these overheads.
Purposs [ suppies [ Products | Total oot
indvier tising 0.00 .00 0.00 )
Danatian a.00 0,00 0,00 7 Us= total purchass amounts
Persena Lse a.00 0.00 oo
Crther 4.00 0.00 0.00 Supplies, Expenses & Salaries:
Actual cost of supply lats used: 4735.00
Total: 2870.00 Expersas total: 2870.00
Salaried Laber costs: 0,00
Purchase overheads:
Supply onder shipping cosls: 0.0
Taitals: 0.0 n.00 0.0o0 Non-credit sales tax on purchases: 0.00
Castoms 0,00
Ot cerhead: 0,00
Sales Taw or Velue Added Tax Credits: Sales overhends: & pvEea
Taw Tax TaxRat= Teaxanle SalesTax  less Tax Credis Tex Shipping Costs (incliding packaging): Ham
GrOUD Mame  (ourment) Incame Calected ] ENPENEEE oad Card processng fees: a,00
Default Taxl  5.000% 521%8,00 260740 543,40 206400 Losses:
s - . 3 S . = - Supplies Written Off: 9.6
Cefak T2 | A0O00% | S2U4T.S0 sziaT f58.50 558 Unisold ar retuned Praducts Written OFf: 6.63
Total Costs: .57

Ket Income: 806343

Tolas: 783219 1195.70 =

en
a
[
¥

The report has 2 main areas:

1. Current Inventory:

Current Inventory (These values should be captured at the end of each tax year):

Total Value ot Supplies (based on latest prices): 4597.30 {Se= MySupplies OPTIONS)
Total Value of Products in stock: 313.47
Total Inventory Value: 4910.73

The Current Inventory area shows the current value of all your supplies and products in stock. By
viewing or printing the report at the end of each year, you can include the amount in your income tax
return. Note: The total value of your Supply Stock can be based on either:

e 'Current market value' based on your most recent purchase of each ingredient

e Actual cost of each lot purchased.
The method used to calculate stock value depends on the option you choose. SeeMySupplies Options for
more information.

NOTE: It is important to capture the stock values at the beginning of each new year. Write them down
and keep them in a safe place. These values represent a snapshot of your current inventory, and will
change when you record new purchases or sales. You can set an option in MyPreferences to display a
reminder the first time SoapMaker runs at the beginning of each year.

2. During the period...

The lower part of the report shows information for whatever date range you select:
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During the period...

i Al dates " Year to date

Income Statement:

.......................

(" From: [2017-05-05 v | to: (20170505 ~]

Sales

The Income and Costs Statement for the selected date range shows:

Your total product sales, the sales tax included in your invoices, and your Net Sales.
Total of gratuities from venue sales

Your business costs, including direct costs for the raw materials and packaging items you purchased or
used during the selected period, as well as labor, other expense items, overhead costs associated with
purchases, postage or shipping costs paid to send your products, and card processing fees associated

with your sales.

e The Net Income calculated by subtracting your total costs from your net sales plus gratuities.

Income and Costs Stabement:

Experse liems from Purchase Orders Sales
Total Product Seles: 55380, 10
Category | Amount es Sales Tax Calected: /822,19
Bl tiing 373.00 - —
- . 7.5
Insurance 593,00 M=t Sales: .|.-"|..-. 1
Cffice Expengss 227.00 Gratunes: Gl
[= 6 [
:‘Ed i:S g;é'e:g HOTE: 819 supply orders gre NOT shown in Purchase Owerheads
== e becauss item costs were adjusted to includs these overheads.
Costs
{7 Us= total purchass amounts during the period
% Lz achual cost af suoply lots wsed for sales]
Supplies, Fxpenses & Salaries:
Actual cost of supply lots used: 4735.00
Total: 2870, 00 e Experses tolal 870,00
Salaried Labor costs: 0.00
Purchase overheads:
Supoly order shippng costs: 0.0
Hon-credit cales tax on purchases: 0.00
Cus fomes: 0.00
Other overhead: Q.00
Sales overheads:
Shipping Ceste (incuding packaging): 402,00
Card processing fees: .00
Losses:
Suppli=s Written Off: &9 0
Urigald ar returned Praducts Written Off: 6.63
Total Costs: .57
et Income: B063.43

The Expense Items from Purchase Orders list, shows totals for each category of expense you
recorded using the Other Expense tab in the New Supply Purchase or Expense Form. These are totaled
and the total is transferred to the main Costs list. (If you need to edit these categories, you can do so

from the List of All Purchases report.)

The Salaried Labor costs item is derived from the Labor Report, and shows the total of salaries paid

during the selected period.

WOTE: Al 9 supoly orders sre MOT shown in Purdhass Owsrhaads
b=causs ibem costs were adjusted to includs these overheads.

Costs

7 Us= totel purchass amounts during the period

To calculate your Materials and Expense costs, you can
select either of these options:

a) Use actual cost of supply lots used - this is your cost
of goods sold (COGS) and is calculated from the actual cost
of all the products you sold during the selected period.

b) Use total purchase amounts - this shows a total of all your purchases of materials and packaging,
and other expenses for the selected period.

