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Introduction

Overview

POWERED BY |

The Inventory Program is an approach to a better processing of Drugs & Supplies inventory. Clerical works
are lessened due to its features and design. It records the in-and-out of materials which is important to keep
track how much stock of supplies and medicines are needed to purchase and distribute to different hospital
locations. Changes on supplies and medicines such as inpatient and outpatient selling price, and markup will
be automatically reflected to all cost-centers.

The processes involved are simple and easy-to-follow because all the data required such as lists of suppliers,
locations, item classifications, terms of payment, and units of measurement are already entered.

The program itself is protected by the use of password and defined rights to secure all user-entered data and
to maintain its confidentiality.
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Objectives
® To become a seamless part of the hospital’s operations whereby staff will have immediate access to
patient information whenever and wherever required
® To reduce clerical workload
#® 1 improve service and management will have a powerful new information tool for decision making
purposes
® To automate and improve the procurement and withdrawal of hospital drugs and supplies.
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Features:

+ Data-entry restriction — Users can update inventory files, make adjustments, print reports according
to the access rights given to them

#® Real- Time system — Real time update of stock balance all dispensed items per location

® Electronic communication — Purchasing module linked to receiving, informs for expiring drugs or for
order items

+ Monitoring Features — Tracks items in all departments/locations and monitors status of item from
requisition, purchase order to delivery
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Getting Started

How to Start the Program

1 Double-click the ﬂ Inventory Program executable file icon located in your computer
desktop.

2 The Login window will be displayed asking you to type your employee number and
password for security purposes.

~& MEDSYS Logon x|

s KCCI
about. ..

Emplayes Mumber. {035

Password: ***’4

Enter | Exit

Figure 1: Login Window

3 If accepted, you can now start a transaction. Otherwise, a message will be displayed
prompting “Unauthorized User”.
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How to Change Password

It is advisable to change your password as often as possible for security reasons. To
change you current password, follow these steps.

1 From the Login window, type your employee number and then press <Enter>.

2 Under the Password entry, press <F12>. Pressing this function key will invoke the
Change Password window.

“+ Change User Password x|

User ID: 035
User Hame: BAUTISTA MAYA ZAMBERANC

0Old Password: ||

Hew Password: I

Confirm Password: I

Save Close

Figure 2: Change Password Window

3 Under the Change Password window, type the following data.
« Old Password - Type your existing password.
+« New Password - Type your new password not exceeding to 15 characters.

« Confirm Password - Retype your new password to confirm and then press <Enter>
or you can click the Save button.
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How to End the Program

It is important for users to close the program when they are done to end-up their
session. Other users might use the open program using the same password.

To close the program:

+« Click LE which is located at the upper right corner of the main window or
« Click Exit from Transaction Entry pull-down menu or

« Press Ctrl + X

MEDSYS

Kaiser dela Cruz Consulting, Inc.



Program Operation

10

Program Operation

Maintenance

System Settings

Use this option to enter the default settings of data to be used in all transactions.

1. Click Maintenance > System Setting to open the window below.

. System Settings E|
Lacal Server |DE|A5E1 |
Default Location | PHARMACY WAREHOUSE -
ki | Cut-Fatient | | In-Patient |

Default Markup |5 | |EEI |

Rounding Of |EI.25 | ||:|_|:|5 |

Auto Compute Selling Price

For Order Computation

Default Delivery tirme months Ceiling Buffer manths

& Min-Stock Computation ¢ FloosCeiling Computation
Signatories
Receiving Officer | | || |

Walidating Officer | | || |
PR Schedule

O mon O Tue Owed O The OFd O Sat O Sun
Current Server
DBASE1L

Save Cancel

Figure 3: System Settings Window
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Enter local server in the ‘Local Server’ textbox. Refer to EDP for information.
Select default location in the ‘Default Location’ drop-down combo box.
Enter default markup for inpatient and outpatient.

Enter the decimal number to be used in rounding off.

2

Click check box beside ‘Auto Compute Selling Price’ to automatically compute selling
price.

7. Enter the default delivery time in the ‘Default Delivery Time’ textbox.

8. Enter the default ceiling buffer in the ‘Ceiling Buffer’ textbox

9. Click if the computation is for Min. Stock Computation or Floor-ceiling Computation
10. Enter the default receiving officer.

11. Enter the default validating officer.

12. Click the day for PR Schedule

13. Click Save button to save the default settings.
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User Settings

This option is where you can control the rights of a particular user, what locations he can
access and his restrictions for that particular location.

1 To open its window,

+ Click User Settings from Maintenance pull-down menu. The window below will
appear.

. Password Entry

| LCancel |

Figure 4: User Settings: Password Entry

This window asks for a password to restrict the access of unauthorized users. Just type
the password and then click the OK button. If accepted, the User Setting window will be
displayed. Under the User List entry, select the user you want to assign location and
restriction. See figure below.

User List
891201 ARANAS, IMEE M

640301 ARANAS, REY MAGTOLIS

4511 ARBOLEDA, ANDREOC P

481101 ARBOLEDS, ANDREO PERALTA

Figure 5: User Settings: List of Users

Under Available Locations entry (see figure below), click the check box beside the
location/department and then click the Add>> button at the center. The list of assigned
locations can be seen to its right side under Assigned Location grid. To remove location
from Assigned Location, click the check box beside the location and then click the
<<Remove button. Selected locations are those that can be accessed by the selected
user.
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Location | Restrictions | Reports

Availahle Locations

- Assigned Location

O ADMIMISTRATIVE OFFIGE
O ADMITTIMG
AMEULANCE
O EREAST CANCERTUMOR BOARD
O EUSIMESS OFFICE

OEeVsINESS FRINTER

O cARDIOLOGY SECTION

O cARDIOVASCULAR (OR) MEDICINE
O caRDIOVASCULAR (OR) SUPFLY
O cARDIOVASCULAR (RR) MEDICINE
O cARDIOVASCULAR (RRY SUPPLY
O caRDIOVASCULAR MEDICINE

O cARDIOVASCULAR SURPLY

il

Add =

<< Bemaowe

Figure 6: User Settings: Location Entry

To assign restrictions to the selected locations/departments of the user, click the
Restrictions tab. The window below will be displayed.

41
Location ©_ | Reparts |
—Main Transactions —Build Files

O Furchase Reguisition
[ Purchase Order

O 2llow Delete
O Purchase Recording
[ stock Transfer
O Return to Supplier
O Adjust Physical Gount

[ Location Table
[ Supplier Tahle

[ Product Class Tahle
O Terms of Fayment

O Unit of Measure

—Others
[ Update In-Patient Price
[ Update Qut-Patient Price

O Recompute Inventary Balance
[ Ypdate StockCard Balance
[ Svstem Settings

] Master File

O Mark-up n-Fatient
O Mark-up Sut-RPatient

[ Average Cost

-] Location Build File
O Mark-up n-Fatient
O Wark-up Sut-Patient

PO Suffix I

[ ListCast O In-Fatient Frice
O Backing O Cut-Fatient Price
Figure 7: User Settings: Restrictions Entry
Under Restrictions tab, the following can be selected. Just click the check box beside its
right side.
« Main Transactions - This controls the right to purchase order, purchase recording,
stock transfer, return to supplier, and adjust physical count.
« Build Files - This controls the right to add/edit location, supplier and product class
tables, terms of payment, unit of measure, and foreign currency.
MEDSYS
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« Others - This controls the right to update inpatient/outpatient selling price, recompute
inventory balance, update stock card balance, and system settings.

« Certificate of Acceptance - This controls the right to generate certificate of
miscellaneous, job order, and blank C.A.

« Master File - This controls the right to mark-up inpatient/outpatient, and entries to list
cost and packing, and average cost.

+« Location Build File - This controls the right to mark-up inpatient/outpatient, and
update inpatient/outpatient selling price in a particular location/department.

To assign restrictions to user’s access on reports, click on REPORTS Tab. The window
below will be displayed.

I:Dcatinn| Restrictions

[ Stock Card O Inventory Monitaring [ Yndelivered PO Report
[ Master Inventary List (by Location) O summary of Sales [ PR Query
[ master Inventary List (Consolidated) [ Print Invoice [ Report Discount fram Supplier
O master Inventary List (BIR) O Print Receiving Report [ List of Receiving Report
[ Purchase Subsidiary Ledger O Frint MRIS
[ Far Order [ Frint Return to Supplier by Document #
O Summary of Issuances O Report on Carrections
[ Frice List [ Frint Price Increase Proof List
[ Formulary Report O Frint Physical Count
[ Exniring Drugs O Unprocessed PR Report
Save Select All Clear All

e Click on Select All button to select all reports for user’s access

e Click on Clear all button to deselect all reports selected.

