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1. INTRODUCTION

This software is specially designed for you to track and maintain
your inventory control together with data collector.

To get into the system, click on the provided icon:

The system will then prompt you the following screen to login:

Login |
Uszer Id: I

Pazswarnd: I

Ok | Cancel |

1) Enter your assigned id followed by Enter key.

2) Enter your provided password followed by Enter key.
3) Click OK button to proceed or Cancel button to quit.
4) You will get to see the following screen:






2. Setup

If this is the first time you use the system, you have to proceed to
this Setup Menu to create new system user, location, supplier,
group and customer before you proceed further to enter your product.

Setup Exit
System zer
Location
Document
Supplier
Group
Customer

2.1) System User

Under this option, you can create authorized user to access to this
system, change password for user or change access rights to this
system.

System_User ==l E3
D MNAME GROUP
P | Add B, aaaa
ADMIN ADMIMISTRATOR  [ADMINISTRATOR
AP AUTOPALCK ADMIMISTRATOR
BEB EEE BEE
CCC CCC CCC
TEST TEST TEST
TT TT LREE
Add Delete Find Refrezh Cloze
4] 4 |Fecord: 1 » | Hl




FUNCTION KEYS

2.1.1 ADD

Bopsentser |

[ Aszsign Access Rights

D |—

PaSSWwWORD: |—

MAkE: |

GROUP: I j

Update | Cloze |

1) Enter the ID, Password, Name and Group.
2) Click on Update button to save the data.
3) Click on Assign Access Rights check box to assign the
rights to access to different menu.
. ey Tisnrachon ~ Hatte Daisbasss | Transsction Dsteh s | Haperts | Sinck Taa | Zaion | 7 ek |
Hadily
Fiodiciz -
Billr of Pl o mo iy |
P Datatenie
ferworan | _w | e |
4) Click on Administrator button assign all rights to this user.
5) Double click on the check box provided to check or uncheck
the box.
6) Click Save button to save the settings.



7) Click Exit button to close this screen.
212 EDIT

1) Scroll to the record you want.
2) Double click on the row and the system will display the record
details:

Syzstem User E3 |

D |ﬁDMIN
P.":".S SWDHD Irlxxxxxx

MAME: |ﬁDMINISTHﬁTDH
GROUF: |ﬁDMINISTHﬁTDH ﬂ

[ Aszsign Access Rights

Update | Cloze |

3) Change the data you want or click on the Assign Access Rights
check box if you want to change the rights.

4) Remember to click the Save button in the Assign Access Rights
Screen and Update button to save all changes.

2.1.3 DELETE

1) Scroll to the record you want.
2) Click Delete button and the screen will prompt:

APIC

Confirm Delete Record?

3) Click Yes to delete or No to cancel.

2.1.4 REFRESH



Click on refresh button to view all the latest changes.

2.1.5 FIND
1) Click on the Find button.
& Find
Find'what |
Search Fra: IID j
Find LCancel |

2)

3)
4)

5)
6)

7

Select ID to search by User ID or Name to search by Name from
the drop down box Search From.

Enter the content you want to find from the Find What box.

To find the exact match, you have to enter the full code or name
to search or if you want to do a partial search, just enter the 1%
few character

Click Find button to find the 1 match record.

To proceed to the next record, click Find button again till the
screen prompt:

APIC |

Q Mo Mare Recardll

Similarly, if there is no record that matches the text you have
entered, the system will also prompt the above screen.



2.2) Location

Under this option, you can get to maintain location records where
your products are stored at. Each time when a new warehouse is
introduced or new outlet is opened, you have to create a new
location code before transferring products to this location.

kad L ocation/Branch ==
LOCATION: [aten
DESCRIPTION: [CaBIN £1B1
add | Delete | Find | FRefresh | Update Pt | Close |
4| 4 |FRecord: 1 M

Refer to Section 2.1 on function key usage.

FUNCTION KEYS

2.2.1 FIND

1) Click on the Find button.

#d Find
Find'what |
Search Fran: I Location j
Find Cancel |

2) Select Location to search by Location or Description to search
by description from the drop down box Search From.

3) Enter the content you want to find from the Find What box.

4) To find the exact match, you have to enter the full code or name
to search or if you want to do a partial search, just enter the 1%
few character

5) Click Find button to find the 1** match record.

6) To proceed to the next record, click Find button again till the
screen prompt:

10



APIC |

Q Mo kaore Becaordl!

8) Similarly, if there is no record that matches the text you have
entered, the system will also prompt the above screen.

2.3) Document

Under this option, you can get to maintain all document no. that are
generated by the system like received notes, issued notes, transfer
notes and adjustment notes.

Ducumenl Entry =] ]
DOCUMENT: [sp
DESCRIPTION: [sDJusT
DOCUMENT LENGTH: [0
MEXT DOCUMENT: B
Add | Delete | Find | Refresh Update |  Close |
4| 4 |Record: 1 M|

Note:

1) The system will use AD for Adjustment Notes, RC for Received
Notes, IS for Issued Notes and TR for Transfer Notes.

2) The document length is 10.

Refer to Section 2.1 on function key usage.
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2.4) Supplier
Under this option, you can get to maintain all supplier codes that are
required when you receive your goods.

Supplier =
SUPPLIER MAME ADDRESS1 ADDRESS2 ADDRESS3 POSTAL COD
| A ADAMPACE,
AP AUTOPACK PTE LTD |1 UPPER ALJUNIED L{BLK A JOO SEMG 'wal| #06-01 367901
BJ Ba&Ja) ELECRICALS
SG SEAGATE PTELTD
SONY SOMY ELECTRICALS
KN 2
Add Delete Find Refresh Frint Cloze
4] 4 |Record 1 » I PlI

FUNCTION KEYS

Ed Add/Edit Supplier x|

SUPFLIER: [

MARE:

ADDRESS:

ADDRESSZ:

ADDRESSS:

TEL MO:

Faes MO:

LAST FURCHASE:

|
|
|
|
POSTAL CODE: |
|
|
|
|

LAST LOCATIOMN:

LAST AMOLMT: jo

fdd | Updaste | Close |

1) Enter the required information for the supplier
2) Click Update button to save the data
3) Click Add button to add new supplier code again.

12



4) Close button to quit this screen.
2.4.3 EDIT

1) Scroll to the record you want
2) Double click on the row.

