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Great Lakes Supplies System  
 
Our  Supplies 
This is an integrated Great Lakes Supplies system, which provides management with 
vital information for productive, efficient and effective business control.  Not only is it a 
Supplies software with proven excellence, but also it combines the features of a 
powerful, comprehensive system while maintaining a user-friendly interface.  On-going 
development and customization of the product ensures that The Great Lakes Supplies 
System combines usability, security and reliability to ensure that the products maintain 
leadership in financial solutions. 

 
 
Note that this manual is wr itten with the knowledge that the end user  knows how to 
operate a computer . I t guides the user  on how to use the system database. 
 
The Great Lakes Supplies system is a dynamic system that manages, controls the 
database and keeps track on all the transactions done. 
User  Login 
Enter your user identification and then enter your password. Upon accepting your 
password, the system authenticates it and if invalid, an “ invalid password”  message will 
appear at the bottom of the login box. When acknowledged, the user is prompted for user  
id. 
Once this is done correctly a menu bar will appear with programs and reports for 
different users depending on their different tasks. Your password will not be on the 
screen since you should be the only one who knows your password. 
 
The system is integrated using a common database IBM Informix ensuring integrity of 
data from all modules. 
 
Overview 
Secur ity 
Security plays a vital role in the system and there are various levels of passwords.  This 
means that confidential management information about your company will not be 
available to just anybody and you decide what your staff can access in the system. You 
are also able to keep track of all the changes done by your staff. Details about who is 
logged onto the machine and at what time are also recorded. 
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Standard Features 
The system is specifically designed for the East African market.  It uses all data collected 
to aid the process of decision-making. Comparisons can be used with history data for 
making informed computerized decisions. The system has: 
 

·  User friendly Menu System 

·  Unlimited users, using Windows or Linux PCs, networked using LANs, 

·  User defined password control 

·  Industry standard database 

·  4GL programming allowing rapid development, customization and maintenance 
using Case Tools 

·  High level of security incorporated in the menu system 

·  Multi user; many users on connected to one machine 

Other  Features 

The Supplies system has been developed to meet local market requirement.  It comprises 
the following system features: 

·  Maintenance of all supplies information. 

·  Generation of online statements 

·  Maintenance of supplies history information 

·  Data integrity 

·  Restart facilities incorporated in reports. 

·  Multi-currency features 

 
The computer department supports the day-to-day operations of the computer users. The 
user should be able to distinguish the kind of problem he or she is having. There is either 
a hardware or software problem. A hardware problem can be defined as any defect with a 
computer related physical device and these include; 
 

·  The printer refuses to print 
·  The printer is unable to distinguish paper margins whilst in any other printer is 

prints properly. 
·  The Computer refuses to power up. 
·  The user is unable to see the network. 
·  The terminal refuses to power up 
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A software problem can be defined as any defect related to the application or program 
that you are using. These problems include; 
 

·  When a user runs a program and the program terminates. 
·  When a program does not give you the desired results e.g. the total sum of the 

report does not get printed whereas it’s supposed to. 
 
 
In this respect the two kinds of problem are solved by two different kinds of people in the 
computer department. For the hardware problem the technical section handles this issues. 
Any software related problems are directed to the system analyst programmer who is in 
charge of the program. 
 
 
Any new user has to have a user account to be able to access the system. And the 
procedure followed is usually the manager in charge of the user requesting the manager 
IT for user privileges. Passwords are usually recommended to be a mix of alphabets and 
numerals and new users are requested to avoid the birthdays and their names or names of 
their relatives so as to tighten security.  
 
 

The Menu System 

Navigation within the supplies system is achieved using and integrated menu systems, 
which groups similar activities together so as to make operation easy and intuitive.  The 
menu structure is hieratical with some menu selections having as many as five submenus.  
The menu system is designed to achieve common tasks with as little movement between 
menus and sub- menus as possible.  Within a given menu, the up &  down arrow keys are 
used to cursor, while highlighting the current selection.  Pressing Enter  selects the 
current menu item and either reveals a submenu or a screen or report.  Escape key takes 
you to the previous menu. 
 