Click on Save button to update the users account.
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Adding/Editing of Item in the Master File

This option allows you to add items into the master file. The master file holds all the items
to be dispensed into a particular location.

1 To open its window,

« PressCtrl+1or

+ Click Product Table (Master File) from Maintenance pull-down menu.

=¥ Build File (Product File)

options List T EdvAdd ]
B ey
Edit | Search |
Acct Code Product Mame Description Supplier -
Refresh
0900AMST24 1-AMINC-2-MNAPHLOHOL-4
Print | 0900CHL100 1-CHLOROBUTAME 1L FOR LIQIUD CHRC
0800HPSSC0O [1-HEPTAME SULFORNIC MA SALT
Close 0800HX5501 1-HEHARE SULFOMIC BA SALT
0801MFB100 1-METHYLADEMOSINE FREE BASE
. 0801mMLS100 1-METHYLINCSINE
Soiing 0901PLAID0  |1-PROPYLALC HPLC FLUKA
" Code 1-PROPYLALC. HPLC FLUJKA
* Desc 1-PROPYL ALCOHOL HPLC FLUEA
M2TPDSCO0T (1.8 BCAPD SOLUTION 1L (B. BRALIM Y FUELLIG PHA
01 27PDSPO 1.5% PERITOFUNDIN 1L (B.BRAUN SOLUTIC
M27PDEC04 1.5% CARPD AL (BBERAUM SOLUTIC
BOITRAMI 28 128MB RAM PC 133 FINGETON
09000 yM20 2-DEOHYINOSINE
09040MK000 2-DEOHYMUCLEOSIDES MUCLED | KIT
0801 MTRLOO -MERCAPTOCTHARCL S
< ¥
[ Display Inactive Records

Figure 8: Adding/Editing of Item in the Master File: Main Window

2 To search for a particular item, type its first few characters under Search' textbox
and then press <Enter>. Listings will be displayed just below it to match your query.
You can arrange the listings by the item code or product name. Just click on the option
you want under the 'Sorting' options. To display inactive items, click the check box
beside Display Inactive Records at the bottom of the window.

After searching the item, you can now edit it. Double-click the item to display its
information or you can click the Edit button on the left side of the window under the
List tab. Under the Edit/Add tab, you can now edit the item’s information. Click the
Save button afterwards to save change(s) done.

MEDSYS
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To add an item to the master file, click the New button under the Options entry. The
window below will be displayed.

§ Build File {Product File} x|
—Options =
ot List | EditiAdd 1
(=0 |
Edit | Product Code 5080 AccnuntCnde| | Save |
Product Marme |rrAGAMETTAE|LET 400MG | Cancel |
Eefresh | _
Cescription | | i
Brint | ~Manufacturer's Discount —
— Brand Name | | &+ Percentage © Arount
Close | Supplier || | |D |
Manufacturer | || | Expiry Date —————
" ED -
~Sorting—— FRELLA “ § /302007 -
Markup: In-patient (31 % Out-patient  [30.9 %
" Code
# Desc List Cost 1999 Ayerage Gost |33.3167
Unit of Measure | | |
Group Type | | |
Dawwn Time 1] [ Senior Citizen Discount [J By Product
Bar Code 0 | [ Endarsement Medicine?
Product Class IMEDICINES j O Essential O Mon-Critical & Critical
Categary I j Medicare Type
OFRE OOT
Sub Clags -
I J ) FH {o HRILE O Supplies O Others
Status & active O Inactive O Nt
Generic Name |CIMETIDINE |
Therapeutic Class |ALIMENTARY SYSTEM |
Figure 9: Item (Master File) Entry
Type the following data.
« Product Code — A program - generated code.
+« Account Code - Type the account code of the item. This will be used to link to
Accounting program.
+« Product Name - Type the item name and then press <Enter>.
« Description - Type the item description and then press <Enter>.
« Supplier - Type the first few characters of the supplier name and then press
<Enter>. Or you can click on J to display the complete list of suppliers.
MEDSYS
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[(Cra— i
Search ||
Supplier Code =
ABBOTT LAR. DIAGHOSTICS DIVISION 2186 __|
ALCE FOODS,INC. 2318
ACES PHARMREME DELACRIUZ 1002
ADVAMCE MEDICAL PRODUCTS 2216
ALCOM PHILIPPINES 2261
ALLADIM HOUSE OF LAMPS 2251
ALLIED MEDICAL EQUIPT & SUPPLY CORP. 2250
ALOMA HAMBALA, 1003
ALTOMED PHARMACEUTICALS, INC. 5360
AMEDCO MEDICAL, IMC. 27
AMA MAGARIN 1004
AMDA DIAGHNOSTIC SUPPLY 220
AMSC PHARMA MEDICAL SUUPPLIES 5435
AQUASOFT WATER SYSTERS F354
ARGOD DISTRIBUTORS 5434
ARIES COMCRETE PRODUCTS 2227
ASAP CORPORATION FdE2
| 4 I [
Select | Cancel |

Figure 10: List of Suppliers

Double-click on the supplier name to select.
Manufacturer - Type the first few characters of the manufacturer name and then

press <Enter>. Or you can click on J to display the complete list of
manufacturers.

Packing - Type the number of packs of the item and then press <Enter>.

Markup: Inpatient - Type a markup percentage to be covered by inpatients and
then press <Enter>.

Markup: Outpatient - Type a markup percentage to be covered by outpatients and
then press <Enter>.

List Cost - Type the list cost of the item and then press <Enter>.
Average Cost - Type the average cost of the item and then press <Enter>.
Unit of Measure - Type the first few characters of the unit of measure and then

press <Enter>. Or you can click on | to display the complete list of unit of
measures.
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&. Unit of Measure g@@

Segrch || E
It of Meazure Code =
p |AMPOLLE 11
BAG 24
BOTTLE 2
B 1
CaM 21
DOZEM B
DROPS 22
GALLOM 14
GRAM 12
JUG 25
kKILO 14
LITER 13
MILLILITER[MLACC) ]
NEEULE 15
PACE. 4
PER PREFPARATION 17
PIECE K] -
4 3
Select | Cancel

Figure 11: Unit of Measurement

Double-click on the unit of measurement name to select.

Bar Code - Type the bar code of the item.

Product Class - Click the drop-down arrow to display list of product classes. Click
on the class name to select.

Category - Click the drop-down arrow to display list of categories. Click on the
category name to select.

Type - Click the drop-down arrow to display list of types. Click on the type name to
select.

Status - The default entry is set to “Active”. This means that the item can already
be used for transaction. Otherwise, click “Inactive” to just include the item but
unavailable for transaction yet.

Click if the drug is Essential, Non-critical and Critical
Manufacturer’s Discount — You can enter amount or percentage.

Category — Click the drop-down arrow to display lists of category. Click on the type
name to select.

Subclass — Click the drop-down arrow to display lists of subclass. Click on the type
name to select.

MEDSYS
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« Senior Citizen Discount - Click the check box beside it if necessary.

e Medicare Type — Choose the specific medicare category of item ( RB — Room and
Board, PH — Pharmacy, NM — Non Medicare, OR — Operating Room )

o Expiry Date — Expiry date of item can be entered in the Expiry Date box.

+« Endorsement Medicine - Click the check box beside it if necessary. This is used
for unit dose items.

The following button options can be clicked from.

« Save - This will add entered item into the master file. After clicking this button, the
window below will appear. Base on the entered, you can view here the old and new
list cost, inpatient/outpatient markup, packing, and inpatient/outpatient selling price.
The new inpatient/outpatient selling price is then automatically computed.

. Price Increase Verification @

Since you made changes in List Cost, LP. Markup or O.F Markup, |
need you to verify it prices of selected locations should also be
updated. Flease checkthe items below.

old List Cost
Qld [P, Mark-up
Qld QP Mark-up
Qld Packing

Mew List Cost
Mew |LP. Mark-up (100
Mlesy 0P, Mark-up
Mew Packing 1

Qld [P, Price
Qld Q.P. Price

Mlewy |LP. Price

Mlesy OLP. Price

1
LT

What do you want to do?

Llpdate Locations ‘ Dont Update Locations ‘ Cancel

Figure 12: Price Increase Verification Window

The following button options can be clicked from.

+« Update Locations - When clicked, the item will be automatically included to all
locations.

« Don’t Update Locations - This will not save the item to all locations. You have
the option to specify the item into a particular location under “Update Location
Table (Location)”.

+« Cancel - Click this to go back to the window without saving the added item.

« Cancel - This will close the add/edit window without saving the item entered.

MEDSYS
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To print the complete list of items from master file, click the Print button under the
List tab.