SUPPLIER: P

NAME: [AUTOPACK PTE LTD
ADDRESST: {1 UPPER ALJUMNIED LINK
ADDRESSZ [BLK & JOD SENG WaREHOUSE
ADDRESSZ: [ #06-01

POSTAL CODE: {367901

TEL NO: |2332112

Fa MO: |2333113

LAST PURCHASE: |
LAST LOCATION: |

LAST AMOUNT: o
Add Update | Cloze |

3) Enter the changes you want.

4) Click Update button to save the changes.
5) Click Add button to add new supplier.

6) Click Close button to quit this screen.

FUNCTION KEYS
2.4.3 FIND

1) Click on the Find button.




i . . i

Findwhat |

Search From: ISuppIier j

Find LCancel I

2) Select Supplier to search by Supplier or Name to search by
name from the drop down box Search From.

3) Enter the content you want to find from the Find What box.

4) To find the exact match, you have to enter the full code or name
to search or if you want to do a partial search, just enter the 1%
few character

5) Click Find button to find the 1* match record.

6) To proceed to the next record, click Find button again till the
screen prompt:

wic |

Q Mo kore Recaordl

7) Similarly, if there is no record that matches the text you have
entered, the system will also prompt the above screen.

Refer to Section 2.1 on Delete and Refresh function key usage.

14



2.5) Group

You have to define all the required groupings for your product before
proceed to Product Data Entry.

Emup Entry M= 3
GROUP: [BULBS
DESCRIPTION: [sLL BULES
sdd | Delete | Find | PBefesh | Update |  Close |
4] 4 |Recond: 1 .’lNl

Refer to Section 2.1 on function key usage.

FUNCTION KEY

25.1 FIND

1)  Click on the Find button.

2 Find
Find What: |
Search Fro: IGrDup j
Find LCancel I

2)  Select Group to search by group or Description to search by
description from the drop down box Search From.
3)  Enter the content you want to find from the Find What box.
4)  To find the exact match, you have to enter the full code or
name to search or if you want to do a partial search, just enter
the 1% few character
5)  Click Find button to find the 1% match record.

15



6) To proceed to the next record, click Find button again till the
screen prompt:

APIC |

Q Mo kaore Becaordl!

7)  Similarly, if there is no record that matches the text you have
entered, the system will also prompt the above screen.

2.6) Customer
Under this option, you can get to maintain all customer codes that
are required when you issue your goods.

Cuslomer Add X
CUSTOMER: JaP
MAME: IAUTDF‘ACK FTELTD
ADDRESS1: |1 UPPER ALJUNIED LINK,
ADDRESSZ: IBLKAJDD SEMG WAREHOUSE
ADDRESSS: IﬂDB-D‘I SIMGAPORE
POSTAL CODE: |35?901 DISCOUNT PERCENT: ID
TEL HO.: |2882112 Fésed WO |2883113
LAST PURCHASE: | EXPIRY DATE: ITSJD‘I /200
LAST AMOUNT: IU LAST LOCATION: I
CUSTOMER |DATE |TIME ‘F’HDDUCT |LDCATIDN |SALE AMOUNT |
Delete I Refresh I Update I Close Record Na: I 1
| | Find | | | Total Records: I 2

Refer to Section 2.1 on function key usage.

16



FUNCTION KEYS

2.6.1

1)

2)

3)
4)

5)
6)

7

FIND

Click on the Find button.

B Find |
Find'what |
Search From: | Customer =l
Find Cancel |

Select Customer to search by customer code or Name to
search by Name from the drop down box Search From.

Enter the content you want to find from the Find What box.

To find the exact match, you have to enter the full code or
name to search or if you want to do a partial search, just enter
the 1* few character

Click Find button to find the 1% match record.

To proceed to the next record, click Find button again till the
screen prompt:

APIC |

Q MHao kMaore Recaord!!

Similarly, if there is no record that matches the text you have
entered, the system will also prompt the above screen.

Refer to Section 2.1 on other function keys usage.
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3. Database

After you have created all the necessary setup codes, you can
proceed to Database Menu to define your raw material products or
finished goods, define bills of materials, create received notes, create
issued notes, create transfer notes, create adjustment notes as well
as purging product data.

Databazes Hepors Setup E

Maszter Databazes

Tranzactions D atabazes
Purging D atabase

3.1) Master Databases
Under this menu, you can select to define your raw material products
or finished goods as well as bills of material.

Product Details
Billz of Matenal

3.1.2 Product Details

Upon purchasing of new raw materials or creating a new finished
goods, you have to select this option to define a product code before
you can proceed to build your bills of materials, receive the items or
issue out the goods.

o < — _ Product
e ¥ CkET =
—
. —— Header
FAZIOR F [ F
ALFFRCTOS LT F
fistaL BeLsbeE - weassseasm B

COGT PRER it abl i  TK PR F

ORI W 1 o meooms: | 0
- ¥ i . vis ]
Jmm pocancs |m|.m: |mnnmm t:-mm lpmu.:mr Lacsn e Fﬂa“ ||.«i
o el e i wobe ] Product
ltems
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FUNCTION KEYS

2.6..1 ADD

T 7] [

e
LG PREE mm

Fazion e B
AL racoe P 1 miom P

mraLmMaE [ wesssss B
ooaTRRS T weasscowa: |
TOTAL 00T k0000

BICORD W 7 sows mooms: | 0 a

s C Fani . |
mocuc Locknoss k«uuz |mn|‘rmm Inarml\:l |9mh.4:m1= LAST T t'"??u“

1)

2)

3)

4)
5)

6)

Before clicking the Add button, you can always point to the
record that bears the most common information that required by
you for this new product that you are adding to save the trouble
for re-keying in.
Once you click the Add button, the system will 1* highlight the
product code for you to enter new code. The product code must
be unique.
As for the Type, you have to select:

RM — Raw Materials

FG — Finished Goods

NS — Non-Stock Items

CS — Consigned Stock
Enter the full description of the product.
Select the Group from the drop-down list for this product. Note:
If you have not defined the Group for this product, please
proceed to Group setup code under the Setup Menu before
adding the new product.
Enter the Ref No. for this product if you have an alternative code
for this product, for example, Supplier’'s Part No. etc. If not,

20



7)

8)

9)

10)

11)
12)

enter a “* for this field. You are not allowed to leave blank. In
addition, make sure the Ref No. is unique.