System security is enforced at menu level and users may access menu options only if the 
relevant security is granted to the particular user.  Each menu has one of the following 
recommended levels of security 
 

 
Low    Allow everybody 
Medium             Restricted User Access 
High   Privileged Users 
Very High  System Administrator 

 
This section is a broad overview on how the menu system is nested together and is 
designed to assist the user to take the shortest possible route to perform desired tasks 
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Main Menu Guide 
Programs 
These are transaction processing and file maintenance administration. This is where 
editing, deleting and sometimes printing are done to adjust the information about the 
member. The member register is the most common used. 
 
Repor ts 
These include Invoices, statements, and Management Reporting administration. These 
have common lookups for system users. These are recommended at the point of need. 
 

Operations 

Menu Options setup 

 

Add 

To insert new information into the system uses the Add button. To highlight the Add 
button use the right and left arrow keys, then press Enter . Alternatively you can type A 
on your keyboard. An empty screen will appear and you will be prompted to insert data 
into the system.  

Find 

To search for already existing information, use the Find button. To highlight the Find 
button use the right and left arrow keys, then press Enter . Alternatively you can type F 
on your keyboard. A screen with data will appear. 

Update 

To change alreading existing information the Update button is used. First, the Find 
option is used to select the already existing information. Once you get the already 
existing information, use the Update option. To highlight the Update button use the right 
and left arrow keys, then press Enter . Alternatively you can type U on your keyboard. 
You are able to navigate the cursor to the option you want to update. 



� � � � � �� � � � 	 �
 � � � 
�� 	 �
 � 	 � � � ������������������������������������� � � � � � � �� � 	 �� � � � � 
�
 

�

Copyright © FourTell eAfrica Ltd 2005 All rights reserved 

 

5

Delete 

To delete already existing data, the Delete button is used. . First, the Find option is used 
to select the already existing information. Once you get the already existing information, 
use the Delete option.  To highlight the Delete button use the right and left arrow keys, 
then press Enter . Alternatively you can type D on your keyboard. The data you want to 
delete will then be deleted. 

Cancel  

To cancel already existing data, the Cancel button is used. . First, the Find option is used 
to select the already existing information. Once you get the already existing information, 
use the Cancel option.  To highlight the Cancel button use the right and left arrow keys, 
then press Enter . Alternatively you can type C on your keyboard. The data you want to 
cancel will then be canceled. The Cancel option will only cancel that document but the 
information still remains in the system unlike delete. 

Next 

The Next option takes you to the next document from the one on the screen. To highlight 
the Next button use the right and left arrow keys, then press Enter . Alternatively you can 
type N on your keyboard. The next document will be displayed on the screen. 

Back 

The Back option takes you to the previous document. To highlight the Back button use 
the right and left arrow keys, then press Enter . Alternatively you can type B on your 
keyboard. The previous document will be displayed on the screen. 

Quit 

The Quit option exits you from the screen and returns you to the menu option. To 
highlight the Quit button use the right and left arrow keys, then press Enter . 
Alternatively you can type Q on your keyboard. You are immediately taken to the menu 
option. 
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Quick keys function 

F1 

Allows one to zoom in codes when you are adding a new document thus you don’ t have 
to remember any code. 

F12 

Cancels or terminates a document without saving it. 

Esc 

The escape key is used to save a document. 

Ctr l + C 

This will cancel or terminate a process without saving 

Br ief explanation of impor tant features 

Backup 

The practice of keeping a regular backup of the modules is strongly recommended on a 
daily basis. The system automatically backs up the entire information-entered daily at 
mid night, and then the company’s system administrator backs up all the modules to the 
external drive. 

Current Date/Time 

The current date and time is very important for tracking down all the transactions entered 
into the system. Enter the current date and time. Note that a correct date and time is 
important for the fixed asset module to function correctly. Most of the data entry screen 
dates are defaulted to the current day (today).  
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This is an example of a screen that is used by the modules and is set up in the 
General Ledger . The screen is connected to the modules in the entire system. 

 

A br ief descr iption of some of the fields used in this screen follows. 

