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Installation

FileMaker Pro Installation
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1. In BTRP_Installer, open the FileMaker English
Installer folder.

2. Double click on Install FileMaker.
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Install Plug-ins

1. Open the Plugins to Install folder.

File Edit ‘iew Favorites Tools  Help
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FileMaker English Installer

FileMaker Russian Installer

3. Follow installation instructions. When prompted  The contents of this folder are shown below:

for language, click OK for English.
Organization Name for installation:
Bechtel National, Inc.
License Key:

32T8M-43331-49V99-X4TJ2-7]3]M-
9NM86-54941
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2. Copy the file Troi.Pay.txt to the C:\Program
Files/FileMaker/FileMaker Pro 11 folder.

3. Copy fmDataGuard.fmx and Troi_File_Plugin.
fmx to C: \Program Files/FileMaker/FileMaker Pro
11/Extensions.

: Address |@ C:'\Program Files\FileMaker \FileMaker Pro 11

Mame Size | Type
IChcMap File Folder
|C)English Extras File Folder
File Folder
[ChFent File Folder
)sasL2 File Folder
Chsetup File Folder
Chweb File Folder
C)xTPTrans File Folder

Install BTRP Program

1. Copy BTRP folder to root of C: drive, and, if
desired, create a short cut of BTRP_Inventory_
Mgnt.fp7 and place it on your desktop.

{ Address |23 c:ieTRP
Name Size Type
[)Backups File Folder
.DS_Store 7KB DS_STORE File
¥ Audittog.fo7 104KE  FileMaker Pro Datab.
| BTRP _Inventory_Mgnt.fp7 8,555 KB FlleMaker Pro Datab.
Open
Print
Scan for Viruses...
Open With, ..
& winzip »
Send To 3
cut
Copy
Create Shortcut

First Launch

1. Open BTRP_Inventory_Mgnt.fp7 from the C/
BTRP folder, or from desktop shortcut.

2. When launching the system for the first time,
you will be required to log on as an Admin user
using the following:

Logon: Admin

Password: password

3. After the initial log on, change your username

and password by selecting Change Password from
the File menu, and following the prompts.

4. In the Admin section, you should create two
accounts for yourself: one Material Coordinator
account and one Lab Tech account. See Manage
Users: New User for instructions.

5.In the Admin tab, enter your Facility name and
Facility Symbol in the appropriate fields.

Administration

Choose Action:

-

Facility Information

aciy [Geons

Faciity Symbol o6

Last Order 1D oRDo000TE

Last Backup Folder

10l Bowss+1]

Import Inventory

1. From the Admin section, select Import Inven-
tory. You will be prompted for Master Catalog file
containing your facility’s inventory. This will be

an .xIs file.

2. Locate your file in the dialog box and select OK.
'The file will be imported to the current inventory,
and the master stock catalog will be created.
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General System Information

Backups

A backup will automatically occur when the pro-
gram is closed: a script will run and create a folder
with the current date and time.

To force a backup: in the Admin section, click the
Make Backup button. A sub-folder will be created
within the Backups folder (C:\BTRP/Backups)
labeled with the date and time of the backup.

Individual back-up folders can be copied to CD or
DVD by selecting the folder or folders of interest
using your CD/DVD burning software of choice.

Recovery

If a file will not open, or needs to be recovered:
1. Open C:\BTRP.

2. Select File>New> Folder from the drop-down
menu.

3. Cut the BTRP_Inventory_M, lont.fp7 and Audit-
Log.fp7 and paste them into the new folder. It is
important to keep the last set of files in case the
data is needed at a later time.

4. Rename the folder, with “Damaged file” and the
current date in the folder name.

5. Navigate to C:\BTRP/Backups and locate the
most recent backup folder.

6. Launch the copy of BTRP_Inventory_Mgnt.fp7
within the back-up folder, and confirm that ver-
sion is acceptable. If the version is not acceptable,
continue moving backwards through backups until a
replacement is identified.

7. Once a back-up folder has been targeted, copy
both files from the folder and return to C:\BTRP.

8. Paste both files into C:\BTRP.

9. Launch the new copy of BTRP_Inventory_Mgnt.
/p7 and resume work.

If a file is corrupt and will not open, but you need
the data from that file, contact a FileMaker devel-
oper for assistance.