Enter a selling price for this product. Enter O if not applicable.
Do not leave blank.

The Factor is tied to the UOM. It represents the lowest unit of
measurement when receiving or issuing goods. Enter the unit for
the Factor, for example, 1, followed by the UOM, for example,
PC denotes pieces, GM for grams, ML for milliliters, etc.
Similarly, the ALT Factor is tied to the ALT UOM. If you do not
have any alternate factor or uom, enter the same as Factor and
UOM. However, if you do receive product in dozen, box, kg or
liters, you have to enter:

a) ALT Factor: 12 ALT UOM: DOZ
(1 DOZ =12 PC)

b) ALT Factor: 20 ALT UOM: BOX
(1 BOX =20 PC)

c) ALT Factor: 1000 ALT UOM: KG
(1 KG = 1000 GM)

d) ALT Factor: 1000 ALT UOM: LIT
(1 LIT = 1000 ML)

Enter the Minimum Stock Level and Maximum Stock Level.
Enter both O if not applicable. These 2 fields are utilized for Re-
order Listing. Any balance that falls below or equal to the
Minimum Stock Level will be reported in the listing with a
computed replenished quantity up to the Maximum Stock Level.
Maximum Stock Level must be equal or greater than Minimum
Stock Level.

Click Update button to save data.

Upon saving the data, the system will automatically display
another screen for you to create product details by location.

21



Lo TR { L I

SRLLIKG PRECR |

Rl AR T RESER D 3TY [
COETMCE ]— el L ST LEWEL l—
TETAL SO I dosamersosas [
LAST Sal B {
LOET FUREHIEE |
LAST SUFPLER: |
St Porid | ri |
1) R 30|

13) Click Add button to add a new item under the location you want.

14) Upon clicking the Add button, the system will default the
Product Code, location and selling price for you to make
changes if necessary.

15) Click Update button to save the data.

2.6..2 EDIT

1) To edit product header data, just change the content of the
fields.

2) Click Update to save the changes.

3) To edit product items, double click on the item you want and the
system will display the item screen for you to edit.

4) Click Update to save changes.

2.6..3 DELETE

1) Scroll to record you want.

2) Click Delete button.

3) Click Yes to confirm deleting the product header as well as the
product items or No to cancel this function.

Note: You are not allowed to delete if Total Balance is not equal to

0. Thus, to delete away the item, you have to adjust the balance to

0.

22



2.6..4 VIEW
Under the product items, the View button is for you to view all
transaction data under this product code and location.

PROCUCT: Jooozz
LOCATION: [stTor
BALANCE: [loo

COST PRICE: |$1.20
TOTAL COST: |$12D.DD

DATE INAOUT |QUANTITY (TOTALCOST |SALES AMT [SHIFT SALESMA
18/01/2001 |1 100 $120.00 $0.00

v

4| | 3

4] 4 |Recond: 1 b | :I

1) You are not allowed to change the data.

2) Under the In/Out column, the | represents incoming transaction
while O represents outgoing transactions.

3) Click Close button to close this screen.

2.6..5 PRINT

1) This Print button is for you to print barcode label. This is an
optional feature and only applicable if you have opted for it during
your purchase.

2) It only ties to Datamax Barcode Printer.

3) By clicking the Print button, the system will prompt:

Pnnting Labels

]|
Mo. of Copies

Cancel

23



4) Enter the no.of labels to be printed.
5) Click OK button to print or Cancel button to quit.

2.6..6 SETUP

1) This Setup button is for you to setup your barcode printer before
printing the labels.

2) Upon clicking the Print button, the screen will show:

Print Setup K

— Printer

Marne: D atarnas Allegro 2 Propertiez |

Statuse: Drefault printer; Uzer intervention; 0 documents waiting

Type: [ratamax Allegro 2
Where:  AWP2ADatamand,

Comment:

— Paper Ornientation
Size: IUserDefined j ' Porlrait
SOURCE IInternaISpu:u:uI j i~ Landscape

(] I Cancel

3) Select the right Printer from the Name field.
4) Change the Properties if necessary.

5) Click OK button to confirm the setup.

6) Click Cancel button to quit the setup.

2.6..7 PREVIEW
Instead of clicking the Print button to print the label directly, you can
always click on Preview button to preview your labels before printing.

24



@ Print Product Label - O]

e

0.00
E CoiT

m 1afl [ 3 I b I [Zancell %Iﬂlﬂ,ﬁll Elnsel 1af1 Tote

1) Click button to print label or Close button to quit this
screen.

Refer to Section 2.1 for Edit and Delete function key.
3.1.2 Bills of Material

This option allows you to build your bills of material. It allows you to
define the list of raw materials that build up the finished goods.

25



o)

The above screen shows that the finished goods require 3 raw
materials to make up.

FUNCTION KEYS

[l afia
2.6..1 ADD

1) The system will auto-generate a document no.

26



2)

3)
4)
5)

Select the finished goods product code from the drop-down list.
Note: The system will only prompt for finished goods product
code.

The system will then prompt at the Update button.

Click on Update button to create the header information.

Upon updating, the system will prompt the following screen for
you to define the list of raw materials to make up this finished
goods code.

Bill OF Material Details B3 |

BOM MHO: |EIMEIEIEIEIEIEIEI3

PRODUCT: I ;I

|
LIaM: |
QUANTITY: |

Add I Delete I Befresh I Update I Cloze I

|4| 4 |Record: O b I HI

6)
7)

8)

9)

Select the raw material product codes from the drop-down list.
The system will display the description and unit of measures and
prompt you to enter the quantity.

After entering the quantity, click Update button to save data or
click Close button to quit this screen.

If these finished goods require more than 1 raw material to make
up, click Add button to continue adding.

10) Click Close button to quit this screen.

2.6..2 PRINT
This print allows you to print a list of Bills of Material for filing
purpose.

27



k= Print Bills of Materials Listing

— Bills of Materials

BOM: I = =

Frint
Prewiew

Setup

dilid

Claze

1) Select the starting and ending BOM no. from the drop-down list.
2) Click Print to print a hardcopy to the printer.

3) Click Preview to preview the report on screen.

4) Click Setup to setup your printer.

5) Click Close to quit this screen.

3.1.2.3 FIND

1) Click on the Find button.