Note that when using option (a), the cost list also showsLosses, which are the costs of any supplies or
products written off during this period. (These are not listed if you choose option (b) since they are



included in your total purchase amounts for the period.)

When you record purchase orders, you have the option to
distribute overhead costs proportionally by adjusting each
item's cost. If you chose this option, any overheads from

Removed Stodk Costs:

Stock weas removed and ot vritk=n off
fior the fallawing purpoces:

affected orders will not be included in the Purchase Furposs | suppies | roducts | Totsl
Overheads totals, since those costs are bundled into the i o o o
individual supply item and expense costs. If any recorded Perseral Lise 2.0d 0.00 0,30
orders for the period were saved this way, you will see a note | | “™ 301 o0 0.00
as shown in the example above. For information about this

option, see Overhead Costs.

The Removed Stock Costs area lists the costs of all supplies = ... . 200 .

and products stock removed during this period (except stock
written off) as reported in your Stock Removed report. It
shows the totals for each purpose.

You may be able to claim a tax credit for these items.

The Sales Tax or Value Added Tax area shows the taxes you have defined in MyPreferences, and
referenced in your purchase orders and sales registers.

Sales Tax or Value Added Tax:

Tax Tax Tax Rate Taxable Sales Tax  less Tax Credits Tax
Group Mame (current) Income Collected 0 EXPENSES Cwed
Default Tax1 5.000%: 155238 776.40 336.05 440. 35
Default Tax2 10.000%: 15523 1552.79 &672.10 830,69
Totals: 2329.19 1008.15 1321.04

Your tax owed is the tax you have collected on your sales during the selected period, less anytax
credits you can claim. Your taxable income for each tax is also calculated as an aid in completing your tax
return. (Note that any tax on your purchases that you have not defined as credit will be included in your
Purchase Overheads as shown above under Costs, or bundled into the materials and expenses totals if
you chose that option.)

If you have defined more than one tax group, all taxes in each group are listed here.

For information on setting up your own taxes, and recording tax on purchases and sales, see the topic
Sales Tax.

Qand A

Frequently Asked Questions
(Click a category to see list of questions)

General

Supplies

Recipes
Products



General FAQs

Frequently Asked Questions about General topics
(Click one to see the answer)
I just got SoapMaker. How do I set up my inventory?
Can I run SoapMaker on more than one computer?
Is there an easy way to delete the examples that came with SoapMaker?

How can I sen icture of the SoapMaker screen?

How can I include my labor cost in my recipes and products?

I got an error message - what should I do?

How do I change the currency symbol for my costs and prices?

How I export a report?

How can I skip the Print Dialog whenever I print something?

How can I print to a file inste f the printer?

Other Question areas:
Supplies
Recipes
Products

Deleting example data
Is there an easy way to delete the examples that came with SoapMaker?

SoapMaker comes with example supplies, recipes, batches, purchase records, and sales records. Once
you have familiarized yourself with the program using these examples, you can edit or delete any
examples you don't want to keep.

To delete them, choose Clear Data... under the File/Database... menu, and select the types of data
you want to delete.

Warning: ALL data of the selected types will be deleted, so do not use this command if you have entered
any data you want to keep!

For more information on setting up your database, see Initial Setup.
Exporting reports
How do | export a report?

Several reports can be exported as CSV files so they can be opened in a spreadsheet. With the desired
report open, choose Export under the File menu, or click Export on the toolbar if available.

CSV stands for 'comma separated values'. A CSV file is a plain text file with columns separated by a
particular character. Traditionally this was a comma, but this does not work well with all data, particularly
in places where comma is used as the decimal point, so you have the option to useTab instead of comma
as separator. Whichever option you choose will become the default for the next time.

When you open the saved file with a spreadsheet program, you may have to specify which character
should be used as a separator so your file will correctly interpreted. For example, to choose which



separator you want in Excel, follow these steps:
1. On the tool ribbon, select the Data tab
2. Click From Text/CSV

3. In the dialog that opens, select the correct delimiter (e.g. "Tab" or "comma").
You will see changes immediately in the "data preview"

4. Click the Load button to open the file correctly formatted.

How to handle Error Messages
| got an error message - what should | do?

There are 2 classes of error messages you may see:

1. User errors - indicating for example that you have entered something incorrect or invalid on a form.
These are usually self-explanatory, and may include a Help button to get more information.

2. Program errors - these are more serious, and should never occur just because of something you typed
or clicked. For information on dealing with this type of error, see the topicError Messages...

How to include Labor Costs
How can | include my labor cost in my recipes and products?

With the Lite edition, you can Create a "packaging" item in MySupplies for a labor-hour. Then include the
appropriate quantity in each recipe.

pro However, this is not recommended for the Professional edition, as it can distort accounting for tax
purposes. Instead it is recommended to use the Labor tab on your recipes to record labor costs which will
show in your Price List as a guide in setting your prices to achieve the desired profit margin. If you have
hired staff, you can also use the Labor Report to record and track your wage expenses so they will be
included as a line item in the Tax and Income Summary report

Printing directly with no dialog
How can | skip the Print Dialog whenever | print something?