Languages

'The program will automatically switch between
English and Russian language layouts based on user
settings. The program should be run in the appro-
priate language, so the FileMaker menus correspond
to the language of the layouts.
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Navigation Bar

I} BTRP_Inventory_Magnt

] 1 o 11890
\_d — @Fuund(UnsUrted) ﬁ‘

Records

i

Show All | Mew Record Delete Record | Find Sort

Q- g

Layout: | Stock_Catalog_Farm > | Wiew As:

BTRP Inventary Management

a 4= .\

Wiew as List

Show Active Only

'The navigation bar, pictured above, is available from
all screens. The upper half includes (from left to
right):

Book icon: Allows step-wise navigation through
current set of records.

Slide bar: Allows rapid scrolling through current

set of records.

Green circle: Toggles between Found and Omit-
ted records.

Show All: Displays all records in current table.

New Record: Creates a new record; only active
when logged in as full Administrator.

Delete Record: Deletes current record; only active
when logged in as full Administrator.

Note: Some layouts will show a single record; this
record is required, and it will never increase, it
cannot be deleted.

Find: Launches Find mode.
Sort: Launches Sort dialog box.

Magnifying glass: Entering text into the adjacent
field and then clicking the magnifying glass will
launch Quick-find, which searches all visible
fields in the layout for the specified criteria.

The lower half includes (from left to right):

House icon: Returns you to the dashboard.

Back arrow: Moves you back step-wise through
previously visited layouts; terminates at dash-

board.

Magnifying glass: Another method for launching
Find mode.

Performing Searches

From Find mode, you may search by entering
criteria in any or all relevant fields. The following
syntaxes and symbols may be used to improve search
accuracy:

*: Finds any records with non-blank entries in the
given field

* [eriteria]: Finds any records containing the crite-
ria; allows partial searches of a field

=: Finds all records containing the exact criteria
specified; must contain complete phrase or entry

6/10/2010: Finds all records from June 10,2010
6/2010: Finds all records from June 2010
2010: Finds all records from 2010
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System Screens and Usage

General

'The following pages describe the usage, access, and
purpose of each section within the system.
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Dashboard

Purpose: Main navigational screen for system

Access: All users; access to buttons within will be restricted according to current user privileges

File Ed Wiew Insert Format Records Scripts Tools Window Help

B BTRP_Inventory_Mant =lalx|
T 1
[ir]l ] @

Records Sho New Record Delete Record Find Sort
Layouti [Dasthoard -] vewrslm @]

7 3 BTRF Inv: agement

Dashboard
Choose Action Below:

Build Number 100808-025

H
Description

Receiving: Receive and update new and existing stock items.

Orders: View, submit, or print current and past orders.

Stock catalog: View current levels of and detailed information about all approved stock items for your

location.
Reports: Multi-level reporting tools.

Admin: Manage user settings, create backups, view audit logs, and update inventory and manufacturer

info.

Exit: Creates a backup and quits FileMaker.
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Administration

Access: Administrator only

Path: Dashboard > Admin
Fille Edit View Insert Format Records Scripts Toolk Window Help
R

i — (S ER— Q -

Records ew Record Delete Record | Find sort

3
[

Layout: [ Admin

Administration

Choose Action:

Facility Information

Facility [Georiga Last Order ID |orDOODDOTE

Facility Symbol [6o

Last Backup Folder |

| 100] o = Bromse [ 4 :

Description

'The Administration section allows full access users and Material Coordinators to manage the system:

Manage Users: Add, edit, and disable users.
Manufacturers: Add, edit, and change manufacturer details
Audit Log: View all data changes.

Make Backup: Force a backup to the Backups folder.

Facility Information: Enter facility information for orders; Facility Symbol is part of the order

number.

7
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Manage Users
Access: Admin Only
Path: Dashboard > Admin > Manage Users

2 2 Q- E  —

New Record Delete Record .~ Find

Welcome oe
Today 813002
LastLoa On: 1/1/2010

Last Name First Name Last Loa On Access Level

Description

'This section allows for setup and maintenance of user accounts. From this section you may manage existing
accounts, or add new users.

'The status, logon, password, and access levels for a user are all tied to FileMaker’s native security settings.
Modifications to a user’s profile in this section will impact the inherent security restrictions for that user.