& Find
Find'what |
Search From: I Group j
Eind LCancel I

2) Select Group to search by group or Description to search by
description from the drop down box Search From.

3) Enter the content you want to find from the Find What box.

4) To find the exact match, you have to enter the full code or name
to search or if you want to do a partial search, just enter the 1%
few character

5) Click Find button to find the 1% match record.

28



6) To proceed to the next record, click Find button again till the
screen prompt:

7) Similarly, if there is no record that matches the text you have
entered, the system will also prompt the above screen.

3.2) Transaction
Under this menu, you can select to receive goods, issue goods,
inter-store transfer and adjust goods.

3.2.1 Incoming

_[-— A1E] BLLE lmmn.
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This option allows you to receive your goods through manually
entering or downloading from data collector.

FUNCTION KEYS

3.2.1.1 ADD
I =
e
s Eo o]
S ]
TEN IOET F
ey "
P e e ST RN R TN (RS TrS B P
Ll £
gt | gy | v | ppe [ wee g s |
=l LI

1) Click Add button to add a received note manually.

2) The system will automatically generate a received note
document no. Followed by a system default date.

3) Overwrite the date if necessary.

4) Select the Supplier from the drop-down list, which is defined in
the Supplier table under Setup Menu.

5) Click Update button to save or Close button to quit this option.

6) Upon clicking the Update button, the system will display another
screen for you to enter all the items you have received under this
document:
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id Receive Details

RECEIVE: [

ITEM NO: [

FRODUCT: | =]

LOCATION: [ =l

DESCRIPTION: [

QUANTITY: [

LIOM: [ =l

COST PRICE: [

TOTAL COST: [

FOSTED: L

Y = Delete I Befrezh I Update I
Setup I Erint I Cloze I

Iﬁlil Record: O Llﬂl

7) Click Add button from the above screen to add items.

8) The system will default the received note no. followed by the
auto-increment in item no.

9) Select the product from the drop-down list and the system will
display the description.

10) Select the location you want to receive to.

11) Enter the quantity you have received.

12) Select the UOM from the provided drop-down list formulated from
the product master file you have defined earlier. Note: Make
sure you have selected the right UOM or else the system will
update the quantity wrongly.

13) Enter the cost price for each UOM and the system will calculate
the total cost automatically. Note: If this is not the 1% time you
have received this product, the system will default the current
cost and display on the screen. Overwrite it if the costing is
different. The system will then re-calculate the cost of the
product in the master file during posting based on weighted
average method.

14) Click Update button to save the item.

15) Click Close button to quit this screen.
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3.2.1.2 PRINT

This option allows you to print barcode labels based on the received
quantity.

1) Upon clicking the Print button, the system will prompt:

Enter Quantity |

Enter Mo OF Labels:

Click QK. Ta Continue
Click CAMCEL Ta Digeard Frinting Cancsl |

2)

3)

The system will default the quantity according to the received
quantity.

By clicking OK button, the system will start to print the labels or
Cancel button quit this option.

3.2.1.3 RECEIVE
This option allows you to download incoming data from data collector
instead of entering into the system manually.

1)

2)

3)

4)

Once you have scanned all the received quantity through the
data collector (refer to Data Collector's User Guide for details),
activate the send function key on the data collector.

Click on Receive button and the system will prompt:

APIC

Confirm Receiving Data?

Click Yes button to confirm or No button to quit the receiving
mode.
The system will display the following screen:

32



APIC

Pleaze activate your zcanner for transfering

5) Click OK button to proceed and the system will display the
following screen for data transferring:

Receiving D:AVEG0_PRJAMCANCOMING. TET [ |

& L

Dretails »» |

Note: If your file is small, you may not get to see the above
screen, as the system will close it once the transferring is over.

6) Once completed, the system will display the range of received
notes generated by the system.
Note: The no. of received notes generated is based on the no. of
supplier logged in the data collector under one downloading. The
unit cost will be set to 0 as the data collector’s user will not
enter the cost price during data collection.

7) However, if there is no communication between the data
collector and PC, after sometimes, the system will display the
following screen:

APIC

Timeout,
Fleasze re-tiy agairl
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8) Click OK button to quit out this receiving mode and check on the
power supply to the cradle, the cable connection and whether
you have activated the sending mode on the data collector.

3.2.1.4 EDIT

After you have received the data from the data collector, you may
want to enter the cost price of each item, change the product code
due to invalid product code scanned in, change in quantity, etc.

1) Make sure you are at the right received note you want.

2) Double click on the row item you want.

3) Change any information including unit cost on the screen

Receive Details
RECEIVE: R Cooooonze
ITEM MO: E
FRODUCT: I o004z LI
LOCATION: m
DESCRIPTION: [FRARME
QUANTITY: E
LICIRA: FC -
COST PRICE: [gooo
TOTAL COST: [sooo
FOSTED: =
Add Delete I EBefrezh I Update I
Setup I Erint I Claze I
I4) 4 |Record: 1 [l

Except the received note no. and item no.
4) Click Update button to save.

Note: If the document is posted, you are not allowed to edit the data
any more. You are only allowed to view the data.

3.2.1.5 POST

After you have manually entered the received notes or generated the
received notes, you can print a hardcopy or preview a softcopy of the
document under the Report Menu. Once you have checked through
the document and everything is fine, you can proceed to post the

34



received note. Note: Once you have posted the document, you are
not allowed to revert it. You have to raise an adjustment note to
change it.

2.2.1.5 FIND

1)

2)

3)
4)

5)
6)

7

Click on the Find button.

#d Find
Find'what |
Search Fram: IHeceive j
Find LCancel |

Select Receive to search by receive or date to search by date
from the drop down box Search From.

Enter the content you want to find from the Find What box.

To find the exact match, you have to enter the full code or name
to search or if you want to do a partial search, just enter the 1%
few character

Click Find button to find the 1* match record.

To proceed to the next record, click Find button again till the
screen prompt:

APIC |

e Mo More Record!!!

Similarly, if there is no record that matches the text you have
entered, the system will also prompt the above screen.

3.2.2 Outgoing
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This option allows you to issue your goods through manually

entering or downloading from data collector.

FUNCTION KEYS

36



3.2.2.1 ADD

ied

2)
3

4)

Click Add button to add an issued note manually.

The system will automatically generate an issued note
document no. followed by a system default date.

Overwrite the date if necessary.