Normally a Print Dialog window will open whenever you print something so you can choose the desired
printer, set the format to portrait or landscape, choose double-sided, etc.

If you want to skip this and just print using the system default printer and settings, you can set your
preference as follows:

1. Open MyPreferences by clicking the Prefs button on the main toolbar.
2. In the General area, Un-check the box labeled Show Printer Dialog before printing.

3. Click the Save button.

Print to file

How can | print to a file instead of the printer?

1. After you click the Print button, choose Printer Setup
2. Next to Printer Name, choose Microsoft Print to PDF or Microsoft XPS Document Writer.
3. Click OK

This will save the invoice as a PDF file or an XPS file.



Saving a screen shot
How can | send a picture of the SoapMaker screen?

To create a screen shot, press Alt-PrtSc on your keyboard. Then open a graphics program, such as
Paint, or a word processor, and Paste the image. Save it as a GIF or PNG file, or DOC file.

If you want help with a problem, create a trouble ticket using the CONTACT button on the Support page
at www.soapmaker.ca and attach the saved file.

SoapMaker on 2 computers
Can | run SoapMaker on more than one computer?

When you purchase SoapMaker, your licence entitles you to run it on one or two computers for your own
use.

If you run SoapMaker on two computers (e.g. a desktop in your office and a laptop in your soap room),
you will need to synchronize your database on both machines. If your computers are connected by a local
network, they can share a single database file. (You can also do this by using a cloud storage location such
as DropBox). See the topic Sharing your Data for instructions./pro

If your computers are not networked, you can synchronize the databases on each by using the Backup
Data command whenever you make changes on one machine, then copy the backup file to the other and
use the Restore Data command to load the copied database.

Related Topic
Preserving Your Data

Venue sale expenses
How do | record booth fees or other expenses for sales venues?

As with any other expenses associated with your business, you can record venue expenses such as booth
fees, travel and lodging, meals, etc. using the New Supply Purchase or Expense form.

Open this form by choosing Record New Purchase... under the main Supplies menu. Select the Other
Expenses tab, and enter appropriate categories and descriptions of the expenses. If you haven't already
done so, create a new 'supplier' for the venue so you can easily find this form later in the Supply Orders

Report.

FAQs about Supplies

Frequently Asked Questions about Supplies

(Click one to see the answer)
How do I correct an error in a supply order?

How can I change a supply item's unit cost, or set it to zero?

How can I adjust the quantity remaining in stock of a supply item?

Why do different supply items have different units (e.g. gal or Ib)? How can I change them?

I recorded several purchases of an item, but the value displayed doesn't match what I paid.
How do I record the price of an ingredient I bought on sale while remembering my regular price?
If T buy supplies in bulk, and then resell smaller quantities, how can I track this?


https://www.soapmaker.ca

How can I track supply Lot Numbers?

I purchase lend of oils - how can I determine the properties?

How can I track packaging materials by the roll?

How do I account for water used in recipes?

How do I add Lanolin to my base oils?

Other Question areas:
General

Recipes
Products

Changing unit costs

How can | change a supply item's unit cost, or set it to zero?

The unit cost of each supply item is derived from the most recent purchase of that item (unless you
marked it 'not for inventory' and there were previous inventory purchases). So when you record a new
purchase, the unit cost will be recalculated from the purchase price (adjusted for shipping cost, etc.).

If you made a mistake when recording a purchase, and need to change the unit cost of an item, you can
edit the associated supply purchase order accessible from the Supply Orders Report.

If you want the unit cost to be zero, then either...

® Record a fake purchase of any quantity with a price of zero (not blank), or
e Delete all the purchase records for the supply item - the unit cost will then be set to zero.

Pro. Note that when you make a batch of products, the cost is always based on the cost of the actual
supply lots used, not necessarily the latest purchases of each. For more information, see the topic Cost
Calculation.

Correcting a supply order

How do | correct an error in a supply order?

You can simply edit the order - you can access it from the Supply Orders Report.

Pro. Note that if you have recorded product batches using any of the supply lots from this order, and the
adjusted cost for the item changes as a result of editing the order, this will not be reflected in the product
costs of those batches. Because the order overheads are distributed proportionally to calculate adjusted
costs, an item's cost may change even if you just change other items in the order.

Personal use
How do | handle supply items for personal use?

When you record the purchase in a New Supply Purchase form, you can check the Not for Business box -
this will prevent the item from being added to your inventory, or contributing to your business costs.

If you have already recorded the purchase, or just want to use some of the item for personal use, you can
use the Remove Stock feature as follows:

1. In MySupplies, select the item and click the Purchase button (or right-click and choose Purchase
History for Item).

2. In the Purchase History report, select the purchase record from which you want to take stock for
personal use, and then click the Remove button (or right-click and choose Remove or Write-off



stock).