3 To close the window,

« Click ﬂ at the upper right corner of the window or
« Click the Close button under the List tab.
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Adding/Editing of Item in a Location

i Update Product Table { Location ) )

After adding the item in the master file list, you can now dispense it to the location you
want. This option allows you to specify the item into the selected location so that it will
be available for transaction. In here also is where you can enter the inpatient and
outpatient selling prices of the item.

1 To open its window,

Click Update Product Table (Location) from Maintenance pull-down menu.

—Options
B List 1 EditiAdd ]
add |
Edit I ‘ Il el E CTATIOMN 4C MEDICINES Saatch | |
Code Product Mame Cescription Supplier ﬂ
Refresh | 5365 BEMADRYL HCL SOMGML AMPLILE
— 5288 BRICANYL AMPULE 0.5MGiML 1ML
Erint | 3561 CALCIUM GLUCOMNATE 100MGNL
4543 CARDEPIME 2MG/2ZML WIAL
Close | 4544 CARDEPIME AMPULE 10MGH QML
3341 CARDIOVERT BMGI2ML VIAL
) 4778 CORDARCHE 150MG AMPULE 3ML
Sorting 4025 DEXTROSE 5% PLASMA-LYTE P &C
" Code 4092 DEXTROSE 5% WATER-BAXTER &l
&+ Description 3895 DOBUTAMINE SOOMG IN 5% DEXTF
 Supplier 2312 DOPAMINE HCL 200MG 250ML-PR
 Class 4721 DOPAMIME HCL 400MG 250ML-PR
4603 FURGCECAR 20MGI2ML AMPULE
5165 ISCPTIN SMG2ZML AMPLULE
2352 LAROHIN 250MCGML AMPULE 2MI
: 4.7 LI " O O I O Ul " S o O T ﬂ—I
[T Display Inactive Records [ Inactive in Master File || Below Stock Level
Figure 13: List of ltems by Location: Main Window
2 To add an item into a particular location, click the drop-down arrow under Location
entry to display list of locations. Click on the location name to select. Saved items
under the selected location will be displayed. (You can arrange the listings by the item
code, product name, supplier or class. Just click on the option you want under the
Sorting entry. To display inactive items, click the check box beside Display Inactive
Records below the window.) Click the Add button under Options entry. The following
window will be displayed.
MEDSYS
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] Update Product Table { Location ) .9
—Options -
List | Edit/Add 1
Add |
Edit | Code I Stock On Hand I Packing |1
Marme | Lo |
Eefresh | Descrigtion | List Cost o
Brint | supplier Product Class |
manufacturer
Close |

In-patient Markup IU % G.L Code |
F=orting Out-patient Markup IU %

" Code In-patient Selling Price |2.00 1™ Ceiling

' Description . _ oo I
" Supplier Out-patient Selling Prlcel :

" Class Average Cast ID 4 Floor ————————————
Minirmum Stock Level ID |

Average Consumption ID

Status | { pctive Inactive |

Sawve Cancel

Can fransferto? Code: | |

Figure 14: Item by Location Entry Window

Type the following data.

« Code - Type the first few characters of the item name and then press <Enter>. A
window with items listing matching the query typed will be displayed.

MEDSYS

Kaiser dela Cruz Consulting, Inc.



Program Operation 23

. Product Search g@@

Location | | Seatch |ﬁ3«

Code Froduct Mame Diegcription Supplier LS
A COLOR ATLAS OF HLM: MATORM BOOK

2917 A COLOR ATLAS OF SURG. & MGNT. [BOOK

2918 A COLOR ATLAS OF TROP. MED. BOOK

2919 A COLOR ATLAS OF UPPER GASTRO [BOOK

2920 A COLOR ATLAS OF UROLOGY

2921 A4 GUIDE TO BOME MARRDW TRANS. [BOOK

2922 A PRACTICE OF AMESTHESIA BOOK

2923 A SHORT TEXTEOOK OF HEMATOLOC{EOOK,

2924 A TEXTBOOK FOR MIDWIVES TROPIC[BOOK

2971 A-CHYTRYPSIMOGEN TYMNELL

3332 AXWAND, I35-244000 SERIAL MO, 314114

2925 ABB WOLTAGE POWER CAPACITOR |3 PH 60 HZ CLMD B350k

2926 ABB YOLTAGE POVWER CAPACITOR |3 PH 60 HZ TYPE CLMD ¢

1817 ABBUTOL-IMH-BE TABLET

2927 ABC COMPLIMENT CLASS 150 ML

2928 ABDOMIMAL BINDER LIMEN

2602 ABDOMIMAL BIMDER, [DALE) 7E-114CM 3

< >

Select | LCloze

Figure 15: Items by Location Entry: List of ltems

Double-click on the item name to select. The item’s information will be automatically
displayed. The following data can still be edited.

« Inpatient Markup - Type a markup percentage to be covered by inpatients.

« Outpatient Markup - Type a markup percentage to be covered by outpatients.
+ Inpatient Selling Price - Type the item’s selling price for inpatients.

« Outpatient Selling Price - Type the item’s selling price for outpatients.

« Average Cost - Type the item’s average cost.

+« Minimum Stock Level - Type the item’s minimum stock level. This will be the
basis when to inform the user that the item’s minimum stock level was already
reached.

« Average Consumption - Type the item’s minimum consumption.

« Status - If the item is set to “Active”, it can already be used for transaction in the
specified location. Otherwise, click “Inactive” to just include the item but unavailable
for transaction yet.

+ G.L. Code - Type the G.L. code of the item. This code will be used to link into
Accounting program.

The following button options can be clicked from.
« Save - This will add and save the item to the selected location.

« Cancel - This will close the window without saving the entered item.
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To edit saved item from a particular location, select the location and then search
the item under the Search entry. When searched, double-click it to display item’s
information. You can now edit its information. Click the Save button afterwards to save
change(s) done.

To print the complete list of items under the selected location, click the Print
button under the List tab.
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Adding / Editing of Location / Department

In this option is where you can add a location/department classifying it into warehouse,
dispensing area or allowable for purchase order. A saved location can also be edited
using this feature.

1 To open its window,

+ Click Location Table from Maintenance pull-down menu or
« Click Ctrl +L

=¥ Build File {Location/Department) @
Options List T EditAdd ]
Ty
Edit | Search |
Zode LocationiDepartment WareHouse|Dispensing |t #
Refrash : ACCOUNTIMNG DEPT. 1
53 ADMINISTRATION OFFICE Yes Mo '
Print | g5 AMBULANCE E-CART Mo Yes '
33 ALDIOMETRY STATION SUPPLY  [Yes Mo '
Close 54 BUSINESS OFFICE Yes Mo '
= 21 CEMTRAL SUPPLY DISPEMSING  |Yes Yes '
. 18 CENTRAL SUPPLY WAREHOUSE |Yes Yes '
=il 119 CENTRAL WAREHOUSE Yes No ;
™ Code 35 CE5R SUPPLY Yes Mo '
" Desc 110 CT SCAN MEDICIMES Mo Yes '
23 DIETARY DEPT. SUPPLY Yes Mo '
114 EMERGEMNCY ROCM MEDICINE Yes Yes '
22 EMERGEMCY ROCM SUPPLY Yes Mo '
g4 ER E-CART Mo Yes '
85 EXFIRED MEDS Mo Yes 'm
2 TP T P o .
[ Display Inactive Records

Figure 16: Location/Department: List of Locations

2 To search for a particular location, type its first few characters under ’search’

textbox and then press <Enter>. Listings will be displayed just below it to match your
query. You can arrange the listings by the location code or location name. Just click on
the option you want under the ’sorting’ options. Or to display inactive
location/department, click the check box beside Display Inactive Records below the
window.

After searching the location, you can now edit it. Double-click it to display its
information or you can click the Edit button on the left side of the window under the
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List tab. Under the Edit/Add tab, you can now edit the location’s information. Click the
Save button afterwards to save change(s) done.

To add a location/department, click the Add button under the List tab. Its window will

be displayed.
=% Build File (Location/Department) @
Opti
Al List Il Edit/Add 1

Location Code |Mew

Description |
Status = Artive ™ Inactive

™ warehouse
Close

[~ Dispending Area

[ Alloweed for PO,

" Code
+ Des

Save Cancel

Figure 17: Location Entry Window

Type the following data.
+« Location Code — A program-generated code.
« Description - Type the location name and then press <Enter>.

« Status - The default entry is set to “Active”. This means that the location can
already be used for transaction. Otherwise, click “Inactive” to just include the
location but unavailable for transaction yet.

« Warehouse - Click the check box beside it if necessary.
« Dispensing Area - Click the check box beside it if necessary.

« Allowed for P.O. - Click the check box beside it if necessary.

The following button options can be clicked from.
« Save - This will add and save the location/department.

« Cancel - This will close the window without saving the entered
location/department.
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To print the complete list of locations, click the Print button under the List tab.