Select the Customer from the drop-down list, which is defined in
the Customer table under Setup Menu.

Click reserved check box if you want to update the reserved
quantity to the product master table.

Click Update button to save or Close button to quit this option.
Upon clicking the Update button, the system will display another
screen for you to enter all the items you have issued under this
document:
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(& |2zue Details Ed |

mn Record: 0

ISSUE: |

ITEM MO: I

FRODUCT:

|
LOCATION: | =l
DESCRIPTION: |

CUAMTITY: I
CAST PRICE: I
TOTAL COST: I

POSTED: r
Delete | Befresh | Update | Cloge |
p o1l

5)
6)

7)

8)
9)

Click Add button from the above screen to add items.

The system will default the issued note no. followed by the auto-
increment in item no.

Select the product from the drop-down list and the system will
display the description.

Select the location you want to receive to.

The system will retrieve the cost price of the product from the
product master.

10) Enter the quantity you want to issue.
11) Overwrite the cost price if you want and the system will calculate

the total cost automatically.

12) Click Update button to save the item.
13) Click Close button to quit this screen.

3.2.2.2 RECEIVE

Refer to Section 3.1.1.3 for Receive function.

Note: The system will display the range of issued notes generated

instead of the received notes. The no. of issued notes generated is

based on the no. of customer logged in the data collector under one
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downloading. The unit cost will be set to 0 as the data collector’s
user will not enter the cost price during data collection.

3.2.2.3 POST
Refer to Section 3.2.1.6 for Post function.

Note:

1) If you have checked the Reserved check box and you still
proceed to do posting to update the product master, the system
will prompt the screen to make sure you want to proceed:

APIC |
Thiz |zzue Mote iz under RESERYED!

Do wou still want to POST

Click Yes to proceed or No to quit this function.
2) If the balance stock is less than the issued quantity, the system
will prompt:
APIC =

[Quantity Greater Than Stack Lewelll
For

Product; 00043

3) Click OK button to quit this screen and you have to edit the
guantity to make sure it is less than the stock balance.

Refer to Section 3.2.1 for other function keys.

3.2.3 Inter-Store Transfer
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This option allows you to perform inter-store transfer, for example,
from the Store to your retail shops, from the Store to your branch

TRO0O00002
19/01/2001

I_I_ Recard: 1
outlets etc. The system will then deduct the stock from Store and
place at the location you have specified.

FUNCTION KEYS
3.2.3.1 ADD

[ —
BT
|
|
pl

[

[ -3
1) Click Add button to add a transfer note.
The system will automatically generate a transfer note document
no. followed by a system default date.
Overwrite the date if necessary.
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2)

3)

4)

Select the Location From from the drop-down list which is
defined in the Location table under Setup Menu. The location
you have selected refers to the location you want to deduct
stock from.

Similarly, select the Location To from the drop-down list. This
location refers to the location where you want to stock up the
product.

Click Update button to save or Close button to quit this option.
Upon clicking the Update button, the system will display another
screen for you to enter all the items you want to transfer under
this document:

&4 Transzfer Details | x| |

R .
mn Recard: 0 | 2 -

TRAMSFER:

|

ITEM HO: |

PRODUCT: | =]
|

DESCRIPTIOM:

GUANTITY: I
COST PRICE: I
TOTAL CAST: I

POSTED: =
Delete | Refresh I Update I Cloz |

5)
6)

7
8)

9)

Click Add button from the above screen to add items.

The system will default the transfer note no. followed by the
auto-increment in item no.

Select the product from the drop-down list and the system will
display the description.

The system will retrieve the cost price of the product from the
product master.

Enter the quantity you want to transfer.

10) Overwrite the cost price if you want and the system will calculate

the total cost automatically.

11) Click Update button to save the item.
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Note: Upon clicking the Update button, the system will check
to make sure that the location where you want to deduct stock
from must have enough stock to deduct or else the system will

prompt:
APIC ]

[uantity Greater Than Stock Lewelll
STOR - 0

You will have to re-adjust the quantity before clicking the Update
button again.
12) Click Close button to quit this screen.

Refer to Section 3.2.1 for other function keys.

3.2.4 Product Adjustments

This option allows you to adjust your stock balance as well as the
product costing either due to wrong data entry or discrepancy in the
stock balance and costing. You can choose to adjust the quantity
alone, costing alone or both together.

o -
DATE =
HEMAREY J~TONG DATA ERTR

Racad 1 L



FUNCTION KEYS

3.2.4.1 ADD

red cter

2)
3

Click Add button to add an adjustment note.

The system will automatically generate an adjustment note
document no. Followed by a system default date.

Overwrite the date if necessary.

Enter the remark for reference purpose.

Click Update button to save or Close button to quit this option.
Upon clicking the Update button, the system will display another
screen for you to enter all the items you want to transfer under
this document:
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T

mn Record: 0

ADJUST: |

ITEM NO: [
PRODUCT: | =]
LOCATION: |—Ll
DESCRIPTION: |

+4- I vI
CAMTITY: I
TOTAL COST: I

POSTED: r
REMARES: |

f Delete | Befresh | Update | Cloze I
b [l

4)
5)

6)
7)
8)

9)

Click Add button from the above screen to add items.

The system will default the transfer note no. followed by the
auto-increment in item no.

Select the product from the drop-down list and the system will
display the description.

Select +/- indicator. + refers to increase stock while — refers to
deduct stock.

Enter the quantity you want to adjust. If you only want to adjust
costing, enter 0 for quantity.

You are going to adjust costing, enter a total value to adjust
either up or down depends on the indicator sign you have
selected earlier. However, if you only want to adjust quantity
alone, enter O for total cost.

10) Enter the remark if you want to have a special remark for this

item.

11) Click Update button to save the item.
12) Click Close button to quit this screen.

Refer to Section 3.2.1 for other function keys.
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3.3) Purging Database

This menu allows you to purge your old unwanted data including old
received notes, issued notes, transfer notes, adjustment notes,
customer details, product transaction and reset finished goods

balance.
Pulging Database o]

Purge | Cloze |

™ &0 Table Less or Equalto Date: IW
I™ Receiving Takle
I~ lssuing Table

I Transfer Table
I~ Adjustmert Table

™ Customer Table

I™ Product Transsction

I— Reset Finished Goocds
Balance

Notes: Make sure you have printed all the required reports before
purging your data or else you may not able to get your transaction
data.