3. Enter the quantity to be removed, choose the purpose (e.g. Personal Use), add a comment if
desired and click OK.

Purchased Oil Blend Properties
| purchased a blend of oils - how can | determine the properties?

If you purchased a blend of base oils which are already in SoapMaker's database of more than 80 oils, you
can easily determine the properties of the blend so that recipe lye quantities will be calculated correctly,
and the predicted soap qualities on the graph will be accurate.

There are two ways to do this - if you have the Professional edition, you can use theBlends feature to
create a temporary custom blend with the same constituent oils and proportions as your purchased blend,
then copy the properties of the temporary blend. Or you can calculate the purchased blend properties
manually using the properties of the constituent oils. Following are step-by-step instructions for each
method.

We will use the example of a blend of 60% Olive oil and 40% Canola - let's call the blend 'CanOlive'.

Using the Blends feature pro

1. On the Blends tab of MySupplies, click the New button to open a new blend formula. Enter the two base
oils 'Olive' and 'Canola’, and set the percentages to 60 for Olive and 40 for Canola. Enter any quantity for
the total, then save the blend as 'temp'. You will not be keeping this, as you do not actually make this
blend yourself.

2. On the Oils tab of MySupplies, click the New button to create your new purchased blend item - call it
'CanOlive'. The Qil Properties window will open.

3. At the bottom of the Oil Properties window under 'Copy properties from:', select the temporary blend
'temp' that you just created. Click the Copy Properties button.

4. Save the properties for CanOlive and close the Oil Properties window.

5. Now you can select the 'temp' oil blend and delete it.

Manual calculation of blend properties

1. On the Oils tab of MySupplies, select 'Olive' and click the Properties button. Write down the SAP,
Specific Gravity, Iodine, and all the Fatty Acid values, or copy them into a spreadsheet.

2. Select 'Canola’ and capture its properties in the same way.

3. For this example where 'CanOlive' is 60% Olive and 40% Canola, calculate the SAP value of the blend
like this:

CanOlive SAP = (0.6 X Olive SAP) + (0.4 X Canola SAP)

4. Calculate all the other properties in the same way.

5. On the Qils tab of MySupplies, click the New button to create your new purchased blend item - call it
'CanOlive'.

6. In the Oil Properties window for CanOlive, enter all the calculated properties and click Save.

Now that you have your new blend's oil properties, you can see how its relative qualities compare with
other oils by selecting Compare Oil Qualities under the main Tools menu.

You can adapt the above procedures for any combination of two or more base oils.



Reselling supplies
If I buy supplies in bulk, and then resell smaller quantities, how can | track this?re

Here are ways to track your inventory when you resell supplies:

Re-packaged bulk ingredients
Let's say you have purchased Lavender EO in bulk, and intend to resell 100 fl oz in 20 fl oz portions...

1. Create a new non-soap "recipe" called Resale lavender EO. Enter 1 ingredient - Lavender EO 100
oz, and 1 packaging item - Bottle 20 fl oz with quantity 1 per portion. Under Options, set the portion
size to 20 fl oz.

2. Save the recipe in a group called Resale Supplies.

3. Use the Make Batch command - this will deduct 100 fl oz from your Lavender EO supplies stock, and
create an entry in MyProducts list with 5 portions of 20 fl oz each. Name the Product "Lavender EQ".

4. When you sell a portion of your Lavender EO, create a sales record with this item (and whatever else
you are selling with it). SoapMaker will deduct the portions sold in your products list.

5. You can print a customer invoice showing the portions sold, plus any overheads like shipping or taxes.

6. In your Sales Registers report, you can see the details of this sale. In your Sales History report, you
can select the recipe group Resale Supplies and see a list of all your supply sales, when they were
made and to whom, and the quantity and your profit margin.

Accessories
If you resell accessories, such as soap dishes, you can record sales and track inventory as follows:

Remember that Sales registers or Invoices work in conjunction with MyProducts, so anything you want to
sell has to first get into a batch in MyProducts, which means it has to be used in a recipe from which
batches can be made.

So let's say you buy soap dishes in bulk, and want to resell them...

In MySupplies, create a new packaging item called soap dish. When you purchase a quantity of soap
dishes, record the purchase - now you have them listed in MySupplies with a unit cost.

Selling accessories by themselves:
Now if you just want to sell soap dishes by themselves, then:

1. Create a non-soap recipe whose only content is soap dish in the Packaging area. Set the quantity to
1 per portion.

2. On the Options tab, set the number of portions to whatever you like - probably the quantity you buy
at one time.

3. Save the recipe in a group dedicated to this kind of 'recipe' - call it something like 'Accessories' or
'Resale Supplies'.

4. Make a batch with your Soap Dish 'recipe'. Now in MyProducts, you should see a new batch of your
Soap Dish recipe. The humber of portions made is the number of soap dishes in the recipe, and the
portion cost is your cost for each soap dish.