Allocation Code 

This is the code set up by the user to quickly identify the general ledger account 

Descr iption 

This column allows the user to type the description of the allocation code entered above 

G/L Account Code 

This is an actual unique general ledger account code 

Depar tment 

This column allows the user to key in the department code related to the account code 
 

For  you to run the Great Lakes Supplies Systems, you need to have either  a L inux 
server , a window based machine, network connection, teraterm software, a windows 
inter face user  login and password.  
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 The General Ledger  
The general ledger is the most important module in any system. In addition to being 
integrated to all subsidiary ledgers, it facilitates the merging and consolidating of 
accounts from different companies and departments. This facilitates the company’s wide 
data and avoids any tedious manual procedures. The general ledger has facilities for multi 
period processing and contains a flexible report writer to allow for production of 
customized financial statements. It is important to note that the modules in the system 
should be integrated to the general ledger. This ensures that there is no duplication of 
effort involved when processing data. It is used to set up the period, the budget and 
integrating the entire system.  
 
The objectives of the general ledger  are; 

·  To allow grouping by departments 
·  To allow importation of general ledger accounts and departments 
·  To allow integration of all the modules in the system 
·  To allow monthly, quarterly or annual reporting 
·  To allow retention of account balances over a given period 
·  To allow forward and backwards posting 
·  To provide flexibility in report writing 
·  To allow online posting 
·  To allow batch posting 
·  To allow for balancing controls to support double entry accounting. 
·  To control the posting of transaction journals before printing 
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Getting Star ted 
Enter your user identification and then enter your password. Upon accepting your 
password, the system authenticates it and if invalid, an “ invalid password”  message will 
appear at the bottom of the login box. When acknowledged a menu bar will appear with 
programs and reports for different users depending on their different tasks. Your 
password will not be displayed on the screen since you should be the only one who 
knows your password. To run the General Ledger Module simply double click the Tera 
Term icon on the desktop. When you double click this icon a login menu appears 

 

If you have successfully logged into the system, depending with your permissions and 
rights you will only get the menu options you are allowed to use. When you login, a 
menu appears below is an example of the menu of the General Ledger  module 

 

 

 
 

     General Ledger  
 
1. Setup Company 
2. Repor ts 
3. Backup 
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1. Setup Company. 
These are screens that are used to setup the company information which include company 
details, account codes, company codes and other vital company information. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
a. Update Company Detail 
This is a screen that is used to set up the details for the company. To Add highlight the 
Add button then press enter. The Add button is used to insert new company information 
into the system and the Update button is used to update the already existing information 
in the system. To save press Esc. To exit the screen and get back to the menu system, 
highlight the Quit button then press Enter. 
 
 
b. Update Depar tment Code 
This is a screen that is used to set up department codes in the company. To Add highlight 
the Add button then press enter. The Add button is used to insert new department codes 
into the system and the Update button is used to update the already existing information 
in the system. To save press Esc. To exit the screen and get back to the menu system, 
highlight the Quit button then press Enter. 
 
c. Update Account Codes 
This is a screen that is used to set up account codes in the company. To Add highlight the 
Add button then press enter. The Add button is used to insert new account codes into the 
system and the Update button is used to update the already existing information in the 
system. To save press Esc. To exit the screen and get back to the menu system, highlight 
the Quit button then press Enter. 
 
 
 
 

      1. Company setup 
a. Update Company Details 
b. Update Depar tment Codes 
c. Update Account Codes 
d. Check Account Per iods 
e. Update Account Per iods 
f. Update Loan Types 
g. Account No. Defaulters 
h. L ist Company Details 
i. L ist Depar tment Codes 
j . L ist Account Codes 
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d. Check Account Per iod 
This is a report that lists the account periods. It is classified by the financial period, the 
start date and the end date and the months from January to December. 
 
e. Post Account Per iod 
This is a report that posts financial accounting periods into the general ledger. Once this 
is done the general ledger updates the information to the system. 
 
f. Update Loan Types. 
This is a screen that is used to set up loan types in the company. To Add highlight the 
Add button then press enter. The Add button is used to insert new types into the system 
and the Update button is used to update the already existing information in the system. 
To save press Esc. To exit the screen and get back to the menu system, highlight the Quit 
button then press Enter. 
 