3 To close the window,

« Click ﬂ at the upper right corner of the window or
« Click the Close button under the List tab.
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Adding / Editing of Supplier

In here is where you can add a supplier. A saved supplier can also be edited using this
feature.

1 To open its window,

+ Click Supplier Table from Maintenance pull-down menu or
+« PressCtrl+D

EF Build File (Supplier} x|
List 1 EditiAdd ]
Edit | Search |

Code Supplier MamefDescription Supplier Tyg| Status Addressi Addresﬂ
- — | a410 {ZEMITH MEDICAL EQUIPMENT === Regular Arctive
2286 98 COMMERCIAL Regular Artive
Print | 1034 A LEBOSADA Regular Artive
2184 ABBOTT LAB. DIAGHOSTICS DMISH| Regular Active
Close | 23145 ACE FOODS INC, Regular Arctive
1002 ACES PHARMREME DELACRUZ  [Regular Artive
) 2216 ADYVARCE MEDICAL PRODUCTS  [Regular Arctive
Sorting | 505y ALCON PHILIPPINES Regular | Active
" Code 2251 ALLADIN HOUSE OF LAMPS Regular Arctive
{* Desc 22580 ALLIED MEDICAL EQUIPT.& SUPFL| Regular Artive
1003 ALDMNA HAMBALA Regular Active
5360 ALTOMED PHARMACEUTICALS, IN|Regular Active
2217 AMEDCO MEDICAL, IMC, Regular Arctive
1004 ARA MAGARIMN Regular Artive

2201 ARDA DIAGROSTIC SUPPLY Regular Arctive -

[ Display Inactive Records

Figure 18: Supplier Maintenance: Main Window

2 To search for a particular supplier, type its first few characters under ’search’
textbox and then press <Enter>. Listings will be displayed just below it to match your
query. You can arrange the listings by the supplier code or supplier name. Just click on
the option you want under the ’sorting' options. Or to display inactive suppliers, click
the check box beside Display Inactive Records below the window.

After searching the supplier, you can now edit it. Double-click it to display its
information or you can click the Edit button on the left side of the window under the
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List tab. Under the Edit/Add tab, you can now edit the supplier’s information. Click the
Save button afterwards to save change(s) done.

To add a supplier, click the Add button under the List tab. Its window will be
displayed.

E Build File (Supplier)

Options

I
T
=
JETT
_ Gose |

List T Edit/Add ]

Supplier Code  |Mew [ Free Goods Supplier
Supplier Mame |

Contact Person |

Address |

Close |
Telephone # |

" Code
(* Desc Terms | J|
Supplier Type | ™ Regular  © Outside " Miscellaneous
Delivery time |:| manths Ceiling Buffer |:| manths
Status f* Active " Inactive
O YAT Supplier o e
Figure 19: Supplier Entry Window
Type the following data.
+« Supplier Code — A program-generated code.
« Supplier Name - Type the supplier name and then press <Enter>.
+« Address - Type the supplier’'s address and then press <Enter>.
« Telephone # - Type the supplier’s telephone number.
« Fax # - Type the supplier's fax number.
+« Terms - Type the first few characters of the term name and then press <Enter>. Or
to display the complete list of terms, click the J Double-click on the term name
to select.
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. Terms of Payment g@@

ek |

E

[y
o
=1
5]

Termz of Payment

p |COD - EMERGEMCY PURCHASE
COD FOR 15 DAYS

COD FOR 7 DAYS
COMSIGHMEMNT

DS

FREE GOODS - OFFICIAL

FREE GOODS - UNOFFICIAL
INITIAL STOCKIMG

MOMTHLY
REPLACEMEMNT-DEFECTIVE ITEMS
REPLACEMEMNT-EXPIRED ITEMS

—_

= O | O =t =] -] | DO D 00

%'Qct Cancel

Figure 20: Terms of Payment

e Supplier Type - Click one from the listed options (Regular, Outside,
Miscellaneous)

e Status - If the supplier is set to “Active”, it can already be used for transaction.
Otherwise, click “Inactive” to just include the supplier but unavailable for
transaction yet.

e Enter Delivery Time and Ceiling Buffer

The following button options can be clicked from.
« Save - This will add and save the supplier.

« Cancel - This will close the window without saving the entered supplier.
To print the complete list of suppliers, click the Print button under the List tab.

3 To close the window,

« Click ﬂ at the upper right corner of the window or
« Click the Close button under the List tab.
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Adding / Editing of Item Classification

This option allows you to add item classifications. The saved item classification can also
be edited using this feature.

1 To open its window,
+ Click Product Classification Table from Maintenance pull-down menu or
« PressCtrl+G

=¥ Build File {Iltem Classification)

Options List [ Editiadd ]
[Mew
Edi | Search |

Code Description Status -
ACCGE TO LISAGE

DIAGNOETIC AGENTS Artive

Eefresh

i

F
print | Wi ENGINEERINGMAINTENANCE | Active
D EXEMPT REGULATED DRUGS | Active
Close U FOOD STUFF Active
G GALEMICALS Active
_ ¥ HOUSEKEEPING Active
Sorting E W FLUIDS Active
C Code H MEDICAL SUPPLY TEMS Active
& Dasc K MISCELLANEOUS OR NON MEDIC, Active
| NOM PMDF Active
1 Mone Active
v NONE SUPPLY - RENTALS Active
T OFFICE SUPPLY Active
B FROHIBITED DRUGS Active
A REGULAR DRUGS Active -

[ Display Inactive Records

Figure 21: Item Classification Maintenance: Main Window

2 To search for a particular item classification, type its first few characters
under 'Search’ textbox and then press <Enter>. Listings will be displayed just below it
to match your query. You can arrange the listings by the item classification code or
item classification name. Just click on the option you want under the ’sorting' options.
Or to display inactive item classifications, click the check box beside Display Inactive
Records below the window.

After searching the item classification, you can now edit it. Double-click it to display its
information or you can click the Edit button on the left side of the window under the
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List tab. Under the Edit/Add tab, you can now edit the item classification’s information.
Click the Save button afterwards to save change(s) done.

To add an item classification, click the Add button under the List tab. lts window will

be displayed.
=% Build File (ltem Classification)
Options -
' List T Edit/Add ]
_________J Code ey
Description |
Status ' Active ™~ Inactive
Close
" Code
¥ Desc
Save Cancel

Figure 22: Item Classification Entry Window

Type the following data.

Code - A program-generated program.

Description - Type the item classification name and then press <Enter>.

Status - If the item classification is set to “Active”, it can already be used for
transaction. Otherwise, click “Inactive” to just include the item classification but
unavailable for transaction yet.

The following button options can be clicked from.
« Save - This will add and save the item classification.

« Cancel - This will close the window without saving the entered item classification.
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To print the complete list of item classifications, click the Print button under the
List tab.

3 To close the window,

« Click ﬂ at the upper right corner of the window or
« Click the Close button under the List tab.
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Adding / Editing of Terms of Payment

In here is where you can add terms of payment. The saved term of payment can also be
edited using this feature.

1 To open its window,
+ Click Terms of Payment Table from Maintenance pull-down menu or
+« PressCtrl+T

=¥ Build File (Terms of Payment) @
Options
: List 1 Editiadd 1
ey
Edit | Search |
Code|Description Days| Status
Refresh 8 CoOD- EMERGEMCY PURCHASE I
9| CoD FOR 15 DAYS 18 ([ Active
Print | 3| COoD FOR T DAYS 7| Active
4| COMSIGHMEMT 0] Active
ngSE 7|08 0] Active
11|FREE GOQDE - OFFICIAL 0] Active
. 1| FREE GOODS - UNMOFFICIAL 0] Active
Sorting 5[ INITIAL STOCKING 0| Active
" Code 2 WORNTHLY 30| Active
(* Desc 6| REFLACEMEMT-DEFECTIVE ITEME 0] Active
10| REPLACEMENT-EXFIRED ITEMS 0] Active
< >
[ Display Inactive Records

Figure 23: Terms of Payment Maintenance: Main Window

2 To search for a particular term of payment, type its first few characters
under ’search’ textbox and then press <Enter>. Listings will be displayed just below it
to match your query. You can arrange the listings by the term of payment code or term
of payment name. Just click on the option you want under the Sorting options. Or to
display inactive terms of payment, click the check box beside Display Inactive
Records below the window.

After searching the term of payment, you can now edit it. Double-click it to display its
information or you can click the Edit button on the left side of the window under the
List tab. Under the Edit/Add tab, you can now edit the term of payment’s information.
Click the Save button afterwards to save change(s) done.
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To add a term of payment, click the Add button under the List tab. Its window will be

displayed.
21 Build File {Terms of Payment) X
Options =
- List T Edit/Add 1
Q Code Mey
Description |
Mo, of Days 0
Status o+ Active " Inactive
Close
" Code
* Desc
Sawve Cancel

Figure 24: Term of Payment Entry Window

Type the following data.