5. Now whenever you create a sales register you can include a quantity of soap dishes and the price you
charge for them.

In MyProducts, if you display only batches made with the Soap Dish recipe, you can see the total number
of soap dishes remaining in stock. When you buy more soap dishes, record the purchase, then make



another 'batch’ with your Soap Dish recipe in order to move them into your products stock.

Accessories as part of product combinations like Gift Sets:

To create gift sets, or similar groups of products, you need to first transfer any products you have made
for this purpose into your Supplies stock (see the topicRe-using Products as Ingredients).

Then create a 'recipe’ for the gift set, including your own products, and any accessories like the soap
dishes. For more information, see the topic Selling Product Combinations.

Special purchases

How do | record the price of an ingredient | bought on sale while remembering my regular price?

On the New Supply Purchase form, check the box labeled Special Price.

SoapMaker saves each purchase in the Purchase History for that ingredient or supply item so you can see
how much you bought and what you paid for it. The unit cost used in calculating recipe costs is normally
based on the most recent purchase, but if the item was flagged as a special price, the next most recent
item's cost will be used instead.

Despite the above, remember that when you record product batches, the product cost is based on
whichever supply lots you actually choose for the batch (not on the recipe costs which are based on the
most recently purchased lots not flagged as special price).

Supply item units

Why do different supply items have different units (e.g. gal or Ib)? How can | change them?

The units for each supply item listed in MySupplies are based on the most recent purchase of that item.
So, for example, when you record a new purchase, if you bought x number of gallons, the units will be set
to gal. This should make it easy for you to check your stock quantities when doing an audit, or deciding to
place an order to replenish supplies.

If you need to change the units for a particular supply item, you can edit the original supply order accessed
from the Supply Orders Report.

Stock value doesn't match prices

| recorded several purchases of an item, but the stock value displayed in MySupplies doesn't
match what | paid.ero

In MySupplies, you can choose to have your stock value calculated based either on the current market
value of your stock (derived from your most recent purchase), or on theactual price of each lot
purchased. Make sure you have set this option the way you want it on the Options tab of MySupplies.

Tracking packaging by the roll

How can | track packaging materials by the roll?

1.

2.

As an example, let's assume you buy rolls of shrink wrap...
Create a packaging item called Shrink wrap meters or Shrink wrap feet.

Record a purchase of your roll of shrink wrap (let's say it comes in a 100 meter roll)...
record 1 container (the roll) with quantity 100 (the length of wrap on a roll).

In each recipe, on the Packaging tab, enter the Shrink wrap item name, and the estimated number of
meters or feet (either per bar, or total for the recipe - your choice). For example, if each bar takes
about 20 cm of wrap, enter a quantity of 0.2 Shrink wrap meters per bar.



Water, accounting for
How do | account for water used in recipes?

If you use tap water to make your products, you have options to account for the cost, depending on what
method you use for your annual supply costs. You want to account for the costs, but don't need to track
inventory.

In order to see the water cost in your recipes and product stock, record a 'purchase’ using theNew Supply
Purchase form with some quantity and price based on the rate you pay for water. It doesn't matter what
quantity you enter, since you're not creating an inventory record.

Before saving the water purchase, check the Not for Business box - this will prevent SoapMaker from
trying to track your inventory.

On the Tax and Income Summary report, you have two options for tracking annual supply costs:

a) Use total purchase amounts during the period

If you use this option for your annual cost, then because you checked Not for Business on the purchase
form, the water price will not be included in your total business costs, but you can still see the cost in
recipes and product costs.

To include water costs in your total business costs, before doing your taxes record a 'purchase' using the
Other Expenses tab on the New Supply Purchase form and enter the appropriate portion of your water
bill that you want to claim as a business expense. Be sure youdon't click the Not for Business box.

b) Use actual cost of supply lots used for sales

If you use this option on the Tax and Income summary, then every product sold will add the water cost to
your total business costs. You don't need to create a second 'purchase' for the total.

Related Topics
Distilled vs. Tap Water - How to set up your supplies and recipes

Lanolin
How do | add Lanolin to my base oils?

Lanolin is a waxy substance, with only a tiny percentage of the fatty acids we normally use to calculate the
numbers for SoapMaker's graph. The SAP value is 0.075 which is only about half of that for a typical soap-
making oil.

For these reasons, we suggest Lanolin be treated as an additive rather than a base oil in your recipes. If
you prefer to add it to your base oils list, you can use the SAP value above, but it will not contribute to the
graph numbers. The specific gravity of lanolin is 0.9.

FAQs about Recipes

Frequently Asked Questions about Recipes
(Click one to see the answer)
How do I create a Melt & Pour soap recipe?
How do I make a recipe using both NaOH and KOH lye?
Why do the lye and water amounts differ from another lye calculator I've used?
Why don't the costs shown in my recipe don't match what I paid for ingredients?
How can I enter my additives as a percentage of the base oils?



Can I create a recipe with only packaging items?

Why is my re-sized recipe t i r too small) for my mold?

I entered a small quantity of an ingredient, but later it shows zero. Why?
How do I super-fat my recipe with a specific oil?

How can I see all my recipe ingredients on the screen at once?