Adding a User

Path: Dashboard > Admin > Manage Users > Add User

Fle Edit View Insert Format Records Seripts Tooks ‘Window Help
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T O 1
— Total (Unsorted)

=L = .Y
Recards Mew Recard Delete Recard | Find

B} BTRP _Inventory_Magnt

Layout: [ Admin_Users_Form_Mew = |  View As: Freview

Script paused| Continue | [A8]  Edit Layout

Authorized Users Information

Employee ID [
First Name [
Last Name [
Phone [
Email [
Title [ ¥
Language Preference | ¥
Manager [ ¥
Status [ ¥

Last Logon Date [

Logon Information

Logon [

Password [

Access Level [ ¥

| 100] ol = Birowse  +| 4] ‘

Description
New users can be added through this portal. Re-

quired information includes:

Status: Determines user logon permission: user
status must be set to Active in order to log on.

Logon: The username assigned to the user.
Password: The password assigned to the user.

Access Level: Determines which sections a user can
access; setting this parameter activates the user
account.

Clicking the Commit button will save the user’s
record and return you to the Manage Users list.

Clicking Cancel will clear the current record
without saving, and return you to the Manage
Users list.

9
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Editing a User

Path: Dashboard > Admin > Manage Users

Fle Edi View Insert Formak Records Seripts Tools Window Help

Layout [adnin Leers-rom——~] ven 2z 1 S1E)

T} BTRP_Inventory_Mant (o] x|

L @° . .
[<ir] @y 3 Q. e
[Aa] [ Edi Layout

Autherized Users Information

Emplayee ID —
FirstName [
Last Name —
Phone [
Email —
— 8
e
Stotus [ §
Last Logon Date ]

Logon Information

Logon [
[
L ¥

Password

Access Level

[100] =T Bowse =14

Description

Changes can be made to the accounts of existing
users through this portal.

At the initial screen of the Manage Users area, all
existing users will be displayed in a list. Clicking on

For all other changes: Make desired changes to
entries. Once all changes are complete, press

Create/Update Logon. This updates FileMaker’s

security settings according to changes made.

a user will take you to that record. If no users have
been entered, the list will be blank (see Add Users).

After selecting the user to be edited:

If changing password only: Edit password and then
press Change Password. This updates FileMak-
er’s security settings with the new password.



Manufacturers
Access: Admin Only
Path: Dashboard > Admin > Manufacturers

Fle Edt View Insert Format Records Scripts Tools Window Help
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Q

Find

=lolx
| — 330
LE] — QTnta\(Smted)

Records Show All | New Record Delete Record

Layout: [Admin_Manufacturers_... |  view &s:[ &= [

Company Contaet Phone

am

A8

Academic Press

Air Clean Systems

AirTechnigues Intemational

AirClean Systems

AKEA

Alsate

Alternative Veterinary Praduct

Ambion

Ameresx Instruments Inc

Animal Genetics:

Ansil

Applied Biosystems

Amolds Vet Products

ASM Press

ATCC

Australian Animal Health

Autolock

Baker

Baker Compary

Bamstead

Barnstead Intemational

Bata

BEL

[8D

[BD Diagnostic

[BD-vale (511 783)

Becton Dickenson

Becton Dickensan (367213)

Becton Dickensan (367214)

0] Browss <] 4

Description

Existing manufacturers are displayed in a list on the main screen of the Manufacturers
section. From here, you may navigate to a specific entry to view and edit the contents, or

you may add a new manufacturer to the list.

1
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Adding/Editing a Manufacturer

Path: Dashboard > Admin > Manufacturer

Fle Edt Yiew Insert Format Records Scripts Tools Window Help

B BTRP_Inventory_Mant

| En— 332
BZ‘I — Qtuta\(smed)

Records

= 5

New Record Delete Record

ial >
Show All Find Sort

Layout: | Admin_Manufacturer F...~|  iew As; BB | | Preview

Sk e Coiue ) (28]

Edit Layout

Manufacturer Contact Form

Company

Address 1

Address 2

State

Postal Code

Country.

Contact

Phone

Email

Fax

Status [etive

Description

From the main Manufacturer screen,
10 add a new manufacturer to the list:

Click on the Add Manufacturer button. Enter
manufacturer details as specified in the fields as
shown in the image above.

When additions are complete, press Enter New
Manufacturer to save entry.

1o edit an existing manufacturer:

Select the manufacturer’s entry in the list. Modify
entry as necessary.

When changes are complete, press Commit to
save entry.

Notes:

Clicking the Cancel button will delete the current
record without saving, and return you to the Manu-
facturer’s list.