g. L ist Company Details. 
This is a report that gives a listing of all the company details. The company name, the 
company address, email address, telephone number, Vat number and the fax number are 
all listed in this report. To run this report, enter the company name then press Esc. To 
return to the menu, type Q on the keyboard. 
 
h. L ist Depar tment Codes. 
This is a report that gives a listing of all the department codes and it is ordered by the 
department. a list of the department name and the department code is displayed once the 
report is run. To run this report, enter the department code then press Esc. To return to 
the menu, type Q on the keyboard. 
 
 
i. L ist Account Codes. 
This is a report that gives a listing of all the account codes. This report is ordered by the 
account number.  To run this report, enter the account number then press Esc. To return 
to the menu press Q on the keyboard. 
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2. Repor ts 

 
 
 
 
 
 
 
 
 
 
 
 

a. Gl Activity. 
This is report that gives a listing of all the general ledger activities. To run this report, 
press Esc. To exit and return to the menu, type letter Q on the keyboard. 
 
b. Per iod Summar ies 
This is a report that gives summary of the general ledger activities in a specific period. To 
run this report, enter the financial period from the desired date period, then press Esc. To 
exit and return to the menu, type letter Q on the keyboard. 
 
c. Depar tment Summar ies 
This is a report that gives a summary of the information in the department in a specified 
period. To run this report, enter the financial period from the desired date period then 
press Esc. To exit and return to the menu, type letter Q on the keyboard. 
 
d. Daily Details 
This is a report that gives a daily listing of all the General Ledger activities. To run this 
report, enter the current date then press Esc. To exit and return to the menu type letter Q 
on the key board. 
 
f. Monthly Details. 
This is a report that gives a monthly listing of all the General Ledger activities. To run 
this report, enter the current month then press esc. To exit and return to the menu type 
letter Q on the key board. 
 
g. Quar ter ly Details. 
This is a report that gives a quarterly listing of all the General Ledger activities. To run 
this report, enter the current quarter then press Esc. To exit and return to the menu type 
letter Q on the key board. 
 
 

      2. Repor ts 
a. GL Activities 
b. Per iod Summar ies 
c. Depar tment Summar ies 
d. L ist Summar ies 
e. Daily Details 
f. Monthly Details 
g. Quar ter ly Details 
h. Year ly Details 
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h. Year ly Details. 
This is a report that gives an annual listing of all the General Ledger activities. To run 
this report, enter the current year then press Esc. To exit and return to the menu type 
letter Q on the key board. 
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3. Backups. 
The system should undergo a backup every week or as often as possible. It is advisable to 
backup the system so as to ensure that the data in the system is secure and not made 
available to anyone. Backups are vital as they ensure there is high level of security in the 
system. 

 
 
 
 

a. Databases. 
This is used to back up the information in the database. after backup the live database 
should be stored in CDs or in other machines for emergency purposes. 

      3.  Server  Backups 
a. Database 
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The Purchasing Module. 
 
The Purchasing Module is used to assist the Purchasing Department in the recording and 
management of data in the central store. 
 
The Purchasing Department is effectively a holding area for goods and items that are 
used on a regular basis, by a variety of different sections within the Organization. 
They allow departments to: 

a) hold a supply of these regularly requested items 
b) to purchase items more cost effectively – e.g. in bulk 
c) hold spares of items that are critical to the running of the department 

 
In a similar manner the Purchasing Module is a holding area in the accounting system. 
It allows items to be purchased and a guide line of what is to be purchased and coded us 
per the suppliers account code and recorded to the stores until the true use of the item is 
known. This will normally be when it is issued from stock to a particular section. 
 
 Mer its of the Purchasing Module 
Departments are assisted in managing their purchases efficiently and cost effectively. The 
system provides details on the stock levels of individual items and how often items are 
turned over (i.e. how quickly they come in and get issued out) so we can ascertain: 
 

·  Are we keeping too much in stock? 
·  Have we got too little in stock? 
·  Do we need to re-order? 
·  How much should we re-order and when? 
·  Do we need to keep this item in stock at all? 