How do I use Citric Acid in my recipes?

How do I replace water with another liquid?

Other Question areas:
General

Supplies
Products

Melt & Pour soap
How do | create recipes using Melt and Pour soap base?

Since melt & pour soap base has already been saponified, you don't need the lye and water calculation
features of the soap recipe form.

Create your M&P base ingredients in the Additives section of MySupplies, and use the non-soap type of
recipe for your M&P soap.

If you want to create your own soap base, and then use it in M&P recipes, see the topicRe-using Products
as Ingredients.

Dual lye recipes
How do I make a recipe using both NaOH and KOH lye?

For any recipe using both types of lye, use the Combined lye recipe type.

Recipe calculation differs from other programs
The Lye or Water amount SoapMaker shows is different from other calculators | have used.

The quantity of lye recommended for a particular recipe is calculated from the Saponification (SAP)
values of each base oil in the recipe as determined by industry research. However, the SAP values for
different oils can vary slightly between different manufacturers and even between different batches from
the same manufacturer. The SAP values used by SoapMaker are averages of the data from a number of
sources. (The values used by other calculators probably are too.)

There is no way of knowing the exact SAP value for your particular oils except to actually measure them,
and this is beyond the capability of most home-based soap makers. So don't be concerned about minor
discrepancies between different calculators - there is no absolute "bible" of SAP values. We recommend
using a lye discount of at least 4% to ensure there is some margin for error.

If you have already made recipes from other calculators, and want to match the same lye values, you can
adjust the lye discount in SoapMaker to give you the same results, and then save this discount in your
Preferences.

IMPORTANT: If you have defined a custom oil and your lye amounts seem wrong, you may have

specified the SAP Value incorrectly for that oil. See the topic Understanding SAP Values for more
information.



The water amount is not critical, and can be adjusted to suit your process. For information on how
SoapMaker calculates the suggested water amount, see the topic Water Calculation in Recipes.

Recipe cost doesn't match what I paid for ingredients

The cost of an ingredient shown in recipes does not match the price | paid.

The unit cost of each ingredient is always based on the most recent purchase of that ingredient (the
price you paid adjusted to include overheads such as shipping cost).

This unit cost is used to calculate the ingredient costs in your recipes. Whenever you save a recipe, or
update all recipes, the recipe costs are re-calculated using the latest supply costs.

If an ingredient's unit cost does not seem to match your latest purchase, there are several possible
reasons. Examine the Purchase History for that ingredient to check:

e If the purchase you recall really is the most recent one.

e Whether you may have made an error when recording the latest purchase - if so, you can select it in
the Supply Orders Report and edit it to correct the error.

e If you recorded the purchase usingvolume units (e.g. ml or fl 0z). If so, it is important to have set
that ingredient's specific gravity (SG) correctly because internally SoapMaker always saves unit cost as
cost per gram, even if you choose to record or display it in volume units.

If the SG is wrong, the conversion from the volume units to grams will be wrong, and so will the unit
cost. To correct this, you must set the SG correctly in MySupplies, then open the purchase order for
editing and save it (without changing anything). This will correct the saved unit cost for the affected
ingredient.

Enter Additives as percent of Oils
How can | input my additives as a percentage of the base oils?

After entering all your base oils into a recipe, resize the recipe so the total base oils weight is 100 oz (or
100 grams). Then if you want an additive to be 2% (for example), add 2 oz (or 2 gr). When you've
entered all your additives, resize the recipe again to the size you want.

Recipe with only Packaging items
How do | create a recipe with only Packaging items? The cost is not showing.

For recipes containing only packaging items, you must use the non-soap recipe type.
Be sure to set the Number of Portions on the Portions tab.

On the Packaging tab, you can set the each packaging item's quantity to:

® per any portion
e per a particular sub-batch portion if you have defined more than one sub-batch
e total for the recipe

Since the recipe has no weight, the portion size is just the total number of items you have specified for the
sub-batch - you cannot edit this on the Portions tab, only on the Packaging tab.

Resized recipe too large or small
Why is my resized recipe too large (or too small) for the mold?

Resizing to fit a mold involves conversion from the recipe weight to the equivalent volume. This is always



an approximation, and may require some experimentation.

If you resize a recipe to fit one or more molds, or to a specified volume, and the resized quantity recipe
turns out to be too large or too small, this could be due to any of the following:

1. If your recipe includes ingredients for which you have not specified the correctspecific gravity, the
volume calculation will be inaccurate.

2. If you use a mixing process which introduces air into the mix, this will increase the volume - you may
need to specify your mold volumes a bit smaller than actual measurements to compensate for this.

3. You may have specified mold volume incorrectly (e.g. measured outside instead of inside dimensions,
or used the mold height instead of the desired depth.)

4. The waste factor may be set too high or too low for your process - SoapMaker increases the resized
volume to allow for waste left in the pot. If resized recipes always turn out too large, try reducing the
waste factor in the Resize dialog, or in your Preferences.