The Status field indicates whether a manufacturer
is currently being used. Setting the status to Inac-
tive for a particular entry indicates that you are no
longer using that manufacturer.
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Audit Log

Access: Admin Only
Path: Dashboard > Admin > Audit Log

File Ecit View Insert Format Records Scripts Tools Window Help

1
Q Total (Unsorted) )

Records Show All

q - g

New Record Delete Record | Find Sort

e

Layaut:| Admin_guditLag < vewss (== [4a] [ Edit Layout

BTRP In

Timestamp Table Name Event
732010 100952 PM
local 732010 10:09:52 PM
for Georgia only for Geargia only 741302010 10:09:52 PM
300 7A32010 10:09:52 P
Table, Metal vth chemically 7A 32010 10:09:52 Pt
MEDS00001 732010 10:09:52 PM
Contour (ocal) Contour (lacal) 732010 10:09:52 PM
Ecuip Ecip. 741302010 10:09:52 PM
Lak Exuipment Laky Equipment 741302010 10:09:52 P
123412 TAFZ010 10:09:52 B
huis, TA3010 100952 PM
Addition Addition 7A1312010 10:09:52 PM
amiient 732010 10:09:52 PY
Cantour Cantour 7A32010 10:09:52 P
Es. Es. FAFZ010 10:09:52 Bt
each 732010 10:09:52 PM
CONIDD2708 CONDNDZ706 732010 10:09:52 PM
100 1001 732010 10:09:52 PY
CONDD00252 CONODD02E2 732010 10:09:52 P
1 1 TAFZ010 10:09:52 B
admin ackmin TA3010 100952 PM
733959 762010 732010 10:09:52 PM
63414055526 7IB201011:25:26 PM 732010 10:09:52 PY
acmin actmin 7A32010 10:09:52 P
|rasesz 72010 FAFZ010 10:09:52 Bt
63414259673 /2010 B:07:53 AM 732010 10:09:52 PM Timestamp
TA3L01010:41:41 PM

| 100].dud = Br00

Description

'The Audit Log shows a list of all changes made in the system. All changes made to data entries
are tracked in this section.

Field values prior to and after changes are listed, as well as the time and date of the change,
and the name of the user responsible for a given change.



14 |

BTRP Inventory Management System

Receiving Center
Path: Dashboard > Receiving

File Edit Wew Insert Formab Records Scripts Tooks Window Help
o

H 1 ! E O
\_r_l — O Total (Unsorted) =) @ g CL < E=:' 7|
Records Show All | NewRecord Delete Record | Find Sort
Layout: Receiving_Center - vew s =) [Aa] [ EdtLavo

Receiving Center

Enter Stock Code Below:

Stock Code

100] {ud = Browse = 1|

Description

Use this section to enter information about stock items that have been received. New items may be added
to stock, and existing items can be restocked. Changes made in this section are reflected in the Master

Stock Catalog.

To enter a new item into inventory:
1. Click Continue, and select Create New when prompted.

1o modify an existing item.:

1. Click Continue without entering any text, and select Re-Enter when prompted; or

2. Click the magnifying glass without entering any text, and then select item from list; or

3. Enter the Stock Code in the field and click Continue.



New Stock Items
Path: Dashboard > Receiving

BTRP Inventory Management System

Fle EdR View Insert Format Records Scripts Tools Window Help

P BTRP_Inventory_Mant

[<-] za , @i s
ecords

Show All | New Record Delete Record | Find Sort

e
>

Layout: Receiving_Center_New... | view As: [ 5 [ | [ preview
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LastLoa On: 14112010

Receiving Center's New Items Data Entry

Stock Code /TechEQ |
Manufacturer [
Catalog Number |
Description Russtan |
[
|

Description English
MSDS
SOP Number [ X

Min / Max Stock | |

Shelf Life /Stg Temp [

L ab LA

Location Room/Shef | [

Expiration Date [

LotBatch Number |

Unit Price / Currency | [}
|

Number Received |
Purpose |

Unit of Measure

Date Received [
Person Receiving [

QY T F———
Q¥

Description

Enter item information as required for each field.

Manufacturer: Add a new manufacturer by clicking
the blue + symbol next to the manufacturer field.
You may choose an existing manufacturer from

the list by clicking the magnifying glass.

Next Stock Item: Saves the entry and returns you
to the Receiving Center.

Cancel: Cancels the entire transaction without sav-
ing and returns you to the Receiving Center.