« Code - A program-generated code.

« Description - Type the term of payment name and then press <Enter>.
« No. of Days - Type the number of days and then press <Enter>.

« Status - If the term of payment is set to “Active”, it can already be used for
transaction. Otherwise, click “Inactive” to just include the term of payment but
unavailable for transaction yet.

The following button options can be clicked from.
+« Save - This will add and save the term of payment.

« Cancel - This will close the window without saving the entered term of payment.

To print the complete list of terms of payment, click the Print button under the List
tab.
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3 To close the window,

« Click ﬂ at the upper right corner of the window or
« Click the Close button under the List tab.

MEDSYS

Kaiser dela Cruz Consulting, Inc.



Program Operation 37

Adding / Editing of Unit of Measurement

This option allows you to add a unit of measurement. The saved unit of measurement
can also be edited using this feature.

1 To open its window,

+ Click Unit of Measure Table from Maintenance pull-down menu.

3% Build File {Unit of Measure) X
Options List T EditAdd ]
Mew
Edit | Search |
Code|Description Status L
Refresh 1 AMPOLILE
24| BAG Active
Frint | 2|BOTTLE Arctive
1(BOx Active
Close 21| CAN Active
G|DOLEM Acrtive
) 22|DROPS Active
=l 14| GALLON Active
" Code 12| GRAM Artive
* Destc 25| UG Artive
18| KILD Active
13|LITER Active
S| MILLILITER{MLICC) Active
15| MEBLILE Acrtive
4| PACK Active
17|PER PREPARATION Active 3

[ Display Inactive Records

Figure 25: Unit of Measurement Maintenance: Main Window

2 To search for a particular unit of measurement, type its first few characters
under ’search’ textbox and then press <Enter>. Listings will be displayed just below it
to match your query. You can arrange the listings by the unit of measure code or unit
of measure name. Just click on the option you want under the Sorting options. Or to
display inactive unit of measure, click the check box beside Display Inactive Records
below the window.

After searching the unit of measure, you can now edit it. Double-click it to display its
information or you can click the Edit button on the left side of the window under the
List tab. Under the Edit/Add tab, you can now edit the term of unit of measure’s
information. Click the Save button afterwards to save change(s) done.
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To add a unit of measure, click the Add button under the List tab. Its window will be

displayed.
=% Build File (Unit of Measure)
Opti
] List T EditiAdd 1

Code I e

Description [
Status v Active " Inactive

™ Code
v Desc

Save | Cancel

Figure 26: Unit of Measure Entry Window

Type the following data.
+« Code - A program-generated code.
+ Description - Type the unit of measure name and then press <Enter>.

« Status - If the unit of measure is set to “Active”, it can already be used for
transaction. Otherwise, click “Inactive” to just include the unit of measure but
unavailable for transaction yet.

The following button options can be clicked from.
« Save - This will add and save the unit of measure.
« Cancel - This will close the window without saving the entered unit of measure.

To print the complete list of units of measure, click the Print button under the List
tab.

3 To close the window,

+« Click E at the upper right corner of the window or
+« Click the Close button under the List tab.
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Adjusting of Item’s Physical Count

This option allows you to update the computer count of a particular item in a particular
location basing from its manual count.

1 To open its window,
+ Press Ctrl + A or

+ Click Adjust Physical Count from Maintenance pull-down menu.

Bi Adjust Physical Count

Laocation | PHARMACY WAREHOLISE

Transaction Date |12067200501:1018PM =] Documertho. | |

Froduct Code | |

Froduct Mame | |

Description |

Computer Count 0

Manual Count |0 | | |
| il | Last Adjustment Date

Expiration Date

ErintCnrrectinnHepnn| Save | lgnore | Exit |

Figure 27: Adjust Physical Count Window

2 The following data are needed to enter.

+ Location - Click the drop-down arrow to display list of locations. Click the location
name of the item you want to update.

+« Transaction Date - The current server time is used as the default entry.
+« Document No. - Type a document number not exceeding to 10 characters.

« Product Code - Type the first few letters of the item name and then press <Enter>.
A window will be displayed matching the query typed.
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w| Product Search g@@

Location |PHARMACY WAREHOUSE | search [a )

Code Product Mame D escription Supplier ~

7 Al A 10 MEQ TABLET

235 ACARBOSE AOMG TAB. ZIUELLIG PHARMA CORP

733 ACETONE 500 ml

477 ACTRAPID INSULIN 10ML WAL ZUELLIG PHARMA CORP

230 AEKMIL S00MG/2ML AP,

23 AKIMETON TAELET UMITED LAE INC

232 ALBUMIN 20% 50ML WL ZUELLIG PHARMA CORP

233 ALDACTOME 28M0G TABLET ZUELLIG PHARMA CORP

234 ALDACTONE R0MG TABLET ZUELLIG PHARMA CORP

235 ALDOMET 125MG TABLET ZUELLIG PHARMA CORP

236 ALDOMET 250MG TABLET ZUELLIG PHARMA CORP

2693 ALLOMARDMN TAB

238 ALLOPURINOL 100MG TABLET

237 ALLOPURINOL 300MG TABLET COMEETA PACIFIC MEDTRADE

239 ALUTAR EOOMG TABLET

240 AMIKIN BOMG

243 AMINDAITA CAPSULE BOOTS COMPANY 3

< >
Select | LCloze

Figure 28: Adjust Physical Count: Product Search Window

Double-click on the item name to select. Its product name, description, and computer
count will be automatically displayed.

Manual Count - Type the manual count of the item selected.

Expiration Date - Type the expiration date of the item’s manual count (format:
mm/dd/yyyy where mm is month, dd is year, and yyyy is year).

3 The following buttons can be clicked from.

Save - This will save and update the computer count basing from the entered
manual count.

Print Correction Report - After saving, you can click this button to print correction
report.

Ignore - This will ignore (clear) the currently selected item.

Exit - When clicked, a message “Are you sure you want to exit w/o saving?” will
appear. Click the Yes button to close the window without saving change(s) done or
click the No button to go back into the window.
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Updating of Inpatient Selling Price

Use this option to automatically update the inpatient selling price based on the stocks
delivered by supplier or stocks from warehouse.

1. Click Maintenance > Update Inpatient Selling Price > based on Stocks delivered
by Supplier or based on Stocks from Warehouse.

Sample updating of inpatient selling price based on stocks delivered by supplier. The
window below will appear.

=% Update Selling Price - In Patient { based on Stocks Delivered by Supplier ) 5'
| List of ltems Subject for Price Increase: | Ll.‘rc.?rfon:l PHARMACY WAREHOUSE j
Update |Code  |Product Name & Description List Cost (Packing |Ave.Cost |Markup |OldPrice |New Price Eﬂ
w 1.5 %CAPD SOLUTION 1L (B. BRAUNY|[  129.70 1] 129.70 33| 12070 1725
il 227 ACALIKA 1D MEQ TABLET 1326 30 1326 33 B0 JTE
il 793 ACETOME 500 ml 102.45 1 4915 30 133.20 133,25
il 230 AEKMIL 300MGI2ML AMP. 27.00 100 27.00 33 40 AL
il 231 AKINETOM TABLET 15.30 1 15.30 1] .00 146.50
il 234 ALDACTOME 50MG TABLET 14.80 100 145 30 20 2E
il 234 ALDOMET 125MG TABLET 10.60 1 10.60 30 aa 14.0C
il 236 ALDOMET 250MG TABLET 17.10 1 17.10 30 .00 22.2%
il 238 ALLOPURIMNOL 100MG TABLET 210 1 210 33 .00 3.0C
il 237 ALLOPURIMOL 300MG TABLET 287 1 287 33 aa 4.0C
il 240 ARIEIN S0MG 475.00 1 475.00 30 aa 617.50
il 243 AMIMNO-VITA CAPSULE 11.40 100 11.40 30 .00 28
il 241 AMIMNOLEBAN 500ML BOTTLE 1070.35 10] 1070.35 an .00 139.2¢
il 244 AMPHOCIL 50MG WIAL Ta41.10 1| 7a41.10 30 aa 980350
il 244 AMPICILLIM 250MG VAL 58.40 10 58.40 30 aa TIE
il 246 AMPICILLIN S00MG WIAL 65.00 10 §5.00 33 .00 8.7
il 247 ANDROCUR S0MG TABLET 11275 500 11275 an .00 3.0C
El_l 7A0 ARECTINE 10K WIA] 771 34 171 771 38 an nn ?q_frlll
GuideLine: Use Arrow Keys to Scroll Up/Dowen. Press %' to update § 'N'toignore [ 'D* to delete Erint | Update | Cancel |

Figure 29: Update Inpatient Selling Price based on Stocks Delivered by Supplier Window

2. Use arrow keys to scroll up or down. Press ‘Y’ to update, ‘N’ to ignore, or ‘D’ to
delete.

3. Click Update button to save changes made.
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Updating of Outpatient Selling Price

Use this option to automatically update the outpatient selling price based on the stocks
delivered by supplier or stocks from warehouse.