1) By clicking on the all tables check box, the system will check
all the boxes below to denote that you want to perform all the
stated jobs.

2) However, you may want the system to perform individual jobs
only. Thus you just need to check on the jobs you want the
system to perform.

3) Specify the cut-off date you want the system to process till, for
example, if the date is set at 31/12/2000 and check on only
receiving table, it means that you want the system to purge any
received notes that dated 31/12/2000 or earlier.

4) Click on Purge button to proceed or Close button to quit this
screen.

Note: The check on reset finished goods balance does not take the

date into account. It will reset all finished goods balance to zero.
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4. Reports

This menu allows you to print a list of reports for filing or checking

purposes.

|Eepnrts Setup  Exit

Praduct Detailed Maovement List
Froduct List by Location

lz=zuing Document

Beceiving Document
Transfering D ocument

Product Adjustrment Document
|zzuing Listing

Receiving Listing

Tranferring Listing

Froduct &djuztment Lizting

Cuztomer Listing
Supplier Listing

R eorder Lizting
Top-10 Product Listing

4.1 Product Detailed Movement List

Print Movement Report ]
Product

Eritt |
D ate: 19/01/2001 - [19/01/200 =l
Previ

Location: I j TEXIEW |
Set

Product: | j . I j =2¢elup |

LCloge

This report allows you to have a full detail of stock movement.

1) Enter the range of date you want to report.

2) Select the location from the list. You can leave blank to print the
entire product.
3) Select the range of product you are interested. You can leave
blank to print the entire product.



FUNCTION KEYS

4.1.1 Setup

1) Click on Setup button to setup your printer. The system will
show the following screen:

Print Setup K
— Prinker
Propertiez |

Marne: HF Lazer)et 2100 Seriez PCL B

Status: Default printer; Ready
Type: HF Lazer)et 2100 Seriez PCL B
Where:  WWALTOPACK-1WHPLazer) .2

Comment:

— Paper Ornientation
Size: I.l'-‘l.-'-l j . %' Portrait
Source: I.-'-‘l.uto Select j " Landscape

(1] I Cancel

2) Select the right printer you want from Printer Name.
3) Make sure the paper size and orientation is correct.
4) Click OK to save the changes or Cancel to quit this screen.

4.1.2 Print
Click on this button to print the entire hardcopy of the listing to the
printer you have selected or the default printer in your print manager.
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4.1.3 Preview .
Resize buttons \ S
[ Print Movement Report — | BN x|
Y
TO%s MY EENEER S PTEI LTD
STOCK MOV EN ENT REPORT
e e e
LATCREERTID: 1 Ut
THCFEE TIL: [ e
: ATORELOCETICN
TESRSLATD LOCUMET EOT? R COnT CuTOT OUTCOET OMLSECE TOTALCOGT
PROLUCT: il [2=pl X=1} OL OT& e RCLOTE & OrTc: 110 e
LLC: FREHE
it TR ddddddan [ £l Tl
PEOLUCT: -1 [2=pl X=1} OL OT& 1884 RLLOTE & OrTC L 100 0o
LEC: LEaBleCH
12 ute TREsLE2 1 & 3 el apde
BEOLUCT: it [ =gl X=T3 OL OTE 1884 FCLOTE & OrTC 1,200 DD
LE: FREHE
BEOLUCT: = [ =gl X=T3 OL OTE & ECLOTE & OrTC: 113
LCC: R
PEOLUCT: o 2B [ =g X=1] OLOT ¢ RCLOT: ¢ OrTo: oo
LES: Tl
hd|
10of1 [ 3 I b I Eancell-lélﬂlﬂﬁll Elnsel Eoff Tate
\ / Zoom button .
Scroll buttons Print button

1)
2)

3)
4)
5)

Click on this button to preview the entire listing before printing.
Click on the Scroll buttons to scroll to next page, last page,
previous page or first page to view the report.

Click on the Zoom button to zoom in or out of the report.

Click on the Resize button to maximum or minimum the screen.
Click on the Print button to print a hardcopy of the report.

Prnnt Ed |
Frinter: gi?it:ng'Fgll_ntEEjr [HP Laserlet 2100
Print B anige Cancel |
1 Eages LCopies: E
Eron: I | Iu ! ¥ Collate Copies
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6) Select the range of Pages you want to print if you only want to
print a certain pages of the report.
7) Click OK button to proceed printing or Cancel button to quit the
printing.
8) Click Close button to quit the preview screen.
4.2 Product List by Location .
Print Product Listing =] =]
Product ﬂl
Preview |
Product: j . I j Setup |
_ Close |

1)

Select the range of Product you want. Leave blank if you want
to print all products.

Refer to Section 4.1 for other function keys.

=

l

RELEX ELECTRIC {FESPIELTD j
EAODACT |1z0us
[ ]
MIERGE KD
T LT T
T - A i R
mET e
DEENPTO Bl S RATS AT R
HE 1 =
O BALATL: H AT IO O X
omen e
BREFIGE  mimAs apr w
A n ™=
TOT BT 1 RN TOT A ol T
TEL s Aam e — .
SR
OEAETTE Sl SN AUTE Sedl e
T un = o=
e . 1
) n By
TOTIRILINT. m R TOTS A me
e —_—
OEEITEE i e s eaew e
am - zx
ssin 1 i
= ] i
= o e =z
i )
C capmTer ot e
= =
i a8 bz

TigH Towid A0S
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4.3 Issuing Document

F‘lint Izsue Report

lzsuing

Date:
Cugztamer:

Document:

I'I 9/01/20M

[

=

[

Prrint

Fresview

Setup

__ Pt |
_Preview |
_ setw |

Cloge |

This menu allows you to select range of issued notes to print where

every document is a new page with letterhead and issuer signature

section.

1) Enter the date range. Itis a compulsory field.
2) Select Customer from the drop-down list or leave blank for any

customer that falls within the date range.
3) You can also select the particular document you want to print or
range of document to print or leave blank to print any document
that falls within the date range.

Refer to Section 4.1 for other function keys.