Entries created in this section will add a new item
to the inventory and create a new entry in the mas-

ter Stock Catalog.

15
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Restock Items
Path: Dashboard > Receiving

BTRP Inventory Management System

File Edt View Insert Format Records Scripts Tools Window Help

I BTRP_Inventory_Mant (=]
692 692 =
B_‘ T O Total (Unsorted) C& - %.:T
Records Show Al | New Record Delete Record Find sort

Layout: | Receiving Restock Tte.., =

i =)

Receiving Center's Restock ltems Data Entry

Stack Code AELEDO0B3 Q
Manufacturer |ghel Laboratories
Catalog Number ‘134534 BB VVB1 AW

Description Russian \

Description English  [Water Bath, Double Chamber, Wi Lids, 320

MSDS |msDs00002

SOP Number [241

Location in Lab [

¥]

Location Room / Shelf | |

Expiration Date

Lot/Batch Number |

Number Received

Unit Price /Currency | L

Purpose [
Date Received
PersonReceving  |Admin

[100]_dud = Browsew] |

Description

Update item information as necessary. Note that
some fields are locked in this section and if editing Entries created in this section will add a new item
is required should be modified through the Master to the inventory and create an entry in the Master

Stock Catalog.

Stock Catalog.

Continue: will save your modifications and return

you to the Receiving Center.

Cancel: will cancel the entire transaction without
saving and return you to the Receiving Center.
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Orders
Path: Dashboard >Orders

Fle Edit View Insert Format Records Scripts Tools Window Help

1) BTRP_Inventory_Mant =10] x|
[E (1o — B
I@] =\ Found (Unsorted) Q - et (@
Records Show All | New Record Delete Record | Find Sort

T PR <] viewes

", i » 0 0
ORDERS & [[Stiorit & Creats ew Order | £ pin
Order Number |6G000022 Status
Order Date ‘ElE/Zm a Comments

Placed By [

Submitted Date

Quantity Received Back Ordered

Stock Code Catalog # Vendor! Supplier Manufacturer Description uom

Description

Use this section to search for past orders or create a new order. The current order is displayed by default.
The Back Ordered column lists the date that the item was back-ordered.

10 create a new order:

1. Press the Submit & Create New Order button to clear the current order from the screen. Pressing this
button changes the status to Aczive, and updates the Order Date to the current date. It also updates the
last order number in the Admin section, so all subsequent items will be placed on the next order.

2. When the new order appears (the Order Number and Order Date are automatically populated), fill in
blank fields. Items appear on order based on activity in the Stock Catalog.

3. When ready to submit, update the Submitted Date field with the current date, and press Submit &
Create New Order.

4. When an item is received, it can be manually checked off, or it will automatically be marked as Re-

ceived when it is entered during the receiving process.

5. Pressing Print will print the current order, or create .xIs and .pdf versions for export.
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Stock Catalog

Access: Material Coordinator only

Path: Dashboard > Stock Catalog

File Edt View Insert Format Records Scripts Tools Window Help

B BTRP_Inventory_Mgnt 1ol x|
1 1/ 1890 — _

L] e @ = = O [ —
Records Show All | NewRecord Delete Record | Find Sort

[a] [ Edk Layout

Layout: Stock_Catelog Form | View A

Master Stock Catalog

Stock Code fTechEq |UCa2P00ZE3 | Perishable [Oves OMo

Manufacturer [sigma-Alarich Q, sherLife/StgTemp | Yes [INo |20
Catalog Number |ce20s Unit of Measure

Serial Number [ Quantity on Hand 12

Model Number [ MaxMin Stocklevel 10 5
MSDS Number [mMsDs00962 SOP Number 591

Description Russian | Stock Levels

Description English | Reagent, Cell Freezing Medium-DMS0 Expired Expire 14days  On Order Backordered

Purpose [ [ H [ i |

ExpirationDate  Date Rec'd  QtyRec'd #lssued  LotBatch Number  Location Shelf #Remaining

aBi2010 10 Storage Room

h'ﬁ
Description

The Stock Catalog lists all approved items for your location. In this section, you can view and edit item
details, view current stock levels for a specific item, issue stock, and adjust inventory. You may also manually
add items from the Stock Catalog to the current order.