5. For hot process soap, the expected water loss factor may be incorrect. SoapMaker reduces the
recipe total weight and volume by this factor. You can adjust this factor on the recipe Options page, or in
your Preferences.

Small quatity becomes zero

| saved a recipe with 0.25 tsp of an ingredient, but later it shows 0 tsp. Why?

First of all, be assured that SoapMaker does save your recipe accurately. However, when opening a
previously saved recipe, or resizing a recipe, it attempts to round the displayed quantities to a sensible
number of decimal places based on your chosen calculated weight units and scale precision.

So if you have entered a small quantity like 0.25 tsp, but your calculated weight units are in ounces, then
the quantity saved will be about 0.04 ounces. If your scale precision is set to 1 decimal place (0.1 oz), then
when SoapMaker reopens the recipe, it will treat the 0.25 tsp as insignificant and display 0 tsp as the
entered amount, even though it has saved the fractional amount accurately.

To avoid this, all you have to do is increase the scale precision option to show more decimal places (just
for this recipe, or for all recipes). Open the recipe again and you should see your fractional tsp amount as
you originally entered it.

For more information, see the topics Scale Precision... and Recipe Options...
Super-fat

How do | super-fat my recipe with a specific oil?

SoapMaker uses a ‘lye discount’ percentage to reduce the lye so that some of the oils don't fully saponify.
This is know as 'super-fatting'. Some soapers like to add a ‘super-fat’ oil after mixing in the lye, but since
saponification continues for some time as the soap sets in the mold, there is really no way to guarantee
that ‘special’ oil is doing all the super-fatting.

However, if you want to specify a particular oil as a super-fatting agent, you can simply include it in the
Additives section and it will not be considered in the lye calculation. Be sure to reduce your lye discount
to allow for the extra oil. Note that base oils in the Additives section of a soap recipe do not contribute to
the fatty acid percentages or the quality numbers shown on the graph.

View all recipe ingredients
How can | see all recipe ingredients at once?

On the Recipe form toolbar, click the Full button for a full-screen view showing all ingredients, plus the
notes area.



To see the Options or Fatty acids, or to use the Wizard, click the Normal button to return to the normal
view (with tabs for each page).

Water replacement
How do | replace water with another liquid?

You can put a liquid ingredient such as milk in the Additives section of your recipe, and check the box
under the Adjust Water heading.

This will automatically fill in the quantity with the total water quantity suggested on the Lye/Water tab,
and set the water quantity to zero.

If you don't want to replace all the water, set the additive quantity to something less, and the water
quantity will be adjusted to compensate.

For more information, please see Milk in Soap Recipes...
FAQs about Products

Frequently Asked Questions about Products

(Click one to see the answer)
What's the best way to organize my products?

Why can't I see some of my saved batches in MyProducts?

Is there an easy way to make more batches of the same product?

How do I re-batch leftovers?

How do I track products sold on consignment?

The cost per bar (or portion) shown in MyProducts is different from the Recipe cost per bar. Why?
How do I sell packages of products, or combinations of different products?

How can I make a batch size different from the recipe size (like I can with blends)?
What does the message 'Number of Bars/Portions exceeds batch size' mean?

How do I record booth fees or other expenses for sales venues?

How do I handle returns or exchanges of some of my products?

How do I track products I give away for advertising?

How can I email my invoices to customers?

How do I show free shipping on a customer invoice?

Other Question areas:
General

Supplies
Recipes

Adjusting Batch sizes

How can | make a batch size different from the recipe size (like | can with blends)?it



Unlike with blends, each product batch must have a matching associated recipe in order to support several
features, including:

Supply Usage report
Repeat Batch command

Sales History report
Display batches by recipe

For this reason, a new batch must be based on a saved recipe.

If you want to make a smaller or larger batch, you will need to first re-size the recipe, and save it with a
different name (e.g. 'Recipe X - half batch').

Advertising Samples
How do | track products that | give away for advertising?/pro

If you give away individual products, you can simply use the Remove Stock feature to remove them from
MyProducts and record the purpose as advertising.

If you prefer to create packages of products for this purpose, first create agift set. Then when you give
away a set, record the fact using the Remove Stock feature. For more information, see the topic Gift
Sets...

In either case, the products will be removed from your stock, and their costs will be recorded as a
claimable expense on the Tax and Income Summary report.

Bar size and quantity
How do | set my bar size and quantity?

SoapMaker provides several places where you can set the size and quantity of bars (or portions) for
recipes:

e When you create a recipe

e When you resize a recipe

e \When you use the Make Batch command to record a new batch (Pro edition ony). In MyProducts, you
can edit a batch later to change these

Following is a discussion of each of these, suggesting how they should be used and any limitations you
should be aware of.

Recipe bar/portion quantity and size

In MyPreferences, you can set the Bar/Portion Size and the Number of Bars/Portions you normally
make. You can specify up to 4 'sub-batches' with different sizes. This setting will be the default value for
all new recipes of the same type. (Changing this value in MyPreferences only affects new recipes - any
existing recipes will not be affected.)