1. Click Maintenance > Update Inpatient Selling Price > based on Stocks delivered
by Supplier or based on Stocks from Warehouse.

Sample updating of outpatient selling price based on stocks delivered by supplier. The
window below will appear.

=¥ Update Selling Price - Dut Patient { based on Stocks Delivered by Supplier )

| List of Items Subject for Price Increase: |

x|

Lomn’on:l PHARMACY WAREHOUSE

[

Update |Code |Product Name & Description List Cost (Packing |Awve.Cost |[Markup |Old Price |New Price Eﬂ
W 1.5 %CAPD SOLUTION 1L (B. BRAUN)|  128.70 1] 128.70 33| 12970 1725
Y Ta3 ACETCORE 500 ml 102.45 1 9814 a a0 10240
i 230 AERMIL 300MGIIML AP 27.00 100 27.00 33 A0 AL
T 231 AKIMETOM TABLET 15.30 1 15.30 a aa 1540
hi 234 ALDACTORNE a0MG TABLET 1480 100 A4 a ] i
i 2349 ALUTAB BO0MG TABLET 20.50 1 20,50 33 27.30 27480
hi 258 ASPILET 80MG TABLET 1.03 1 1.03 33 1.40 1.60
i 2849 BIOGESIC 128MGIAML SYRUP 48.80 1 4880 a a0 48.0C
Y 2an BIOGESIC 250MGHSML SYRUP To.00 1 To.on a aa To.oc
i 283 BOMAMIME BOML 5YRIJP T8.30 1 7830 a a0 FERE
ki 304 CALCIUIM CARBOMATE 500MG TABLET{CIST 1.98 100 1.98 33 05 2E
hi 307 CALCIUM LACTATE 650MG TABLET 10,00 1 476 a Qo 10.0C
i 308 CALTRATE PLUS TABLET 6.10 ] 610 33 30 AL
hi a0 CODIPROMNT M A TMG [ SMLSYRLUP 220.00 1 22000 44 316.85 EAERIE
i 360 DALACIN-C BO0MG AWPLILE TH6.96 24 32749 33 43.65 43.7¢
Y 362 DACRIL AMG TABLET 10.30 150 or a o 2
i 36T DIAMICROMN 30MG TABLET 6.50 100 §.50 33 A0 i
i'_l a7 FPHFEMRIME S FATE ML aliPl Il F 18 AN 1 18 &0 44 7778 :-7£r|ﬂ
Guideline: Use Arrow Keys to Scroll UpiDown. Press %' to update § 'M'to ignore [ 'D*'to delete Erint | Update | Cancel |

Figure 30: Update Outpatient Selling Price based on Stocks Delivered by Supplier Window

2. Use arrow keys to scroll up or down. Press Y’ to update, ‘N’ to ignore, or ‘D’ to

delete.

3. Click Update button to save changes made.
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Inventory Procedure

Step 1: Purchase Requisition Entry

This option allows you to enter purchase requests.

1. Click Transaction Entry > Purchase Requisition. The window below will appear

E® purchase Requisition 3 x|

—Options — —List of BIV's
Requesting Dept.
L)
New
@

Befrezh

-

A »

20 DPending Order D with Purchaze Order CLEAR Complets

Figure 32 : Purchase Requisition : Main Window

Note: You can view the status of purchase requisition at the bottom of the window. Green color
indicates ‘pending order’; orange color indicates ‘with purchase order’.

To edit purchase requisition :

a. Select the request invoice number from the list.
¥

b. Click % Edit button. The list of items under the selected request invoice number
will be displayed. You can now add or delete items from the grid.

c. Click Save Entries button to update changes made.

To delete purchase requests

a. Select the requests invoice number from the lists
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=% R.LY. Details
—Transaction Information

b. Click \u Delete button. A message will appear. Choose Yes to confirm. The RIV
number including its ordered items will be removed automatically from the list.

To add purchase requests

a. Click New button. The window below will appear.

Location

[FHER

by

L| Emergency Purchase

R #

|N Ev

|[10:26r2006 =] Requisitioner |235 L"EIAUTISTA,MAYAZ

Jdustification
IReason

—List of Reins

+ |

lterm Code |tem Description

ity | L1 O, Price 1| Price 2| Price 3 Total|B.0.H | Dateftty

2

Total Cost: 0.00

Add from For Crder Computation | Celete |

ErintISavel Save | Close |

Figure 33: New Purchase Requisition Window

b. Select the location in the ‘Location combo box’. (Location in here refers to the
requesting department)

c. Enter name of the requisitioner.

d. Enter Justification / Reason for the requests.

e. Click Add from For Order Computation button to display lists of items.

f.  If you want to delete an item, click on Delete button to remove from the lists.
g. To save the items, click Save button or Print/Save button.

Step 2: Purchase Order Entry
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This step is where you can enter purchase order number, requisitioner number, supplier,
list of items for order and others.

1. Click Transaction Entry > Purchase Order. The window below will appear.

£® Purchase Ornder

&

—Options — —List of Entries for Po
Purchasing Dept. Supplier P.O. # Trans. Date Total Cost | Remiiy
PHARMACY WAREHOUSE  |[AB SANDOVAL 58 2005-11-30 00:00:00 1]
Hew PHARMACY WAREHOUSE  |BEST DRUG INDUSTIES o4 2005-12-05 09:40:00 i
PHARMACY WAREHOUSE  [BLOOMING FIELDS 08 2005-11-25 09:59:00 i
PHARMACY WAREHOUSE  |DEE Hwis LIOMG ELECT. | 317 2005-10-10 10:03:00 i
PHARMACY WAREHOUSE  [DIETHELM PHILS. INEC, 17 2005-09-12 00:00:00 i
PHARMACY WAREHOUSE  [DIETHELM PHILS. INEC, 261 2005-10-04 00:00:00 i
PHARMACY WAREHOUSE  [DIETHELM PHILS. INEC, a5 2005-10-14 16:38:00 i
PHARMACY WAREHOUSE  [DIETHELM PHILS. INEC, 434 2005-10-21 09:37:00 i
PHARMACY WAREHOUSE  [DIETHELM PHILS. INEC, 566 2005-11-07 15:39:00 i
PHARMACY WAREHOUSE  [DIETHELM PHILS. INEC, B8O 2005-11-17 12:13:00 i
e PHARMACY WAREHOUSE  [DIETHELM PHILS. INEC, B0 2005-11-17 12:34:00 i
= PHARMACY WAREHOUSE  [DIETHELM PHILS. INEC, 758 2005-11-23 10:19:00 i
w PHARMACY WAREHOUSE  |DIETHELM PHILE. INEC, a2 2005-11-25 09:48:00 i
il PHARMACY WAREHOUSE  [DIETHELM PHILE. INEC, a3 2005-11-25 09:60:00 i
s PHARMACY WAREHOUSE  |DIETHELM PHILE. INEC, B3 2005-11-20 00:00:00 10075
PHARMACY WAREHOUSE  |DIETHELM PHILE. INEC, 47 2005-11-20 12:59:00 i
PHARMACY WAREHOUSE  |DIETHELM PHILE. INEC, FET 2005-12-02 12:10:00 i
PHARMACY WAREHOUSE  |DIETHELM PHILS. 1N, a0 2005-12-02 12:11:00 i
PHARMACY WAREHOUSE  |DIETHELM PHILE. 1N, 913 2005-12-05 12:09:00 i 3
| Mic >
Ext D Unprocessed [ Complete [ with Back Order O Sort by PO # CLEAR Complete/Back Orders
Figure 34: Purchase Order: Main Window
Note: You can view the status of purchase order at the bottom of the window. Green
color indicates ‘unprocessed’; orange color indicates ‘pending in purchase recording’; red
color indicates ‘complete’; and cyan color indicates ‘with back order’.
To edit purchase order:
a. Select the purchase order number from the list.
¥
b. Click % Edit button. The list of items under the selected purchase order number
will be displayed. You can now add or delete items from the grid.
c. Click Save Entries button to update changes made.
To delete purchase order:
a. Select the purchase order number from the list.
b. Click " Delete button. A message will appear. Choose Yes to confirm. The RIV
number including its ordered items will be removed automatically from the list.
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To add purchase order:

h. Click New button. The window below will appear.