Issue Stock
Path: Dashboard > Stock Catalog > Stock On Hand (tab) > Issue

Stock Code
Manufacturer
Catalog Humber
Location
Description Russian
Description English
Lot / Batch Number
Date Received
Quantity Received
Quantity Remaining
Quantity to Issue

BTRP Inventory Management System |

Stock Issuance

|AELEODOG3

|She| Laboratories
|13468-166 WG A0
|

|

|Water Bath, Double Chamber, Wi Lids, 220

|mugg Bowse o] N

Description

Stock can only be issued for items that have a non-

blank value in the Quantity on Hand field.

To issue stock, enter the number of items to be is-
sued in the Quantity to Issue field. This number may
not exceed the Quantity Remaining.

Press Commit to issue stock and save changes.

Press Cancel to return to the Stock Catalog without

saving.

If stock falls below the minimum level, the item will
automatically be added to the current order. If no
min/max values are assigned, or if the item is already
on an order, then the item will not be automatically

added.
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Adjust Inventory
Path: Dashboard > Stock Catalog > Stock On Hand (tab) > Adjust Inventory

_ii x

Stock Adjustment

Stock Code |AELEEIEIE|63

Manufacturer |She| Laboratories 'S
Catalog Number |1 3468-166 , Va1 40 |
Adjusted By |Joe

Adjustment Reason

Inventory QOH e
QuantityRecieved |20
Total Units Issued ’7
Adjusted QOH

100] ol =1 Browse <[ ] v

Description

Inventory can only be adjusted for items that have a
non-blank value in the Quantity on Hand field.

o adjust inventory: Press Commit to adjust QOH and save changes.

. Press Cancel to return to the Stock Catalog without
1. Enter the reason for adjustment. .
saving.

2. Enter the updated Quantity on Hand in the
Adjusted QOH field.
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Reports Generation
Path: Dashboard > Reports

Fle Edt Yiew Insert Format Records Scripts Tools Window Help

i
3 1 1
Lx_l — OTutal(unsurted) (@~

Records
Layout: | Stockoom Inventory v |  View As: [#a] [ EditLayout

Q-

=
Il | MewRecord Delete Recard | Fing Sort

|100] udl =] Browse [ 4| : ;

Description

Use this section to generate reports on current stockroom inventory as PDF or Excel files.

Within each report mode, to search for results within a report in FileMaker, click on Browse at
the bottom of the report panel and select Find from the pop-up menu. Enter search criteria in
the field(s) of interest and press the Enter key to generate search results.
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Generating Full Lab Stock Inventory Report

Path: Dashboard > Reports > Generate FULL Lab Stock Inventory

Fle Edit View Insert Format Records Soripts Tools Window  Help

_oj x|
] 1 1 B
\—}—1 — QTD[E\(Un;mled) Q - &t

Records Show All Find Sort

Layout: Stockroom Inventory - | iew asi ] = [ 68|

Hew Record Delete Record

/| Full Stock Inventary Report
B 9/10/2010 == = =
Description Description Quantity  Unitof  Unit of Quantity  Location Location
Istock Code TEQ Catalog # (short) {long) (On Hand) Measure  Pack Min  Max (reorder) (building/room) (shelf)
00735 EFEgen. Clothing, Shoe T oz F = o
[EF728.D Sealpel, Disposable, z Pack 12 18 )
qoizzs soaraz INOCULATING = ©
|azaz Bacteria, Quality + Botile B B o Museum
|630z [Bacteria, Quality i ottle o o o Museum
53296 Eacteria, Quality . ottle B B o Muceum
115 s Fillar, Feeapi n -l R R
THz17s0EE _[Clothing, 2z a 0 [z o
|3801u1 |Clothing, z 2ac! o o o Y
|38l [Clothing, = [eac] 1 = o
380115 [Clothing, = [eac] 1 = o
530429 |Pipe cleaner brush z Pack 1 i o
[AC40169-0250 | Reagent, Chemical,| + 25g n B o b oabt
[Tqoazs leagenl, chemical, = 2sg B B o qoboabt =
| A

100 = o<1 T

Description

Use this function to generate a list of all stock items

on hand. It will return all items with non-blank

values in the Quantity on Hand field. To close the report and return to the Reports main
screen, press the Close button.