EdPreview Issuing Report —[O]x

RELEX ELECTRIC (F.E)PTELTD
6054, Maopherson Road H08-04,
Citimao Industrial Complex,
SINGAPORE 368240
Tel: 3882112
Fax: 3833113

ISSUE NOTE
CUSTOMER: PSC ( PSC 1] DATE 11042001
0oc ND.: 1500000002
WO, PRODUCT DESCRIFTION LOCATION QUANTITY UNIT FRICE TOTAL COST
1 BLO0001 BULB 100 WUATTS, 383 10
@ BLIO000 BULB 600 WATTS, ERTRON P 4

=

M 4] zots [p [)[concel](5)]) | @]Em]en] [close]  gots  Totas ooz
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4.4 Receiving Document

Plint Receive Beport

Receiving :
Eritt I

Date: 1840142001 =
Prewview I

Supplier: I j =
Set I
Document: I j - I j _I:.Ien:: I

This menu allows you to select range of received notes to print where
every document is a new page with letterhead and recipient’s
signature section.

1)
2)

3

Enter the date range. Itis a compulsory field.

Select Supplier from the drop-down list or leave blank for any
supplier that falls within the date range.

You can also select the particular document you want to print or
range of document to print or leave blank to print any document
that falls within the date range.

Refer to Section 4.1 for other function keys.

|.';'.' Prnwers Fincmn Aepal

RELEX ELECTRIC (F.E) PTELTD

Tod: Imal
Fm: 182113
RECEHIVE MOTE
BUFM.EE L) [ AR R ] DT TR
ooE HD R
O RO LCT DEICHFTION LOCANDH GRLAHTTTY LIT FCE TOTEL COET
1 LIl BULE T WATT, aw ] L] PR
LAl
Toidl i
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4.5 Transferring Document

Plint Receive Beport
Receiving
Eritt
[rate: I'IEI.:"EI'I A2001 $I
Frevi I
Supplier: I j :L:EW
atu I
Document: I j - I j _I:Ins: I

This menu allows you to select range of transfer notes to print where

every document is a new page with letterhead and recipient’s

signature section.

1) Enter the date range. It is a compulsory field.

2) Select Supplier from the drop-down list or leave blank for any
supplier that falls within the date range.

3) You can also select the particular document you want to print or
range of document to print or leave blank to print any document
that falls within the date range.

Refer to Section 4.1 for other function keys.
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[l Preview Receive Repoit 0] x|
RELEX ELECTRIC {(F.E)PTELTD
B054, Macpherson Road #08-04,
Ctimae industrial Compizx,
3INGAPORE 368240
Tel: 2382117
Fan: 2883113
RECEIVE NOTE
SUPFLIER: AP ( AUTOPACK PTELTD ] DATE 03042001
DOC ND. RCO0000004
NO.  PRODUCT DESCRIFTION LOCATION QUANTITY UNIT FRICE TOTAL COST
1 BUOODOS BULB 1000 WATTS, KIGH Al 10 5000 000
QUALITY TUNSGTON
1 BUDODOT BULB 100 WATTS, A L 0 $30.00
3 BUD0DOZ BULB 300 WATTS, PHILPS A & §0.00 .00
$30.00
h
R 3 e e e
4.6 Product Adjustment Document
Prnnt Adjust Report
Adjusting

[rate: |2D.n"EI'I A2001

Location: | j

Document: I j . I j

Frint I
Prewiew I
Setup I

Cloze I

This menu allows you to select range of product adjustment
document to print where every document is a new page with

letterhead and authorized signature section.

1) Enter the date range. Itis a compulsory field.

2) Select Location from the drop-down list or leave blank for any

location that falls within the date range.

3) You can also select the particular document you want to print or
range of document to print or leave blank to print any document

that falls within the date range.

Refer to Section 4.1 for other function keys.
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E_ﬁ

RELEX ELECTRIC [FE)FTELTD
LA Mpdiaon Faded RoiHH
Taiac byl Dol
A sPOAE e
L (]
Fa BIEY
TRAMEFER WOTE
200 KO TEER
Ll < AT
D T
REEH BB FRAEFER A8
[ A1 ] 1 wr i
RO EEOCT DESCFFNON DIRMETY AR PRICE TOraL COET
] i 1) WULE Wl T (¥ a i L1
#1.1
4.7 Issuing Listing
Plinl Issue Listing M= S
lssuing FErint |
Date: [18/04/200 - [18/04/2001  Posted Fregiew |
Custorer: I 'I Mot Posted Setup |
Document: I j - I j i Al
LCloze |

This menu allows you to select range of product adjustment
document to print. It is mainly for checking and filing purpose.
It allows to view the records which is Posted, Not Posted or All

Refer to Section 4.3 for details.

(€2}
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B2 Print 1ssue Listing

IBBULC LIBTIHG
CUSTOMER: 0P { AFTOPACK PTE LTD 1 CATE: AL 2
DOC. "0 ISHIG0004
N0, PRODICT  LOCATO DESCRIPTION ALLNMT AT PRICE [OTALC05T POSTEL
1 oo STOR FRAWE 1 E3- F1EE False
R T STOR LEG (B LACH) bt 52400 FEM False

EII 10f1 [ 2 I b I Eancell %Iﬂlﬂﬁ]l Elusel 20f5 Ttz

4.8 Receiving Listing

Print Receive Listing = | =]

Receiving

Frint
Date: [0a04/2001 - 1842001 —I

" Posted Pregin |

Supplier: I VI " Not Posted =
ety |

Document: I j . I j " Al 8P

Close |

This menu allows you to select range of received notes to print. It
also allows to view the records which is posted, Not posted or All. It
is mainly for checking and filing purpose.

Refer to Section 4.4 for details.
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[ Print Receive Listing

RCCCMC LIBTING
SWFPUER: AP & PAFTOROCK PTE LTD 1 B
DO WL [mr iy
O P RDDACT LOCaTO' DESCRPTON AR MTY ARG T PRICE DTAL 86T POSTEL
1 G ATOR LEQ[BLACK]) 3 nC BZAC Thg
z G E ATOR FRAWE 1 Ll=3 BIOC The
SZAG
SUWFPLUER: ap & SAFTORACK PTE LTD 1 18NS0
DO WL RCQRaCoozT
0 P RODWNCT LOCaTo' DESCRIPTION A TTY O AT PRICE DTALCLOST  POSTED
1 [orah ATOR FRAWE 1 Ll=3 Bl The
S1.20

EII 1o }|>|||:ance|| S|@[c][Close] 30t

Totz

4.9

Print Transfer Listing

Transfer Listing

Transfering i |
Print
Date: |
ate - Preview
Location: I j : I j Setup |
Daocument: I j : I j _C|gse I

This menu allows you to select range of transfer notes to print. It is

mainly for checking and filing purpose.