1 Autornatic (=) Manual Supplier _||

Requisitioner _||
PO Type RB_[ ular Stock vI Remarks|

|
|
Lucatinnl j Terms ;I
P-O-#INEW—"D“EEQDDE = cumency [Philippine Peso EI

RV # Jotizeizoos | Cancellation Date |o1/26/2006 =

rList of Hems for Order

Mame of lterm & Description LICM| Packing

1| | 3

Gross: 0.00 Add ltem | Delete em
rFree Goods { Other ltems )

Code Description Quuantity Unit Cost Total Cast

Total: 0.00 Add ltem | Delete liem |
—Footer
=
E ™ with WAT? I Delivered? Save Entries Close |
ﬂ ﬂ [ Accredited Supplier? [~ Print Short

I | Hid= nimeelertedlitems

Figure 35: New Purchase Order Entry Window

i. Select the location in the ‘Location combo box’. (Location in here refers to the
requesting department which issued the request invoice voucher)

j- Enter the purchase order number and date of purchase in the ‘PO # textbox and date
drop-down combo box’ respectively.

k. Enterthe P.R. #

I.  Select the supplier.

m. Select the requisitioner.

n. Enter remarks in the ‘Remarks’ textbox

0. Select the term of payment in the ‘Terms’ drop-down combo box.

p. Click Add Item button. Type the item code under the ‘Code’ column and then press
<Enter> to select.
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j. Under the ‘ltem Details’, you can update the item details such as packing, number of
units, number of free goods and others. You must then click then on ‘Update List’
button to refresh the data on the grid.

k. Click on ‘Process Orders’ button when done.
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Step 3: Receiving Stock Entry

This is used to enter quantity of items delivered by the supplier. The quantity of received
items from supplier is entered for the preparation of the final dispensing to departments.

1. Click Transaction Entry > Purchase Recording or press <Ctrl + P>. The window
below will appear.

| Receiving Stock Entry

Regular Delivery vI

Locatian

PHARMACY WAREHOUSE

Supplier

| - |

RAGRE

o |[1210812005 131018 PM_~ |

Invoice # o |[12708r2008 131018 PM ]

Date Received |12/06(2005 131018 P~ |

RV #

|1 2008r2005 131018 PM

Requisitioner

| - |

SO

Femarks

Received BY |n35

| ||hautista, maya zambrano |

Code

Product Name & Description

Listcost

Packing

Oty.Recened Total Cost NetCost

Qty.Orde|

< |
Line: Grand Total: Add | Delete | Save
Code ) ||| curentStock
List Cost On Order
Quantity Back Order aty. Ordered List cost
Packing Discount :I% VATI:I k) FPosted Facking
Expiry Date Tatal Cost F'endingl:l Average Cost |:|

Lothe | ] metcost UpdateList |

a.

Figure 36: New Receiving Stock Entry Window

Select location in the ‘Location’ drop-down combo box.

b. Select supplier in the 'supplier’ textbox. The supplier to be entered here should match
the supplier entered in the purchase order entry.

c. Select purchase order by clicking J The window below will appear.

MEDSYS

Kaiser dela Cruz Consulting, Inc.



Program Operation 49

i, Purchase Drder List ) x|

—List of P.0O's

06N Yr2003

Total RLV # R.LV. Date

4296 06172003

4 |

—P.0. Details
Product Name Qty.| Amount|Code Free isFre
DIAREAL SOLUTION 1.8% 1L (BAXTER) 2148 4296 2436 1]

3

Refresh List |

™ Include all items? ge|e.:t|nvni.:en| gnse|

Figure 37: List of Purchase Orders

Double-click the purchase order number from the ‘List of P.O.s’. The P.R. # and
Requesting staff will be automatically displayed.

Enter the invoice number in the ‘Invoice # textbox. The date received will be
automatically displayed. (The current date will be used).

Type remarks in the ‘Remarks’ textbox

Under the ‘Purchased ltem Entry’, enter the code of the item by clicking J The
window below will appear.
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i, Purchase Drder List : |

—List of P.O."s
Total RV # RLV. Date
1014 Q&M 72003 4286 Q6M7r2003
—P.0. Details
Product Name Qty.| Amount|Code Free isFre
DIAREAL SOLUTION 1.8% 1L (BAXTER) 2148 4296 2436 1]

3

™ Include all items? o - | OFm |

Figure 38: List of Purchase Order Details

k. Double-click the item from the list of ‘P.O. Details’. The item’s list cost, quantity, and
packing will be automatically displayed. You may edit them if necessary. The item’s
back order will also be automatically displayed once quantity received entered is
lesser than the quantity ordered.

I. Enter LOT number in the ‘LOT No’ textbox.

m. Enter discount percentage in the ‘Discount’ textbox. (This entry has been entered in
the purchase order entry but you may edit it if necessary)

n. Enter VAT percentage in the ‘VAT’ textbox.

0. Click OK button for the next entry of item. The complete list of items entered is
displayed in the grid portion of the window.

p. Click Save button to save current entry of items in the grid.

To post received stock: (Use this option to post the entered received stock for the
preparation of the final dispensing to departments.)

a. From the Receiving Stock Entry main window, select the purchase order
number/invoice number from the grid.

are now ready to process under Stock Transfer (step 4).
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Step 4: Stock Transfer (Withdrawal Posting) Entry

Posted items under purchase recording entry will be processed here. This is used in the
final issuance of stocks into different departments based on the received quantity of
stocks from supplier.

1. Click Transaction Entry > Withdrawal Posting or press <Ctrl + W>. The window
below will appear.

™ Stock Transfer

Tt Inventory Request
—List of Issuances for Posting
Mew - -
Source Location Target Location Drocument # Tranz, Date Tatal =
o b |CSRWAREHOUSE CEMTRE FOR SIGHT 256249 01M 872006 4:24:00 F 3375
CSR WAREHOUSE CT-SCAMN 03143 0142352006 4:17:00 F 448605 s
Edit SR WAREHOUSE CHL (OR) 06339 01H 0F2006 4:26:00 F 937
C5R WAREHOUSE CVU (OR) 0RG42 01H 712006 4:28:00 F 11162
é CSR WAREHOUSE DELIVERY ROOM 20610 01/23/2006 3:42:00F  14018.12
Print CSR WAREHOUSE DELIVERY ROOM 20611 0142352006 4:14:00 F F32.87
CSR WAREHOUSE DIETARY M7 01M 952006 2.09:00F 12962 26
ﬁ CSR WWAREHOLUSE DIETARY 21218 0142352006 2:48:00 F 8837 44
Post CSR WAREHOUSE DIETARY 21221 0142352006 2:45:00 F B74.8
CSR WAREHOUSE EMERGEMCY ROOM 12290 0142352006 4:08:00 F 15554
CSR WAREHOUSE HOUSEKEEFING DEPARTME|02533 01/23/2006 4:20:00 F 2684 75
Refresh CER WAREHOUSE LG, 02334 0142352006 4:37:00 F 4712
CSR WWAREHOLUSE LG 02338 01/23/2006 4:35:00 F B190.7
C5R WAREHOUSE LCL. 02336 0142352006 4:34:00 F 21825
Delete C5R WAREHOUSE MACTAN DOCTORS HOSPITA 21318 01/ 952006 2:07:00 F 4345
CSR WAREHOUSE MORTH GEM. HOSPITAL 14097 0141352006 10:31:00 FA73.38
l CER WAREHOUSE MORTH GEM. HOSPITAL FAG4 01M0/2006 311:00F  17504.95
= CSR WAREHOUSE NMUCLEAR MEDICINE 0R185 O1H 7r2006 4:13:00 F Tafell]
- C5R WAREHOUSE OPERATING ROCM 06552 01/20/2006 1:37:00 F 426935
C5R WAREHOUSE OPERATIMNG ROOM 06553 01/20/2006 1:30:00 F  33690.05 =
Figure 39: Stock Transfer Main Window
To edit posted stock:
a. Select document number from the grid.
¥
b. Click @ Edit button. The list of items under the selected purchase order number
will be displayed. You can now add or delete items from the grid.
c. Click Save button to update changes made.
To delete posted stock:
a. Select document number from the grid.
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|

b. Click Delete button. A message will appear. Click Yes button to confirm.
Deleted items will be automatically removed from the list.

To enter items for stock transfer:

a. Click New button. The window below will appear.

“= Stock Transfer In/Out E|
Docurment Mo. I:IJ Source Location | PHARMACY WAREHOLUSE -
Transaction Date |1 20652005 131018 PM j Target Location -

Code Product Name & Description Quantity Unit Cost Total Cost Retail? ADS?