On a Recipe Form Portions page, you can override the default setting, and specify different Bar/Portion
Size and Number of Bars/Portions. If the total quantity is different from the recipe total, you'll see an
excess shown (either positive or negative). If desired, you can adjust one of the sizes to correct for the
excess by clicking the Adjust button.

The cured size shown is calculated using the expected shrinkage which defaults to the value from your
Preferences, but can be changed on the recipe form.

Resizing a Recipe

When you use the Resize Recipe command, you have several options for specifying the new recipe size.
Unless you use the option to set a different bar size, the resized recipe will have the same bar size as the
original, and the number of bars will be changed to suit the new total size.



Note: If you have specified bar/portions in more than one sub-batch, resizing the recipe to a specific
number of bars/portions will have unexpected results. You should only use this resize option if you have
one sub-batch specified.

Limitations:

When you resize to fit a mold, SoapMaker only considers the total volume of the mold. It does not use the
bar size or quantity you may have used when defining the mold - these are only tools to assist you in
calculating the total volume.

Resizing to fit a mold may require some experimentation because of the variables involved. After making a
batch with the resized recipe, you may have to adjust the mold volume specification a bit to get the
desired result with future batches. For more information about this, see the topic Why is my resized recipe
too large (or too small) for the mold?

Recording Batches (Pro edition only)

When you use the Make Batch command, the New Batch dialog provides options for setting the
bar/portion size and number of bars/portions. It is possible to divide a batch into as many as 4 sub-
batches with different bar sizes. Each size must be given a unique Tag to identify it (e.g. 'small’, 'medium’,
'large")

The bar size options are:

® As per recipe - this is the default option if there are no previous batches made with this recipe.

e Same as previous batch - this is the default if there are already saved batches made with the same
recipe, and you used this option for a previous batch.
e Custom - this option enables you to change either or both of the bar size and quantity for this batch.

If the total weight of the bars or portions you define is less than or greater than the recipe total weight,
you will see an Excess value. If the Excess is positive and greater than one bar's weight, increase the
number of bars. If the Excess is negative, you may have to decrease the number of bars, or change the
nominal size.

Editing Saved Batches

Batches that have already been saved can be edited inMyProducts to change the nominal bar sizes or
quantities made of each, as well as their Tags.

IMPORTANT: The Tag is what defines each of your unique products (along with the Product Descriptive
Name). Especially if you use the Price List feature, you will want to make sure that subsequent batches of
your standard products have the same Tag.

Normally, your Tags will be related to the Cured Size (after shrinkage) This is determined by the nominal
sizes you set, and by the Shrinkage Factor. So when adjusting either of these, keep in mind that a
different Cured Size will effectively create a new product and may need a different Tag.

When you change the Tag in MyProducts, you will be given the option to automatically change all other
products in all batches with the same Description and Tag to match, as well as your Price List.

Bars/Portions exceed batch size

What does the message 'Number of Bars/Portions exceeds batch size' mean?iere

When editing batch details in the New Batch form, or in MyProducts, this message appears if the Excess is
negative, indicating that the total weight of the batch is insufficient for the bars or portions specified. You
need to decrease either the portion size or the number of portions made.

Email invoice to customer

How can | email my invoices to customers?iie

1. Select the invoice by choosing it in the Sales Registers/Invoices report.
2. Click the Print button on the toolbar.



3. Click Printer Setup
4. Next to Printer Name, choose Microsoft Print to PDF and click OK

This will save the invoice as a PDF file that you can attach to an email.
Free shipping on invoice

How can | show free shipping on a customer invoice?is

On the Sales Register/Invoice form, enter the actual Postage you pay - this will be recorded as a business
cost.

In the Handling Fee box, enter minus the postage amount - this will prevent the postage from being
added to the invoice total, and the invoice will not show a 'Shipping and Handling' line. If you like, include a
memo to indicate shipping is free.

Lost batches

Why can't | see some of my saved batches in MyProducts? pro

There are several possible reasons why a particular batch does not show in MyProducs batch list:
1. You may have selected a date range that does not include the date when the batch was made

2. If the Show only batches with remaining stock box is checked, any batches with no stock left will
not be shown.

3. If a particular Recipe, Recipe Group, or Product Description is selected, only batches matching those
criteria will be shown.

Note: If you choose the option to Show Batches by Recipe, then if you have deleted a recipe with
saved batches, or renamed the recipe without accepting the option to have the batch recipe name
changed to match, in order to see affected batches in the list choose All Recipes in All Groups, or check
the box labeled Show only batches with no associated recipe. Alternatively, you can choose Show
Batches by Product Description instead.

Product costs differ from recipe

The cost per bar (or portion) shown in MyProducts is different from the Recipe cost per bar.
Why?'pro

This could be due to several factors:

e Recipe costs and Batch costs serve different purposes, and are calculated in a different way. For more
information, see the topic Cost Calculation.

e If you have specified the bar size in the recipe, then the number of bars may include a fraction (e.g.
24.6 bars). When you make a batch, MyProducts drops the fractional bar so the number of bars in
MyProducts is alway