When the list displays, in the upper right-hand
corner, select the:
XLS icon: to generate an Excel (.xls) report,
PDF icon: to generate a .pdf report,

Print icon: to print a copy of the report.
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Generate Limited Lab Stockroom Items Report
Path: Dashboard > Reports > Generate LIMITED Lab Inventory

Fle Edt View Insert Format Records Soripts Tools Window Help

¥} BTRP_Inventory_Mgnt (o] x|
H 1 L 2 o
\_x_l R Q Total {Linsorted) i) Q - &t [a] -
Records Show All | NewRecord Delete Record | Find Sort
Layout: | Stackennm | imibad <1 view n: I = [ Previe Aa| | Edit Layout
i Report - Stockroom Inventory =10] x| =
Stockroom Items Inventory Report Ll =" - [ awse | =
9/10/2010 = =
Description Description Quantity  Unitof  Unit of Quantity  Location .
[stock code TEQ Catalog # (short) (long) (On Hand) Measure Packk  Min  Mau  (reorder) (building/room) (:
e [c6ass [Reagent, Cell Jeach T s o

.ml.i.d:lsmwse S| | T

100] ol =1 Browse ] <] } ;

Description

To produce a list of all stock items that are in a stor-
age room, select Stockroom Items.

To produce a list of all stock items that are in a stor- To close the report and return to the Reports main
age room and are sorted by room number, select By screen, press the Close button
Room Number. ’

When the list displays, in the upper right-hand

corner, select the:
XLS icon: to generate an Excel (xls) report,
PDF icon: to generate a .pdf report,

Print icon: to print a copy of the report.
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Generating a List of Expiring Items

Path: Dashboard > Reports > Generate Inventory of Expiring Items

File Edt View Insert Format Records Scriphs Tools Window Help

L] W — e— B Q- = (af

Recards show Il | New Record Delete Record | Find Sort

Layout: [Expred_Inventory Yiew As: [a] [ EditLayout

Description

Use this function to generate reports of expired or
expiring items: Print icon: to print a copy of the report.
All Expired Items: Produces a list of all stock on
hand that has expired. To close the report and return to the Reports main

Expiring in XX Days: Produces a list of all stock screen, press the Close button.

on hand that will expire within the specified time
period.

When the list displays, in the upper right-hand

corner, select the:
XLS icon: to generate an Excel (xls) report,

PDF icon: to generate a .pdf report,
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Auto-Generating Latest Order
Path: Dashboard > Reports > Auto-Generate LATEST ORDER Form

Fle EdR View Inset Format Records Scripts Tools Window Help

Show All | New Record Delete Record | Find

o

ORDERS N [ Submit & Create New Order | £ oo

Order Number |66000022 Status Current
Order Date [amr2010 Comments

Placed By [ ’
Submitted Date |

Stock Code Catalog # Vendor/ Supplier Manufacturer Description UOM  Quantity Received Back Ordered

Description

Finds all stock that is below specified minimum
levels and not on a current order and adds them to
the current order.
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Generating Usage Report by Date Range

Path: Dashboard > Reports > Usage Report by Date Range

Fle Edit View Insert Format Records Scripts Tools Window  Help

T3 BTRP_Inventory_Mgnt

i 1 1 I3 I
| |_{_‘ — Q Total {Lnsorted) £ | £

faf = = = YR
Records Show Al | NewRecord Delete Record | Find Sort

Lsyout:|Stockioom_Inventory [y

Start Date
End Date 73002010

1] o || i

Description

Use this section to generate a list of items that were
issued during the specified time period. To close the report and return to the Reports main

) ) ) screen, press the Close button.
Enter the dates for the period of interest in the pop-

up window and press Continue.

When the list displays, in the upper right-hand

corner, select the:
XLS icon: to generate an Excel (.xls) report,
PDF icon: to generate a .pdf report,

Print icon: to print a copy of the report.
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Generating Order Report by Date Range

Path: Dashboard > Reports > Orders Report by Date Range

Fle Edt Vew Insert Format Records Scripts Took Window Help

T} BTRP_Inventory_Mant

T

Records Show All | New Record Delete Record | Find sort

i 1 1 I
| i —_ Q Total funsorted) )

'S

|_Preview |

Layout:|Stockroom_Invenkary | wiew As:

B Select Date

Stockroom Invento

(aa] | ediiayou |

Description

Use this section to generate a list of items that were
ordered during the specified time period.

Enter the dates for the period of interest in the pop-
up window and press Continue.

When the list displays, in the upper right-hand

corner, select the:
XLS icon: to generate an Excel (.xls) report,
PDF icon: to generate a .pdf report,

Print icon: to print a copy of the report.

100 dud = Browse. <14 iy

To close the report and return to the Reports main
screen, press the Close button.
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