% >
Line: 141 Grand Total: (.0000 Add | Delete | Save | Exit ‘
tem Entry

Code |:|J Current Stock

MHamelDesc | | on Order

Total Cost |:| Exp. Date 1206 #2005 - Average Cost
For Retail? & Yes " Mo g

Figure 40: New Stock Transfer Entry Window

|
|
Zuantity |:| Stock Card |:| List Cost |
|
|

b. Select source location in the ‘source Location ’ drop-down combo box.

c. To enter new document number, enter document number in the ‘Document No.’

textbox. To have a correction on the posted document number, click J to display
posted document numbers from the selected source location. Any saved transaction
here will be deducted from the quantity of the selected item.

d. Enter transaction date in the ‘Transaction Date’ drop-down combo box.

e. Select target location in the ‘Target Location’ drop-down combo box.

f.  Under Item Entry, select code by clicking J The window below will be displayed.
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x|
Description .|List Cost | Issued|Delivered Expiration
DA TDIAMEALSOLUTION 1.5% 1L (BAXTER] 1011 148 200 2000 20030817 14:00:20 06/17/2002
1066 NSS (MORMAL SALINE] 1L BAXTER /WAL 111 1205 72.00 0/ 20030617 15:01:04 06/17/2003
1067 NSS (MORMAL SALINE] TLEUROMED 111 £021 10.00 0/ 20030617 15:01:04 06/17/2003
1060 NSS (MORMAL SALINE] S00ML B.BRAUN 123 306 3075 0/ 20030617 12.21:54 06/17/2003
106D MSS [MORMAL SALIME] S00ML B.BRAUN 123 306 30.75 0 2003-06-17 12:21:54 061742003
1064 M55 [MORMAL SaLIMNE] S00ML LVP 123 382 3075 0 2003-06-17 12:21:54 061742003
1061 M55 [MORMAL SALIMNE] S00ML BAXTER /123 306 30.75 0 2003-06-17 12:21:54 061742003
1062 M55 1L EUROMED-GLASS 111 10 20.00 0 2003-06-17 15:01:04 061742003
1083 W55 SOOML EUROMED 123 306 3075 0/ 20030617 12:21:54 06/ 742003
Select LCloze
Figure 41: List of Iltems for Stock Transfer
Note: Under the ‘Issued’ column in the above window, you can view the issued quantity
of a particular item. The quantity under the ‘Qty’ column refers to the available quantity o f
the item to be issued.
Select the item from the list then double-click it.
h. Enter the quantity to be dispensed into the selected target location.
i. Identify if item is for retail or not.
j.  Click OK button. Follow the same procedure when entering additional items.
k. Click Save button after completed the items to be dispensed into the target location.
The selected items will be displayed into the Stock Transfer main window.
How to post items for stock transfer: (Use this option to finally dispense the items to the
selected target location)
a. From the Stock Transfer main window, select the document number in the grid.
b. Click ﬁ Post button. A message will appear. Click Yes to proceed. Quantity of
posted items will be automatically added into the target location.
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Step 5: Return to Supplier Entry

This option is used to return items from source location to the supplier.

Note: Before doing this step, you should also update the quantity of the item from the
target location to the source location using Step 3: Stock Transfer (Withdrawal

Posting).

1. Click Transaction Entry > Return to Supplier or press <Ctrl + R> to open the
window below.

.1 Return to Supplier ) x|

— Options — —List of Entries for Posting

Locati Su ierllame Doc. # Trans. Date vE
W PHARMACY MAIN B17/2003 B:08:41
Hew
@
Edit

D

Post

Refresh

Exit | 4]

Figure 42: Return to Supplier Main Window

To edit retuned items:
a. Select the credit memo number (Doc. #) from the list.

W

b. Click % Edit button. The list of items under the selected credit memo number will
be displayed. You can now add or delete items from the grid.

c. Click Save button to update the changes made.

To delete returned items:
a. Select the credit memo number (Doc. #) from the list.
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¥:

b. Click '

Delete button. A message will appear. Click Yes button to confirm. Deleted

items will be automatically removed from the list.

To enter returned items:

a. Click New button. The window below will appear.

% Return To Supplier

Location

Supplier “

PHARR MAREHOLUISE

| Trans Date [12/06/2005 13:10:18 PM

Remarks

B
=

Code

Product Name & Description

Unit Cost  Quantity Total Cost Expiry Date Lot Numb

£

Line: 141

Code

Froduct Mame |

Total Cost: 0.0000

—

add | Delete | gave | Ext |

Current Stock |:|

| onoer [ ]

Unit Cost [ JioTme | | dstcost [ ]
quantty [ ] Retumed Packng [ |
Expiry Date | Received merageCost [ |
Totalcost [ ] o
Figure 43: New Return to Supplier Entry Window

b. Select location (source location) in the ‘Location’ drop-down combo box.

c. Enter supplier.

d. Enter credit memo number. (To have a correction on the posted credit memo, click

1. This will display list of posted credit memo. Double-click it from the list to select)
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e. Select invoice number in the ‘Inv. No.’ entry by clicking J This will display list of
invoice numbers posted under the source location and supplier. Double-click the
invoice number to select.

f.  Enter code by clicking J The window below will be displayed.

(< IvoceInformation |
= Inoice List
Invoice # Date Amount P.O. # RIV #
123 0BM 72003 24692.2500(10
rInvoice Details
_Pruduct Name Oty. Amount Code Lot Number Expiration Packing
MSS (MORMAL SALIME) 300ML B.BRAL] 612(9408.500|1060 06 7r2003 1
MSS (MORMAL SALIME) 200ML LWP 382|56873.250(1064 06 7r2003 1
MSS (MORMAL SALIME) 200ML BAXTER| 2306(4704.750|1061 061 7r2003 1
MEE 500ML EUROMED 3064704, 7501063 061 7r2003 1
Select Item Cloze

Figure 44: List of Invoice Details

Under ‘Invoice Details’ in the above window, double-click the item from the list.
h. Enter the quantity to return.
i. Click OK button. Do the same procedure when entering items to return.
j.  Click Save button after completing the items to return.

To post items for return: (Use this option to finally return items to the supplier. Quantity
of returned items will be automatically deducted from the source location)

a. From the Return Supplier main window, select the credit memo number (Doc. #).

b. Click @ Post button. A message will appear. Click Yes to proceed. Posted items
will be automatically removed from the list.
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Reports

Reports

Stock Card

Master Inventory List ( by Location )
Master Inventory List ( Consolidated )
Master Inventory List ( BIR )
Purchase Subsidiary Ledger
For Order

Summary of Issuances

Price List

Formulary Report

Expiring Drugs

Inventory Monitoring
Summary of Sales

Print Invoice

Print Receiving Report

Print MRIS

Print Return to Supplier
Report on Corrections

Print Price Increase Proof List
Print Physical Count
Unprocessed PR Report
Undelivered PO Report

PR Query

List of Receiving Report

The following list of reports is generated by the program. Just click on the Reports menu
and then select the desired report to be generated.
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Stock Card Report

This generates a printable report of the item’s summary of transactions since the entered
beginning to ending dates.

1 To open its window,
+ Press Ctrl + Kor

+« Click Stock Card from Reports pull-down menu or

« Click the — Stock Card toolbar button.

% Stock Card @

Lacatian [FHARMACY WAREHOUSE ~| onHand |:| Reardering Point
ProguctCode || Last Inventory Count Packing | || |

Mame & Desc.l Average Cost I:I Close

Report Period: Fram |12/6 /2005 ~| To [12/6 /2005 =] List Cost |:|

¥ Tabular Form
Eecaompute Balance

Figure 42: Stock Card Tabular Format Window

Enter the following data.
+ Location - Click the drop-down arrow to select location name.

« Product Code - Type the first few characters of the item name and then press
<Enter>. A window with items list will appear matching your query. To select,
double-click the item name. Its name and description, on hand, packing, average
cost and list cost will be automatically displayed.

+« Report Period - Select beginning date under From and ending date under To.
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2 Click the OK button afterwards. Its details and summary will be displayed. To view its
details, click the Details tab or to view its summary, click the Summary tab. Its tab has
a printing option. Click it to print the stock card report.

Click the Close button to close the window.
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Index

—C—
classification (adding/editing of), 29
computer count (updating of), 41
currency list entry, 40

—D—
department (adding/editing of), 25

—F—
features, 6

——
inpatient selling price (updating of), 43
item (adding/editing in location), 15, 21
item classification (adding/editing of), 31
item count (updating of), 41

——
location (adding/editing of), 25

—0—
objectives, 5
outpatient selling price (updating of), 44

overview, 4

—pP—
password (changing of), 8
physical count (adjusting of), 41
program (closing), 9

program (starting of), 7
purchase order, 45

—R—
reports, 57

—_S—
stock card balance (updating of), 45
stock card report, 58

supplier (adding/editing of), 28
system settings, 10

.
term of payment (adding/editing of), 34

—U—
unit of measure (adding/editing of), 37
user settings, 12
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