Refer to Section 4.5 for details.
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& Print Transfer Listing =] E3

TRAHSFLR LIETIHG
DO TROCEGIEC
DATE: 1B
FROM : T
ATORE LOCATION ANG D KD
¢ STOR 1 ¢ OfdE 1
SO PRODARCT DESCRIPTION AT WNTPRICE MOToL COST POSTEL
1 ) FRAME 1 B B Tug
Z G LEQ(BLACK] z B2 A0 B Tug
S0 40
DO TROGGIEGE
DATE: ARG 20
FROM : T
STORE LOCaTON ANG WO O
¢ STOR 1 ¢ OfdE 1 vI

EE 1of1 [ 3 I M I Eancell @Iﬂlﬂﬁll Elusel 3of3 Tatz

Product Adjustment Listing

Print Adjustment Listing _ =] %]

Adjusting Pririt |
Date; [18/04/2001 - [18/04/2001 " Pasted - |
Previgw

Location: I vI " Mot Posted
Seb
Document; I j . I j " Al il

Cloge |

This menu allows you to select range of product adjustment listing to
print. It is mainly for checking and filing purpose.
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Refer to Section 4.5 for details.

& Print Adjust Listing

-
ADJUST LISTING
LOCATION: aTOR
DeOC 0L

DOTE: ARG
o DO

SO PRODARCT DESCRIPTION |\ODAF ARONMTY TOTALCOET POSTI REMARKS

1 G2 FRAME -

1 B2 Rllag
1.0
LOCATIEN: DOTE: ARG AN
Do L A D2

SO PRODARCT DESCRIPTION |\ODAF ARONMTY TOTALCOET POSTI REMARKS

EE 1of1 [ 3 I M I Eancell @Iﬂlﬂﬁll Elusel 2of 2 Tatz

4.8 Customer Listing
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Print Customer Report

Customer -
Print

Presiew

Customer: j

Setup

Cloze

4l

This menu allows you to select all customers or a particular
customer to print. It is mainly for checking and filing purpose.

1) Leave blank for all customers or click on the drop-down list to

select a particular customer to print.

Refer to Section 4.5 for details.

[ Print Customer Listing

CASTOMERS' UST NG

CATCRRRTIL:  Jieiuter

THCREE. TIL: R
CULTONCE RN SLLECE o [A2ho,
=T mEr i b B

O DR Ear

EODRFRAl S5l
o CUTCFECKFTELTD 1 LFFIR tLiLhED Lk ETETH EITI)

BLEEJ DO ML WEREHOUSE
it ISFTRE 16T

[OUEH euTORECK EODRERE F
BOORERR:
BODRERR DETE

[ SISIFIOAMFTRTT  BDORESG!

wlsals

BOORERR:
- E

sedmlntits  LEKIFAKKDREL  SDDRESE B
EODRFRar
EODRFRAl s

=]

EII 101 >|}|||:am:e|| S|@[c)[close]  5ors

Taotz

4.9 Re-order Listing
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FEE

Plint Reorder Listing

—Reorder
Laocation: I j
Product: I j _ I j

=0 Print | Prewiew | Close |

(&' Less Than Minimum Quantity

" Less Or Ecjual ta Minimum Guantity
Ol

This menu allows you to print list of products that require you to re-
order. This is depends on the value you have set in the product
master: Minimum and Maximum Stock Level.

1)
2)
3

4)

5)

6)

Select a location from the drop-down list provided. Leave blank if
you want to print all locations.

Select the range of products you want to the system to process
from the drop-down list or leave blank for all products.

Opt for “Less Than Minimum Quantity” if you want the system to
print those products that are less than the minimum stock level.
Opt for “Less Than or Equal To Minimum Quantity” if you want
the system to print those products that are less than or equal to
the minimum stock level.

Opt for “All” if you want the system to print all products even
though both the Minimum Stock Level and Maximum Stock
Level are set to 0.

Click on Print or Preview button to print the report.

Refer to Section 4.5 for function key details.
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& Print Reorder Listing =] E3

MO I E K3 HEE R G PTET LTD
REORIDER UST ¥

LIRS LY 1] R 1)

(1 T5]

.

- o . - - am
- m e N O eay am LT
2t

-a

-

EE 1of1 [ 3 I M I Eancell @Iﬂlﬂﬁll Elusel

Jof3 Totz

4.10 Top-10 Product Listing

Print Product Sales Heport

— Product
Date: |0e/04,2000 |19/04/2001
Location: I ll I ;I
Group: IEILILBS ;I
¥ Top Praducts Sumrmary Top M Product: I‘ID—

FErintt
Prewview

Setup

ddid:

LCloze

This menu allows you to print the top 10 products that you have

issued out.
1) Enter the date range. It is compulsory.

2) Select the location range from the drop-down list provided.

Leave blank if you want to print all locations.

3) Select the product group from the drop-down list or leave blank

for all product group.

4) Check on Summary check box and enter the top N products to
be viewed, if you want to see the consolidated quantity for the
date range or else the system will print the transaction by date

in details.

5) Click on Print or Preview button to print the report.
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Refer to Section 4.5 for function key details.

[ Print Product Sales =] E3

FRODUGT 3ALCS RCPORT
neTE: Ty - bt
DWTE PRIMTED:  Zadiadcd
TWME PRINTED: AT
DOCANA ENT SHFT CARATITY
LOCATION: STOR
DATE: A0

FRODARCT: QG011 DESCRIPTION: FRAWE
GROUP DIiE COST REF W -
TREGGECE

SOLES andourT

1 B
1 .
P ROCARCT: G004+ DESCRIPTION: LEQ(BLACH)
GROUP LEG REF W -
TR z 40
F Hat
GRAD CARACITITY 1
GROND S0LES aNOArT: FhAL

EE 1of1 [ 3 I M I Eancell @Iﬂlﬂﬁll Elusel

2of2

Totz
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5. Exit

E xit

About

To exit from the system completely, click on the exit button.

Note: Please make sure you have quit this system completely
before shutting down your computer system. This is to prevent data
corruption due to improper shutdown of the system.

*kkkkkkkkk
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