 
 About This Manual 
This manual is to give new persons, whether users or purchasing people a common 
understanding of the purchasing Module. 
This manual contains an explanation and description of the purchasing policies in the 
procurement of goods and services. It is a complete guide to the features that make up a 
Purchasing Module. This manual is both a user guide and a reference manual. This 
manual is intended to help you understand, configure, and use the Purchasing Module to 
meet your needs. 
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Software Dependencies 
This manual assumes that you have a database server running a compatible version of 
Informix Dynamic Server. It also assumes that you have installed necessary software. All 
tables that are directly under this module have the letters starting with pu_. Others are 
used as references.  
 
Assumptions 
You have the necessary rights as assigned by you system administrator to use this 
module. 
 
Demonstrational Database 
All examples in this manual will use the test database as the demonstration database. To 
switch to this database just presses F1 while on the system menu and select Test 
Database. 
 
Documentation Convention 
Numbers and Alphabets used against menus items can be pressed to select the menu 
option. 
 
Logging In  
Enter your login and password in the fields provided. Use lowercase letters when logging 
in and do not add spaces or dashes. Use the Enter key to move from the Login field to the 
Password field. Your login ID is generally created from your first and middle initials and 
first six characters of your last name. For example, if your name is John Q. Public, your 
login ID will be jqpublic. Common names may have numbers added, e.g., jouser2, if 
there is already a jouser and jouser1. Your initial password is also given to you. Never  
share your  login and password with anyone! To prevent any unauthorized access to 
your work. 
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Getting Star ted 
Enter your user identification and then enter your password. Upon accepting your 
password, the system authenticates it and if invalid, an “ invalid password”  message will 
appear at the bottom of the login box. When acknowledged a menu bar will appear with 
programs and reports for different users depending on their different tasks. Your 
password will not be displayed on the screen since you should be the only one who 
knows your password. To run the Purchasing Module simply double click the Tera Term 
icon on the desktop. When you double click this icon a login menu appears 

If you have successfully logged into the system, depending with your permissions and 
rights you will only get the menu options you are allowed to use. When you login, a 
menu appears below is an example of the menu of the Purchasing module 

 
 The Purchasing Menu System  
 
 
 
 
 
 
 
 
 
 
  

      Purchasing Module 
 

1. PRF Processing 
2. Quotations 
3. LPO Processing 
4. Setup 
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Input Design 
This Chapter provides an overview to the users on purchasing Module and associated 
tasks position. It also includes a matrix of those tasks and where to input or find data 
throughout the purchasing module documentation set. 
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A screen form is a like a printed form, with blank spaces you fill in. These white spaces 
us the example below are called fields. 
 
------------------------------------------------------------------------------------------------------- 
  Action:   Add   Update   Delete   Cancel   Find   Next   Back   Quit               
 ----------------------------- - S.R.F -------------------------------------------- 
              
  Budget Year :                      Status:                      Estimated Total:         
                                                                              
  Request No:                    Request Date:                       Required Date:  
                                                                             
  Requesting Dept:  
                                                                              
 -- Par t No. -------------------------------------Qty ----- Unit Cost --------- L ine Total -- 
                                                                    
    
    
 ------------------------------------------------------------------------------------------------------ 
   Requisition by:                                                 Time:                         
                                                                  (1 of 1)                                   

 
 
Ring Menu 
The ring menu Consists of (ADD, UPDATE, DELETE, CANCEL, FIND, NEXT,                                                                                                           
BACK, QUIT). 
 
 
FUNCTION Key used 
ADD to add new data, type or press ‘A’  on the keyboard to select the ADD 

option, enter the information for the new row/columns or the fields, and 
press ESC to store/save  

 
UPDATE use the update to change the contents of an existing data, you can use 

Next, Back options to display the row/data you want to update. Use the 
cursor positioning keys like backspace, left arrow, and right arrow to 
move the cursor backward or forward without erasing any text one 
character at a time into the first field on the form 

DELETE the ctrl-x key deletes the character beneath the cursor  
 Ctrl-d key deletes everything from the current cursor position to the end of 

the field you are editing 
CANCEL ctrl-c or F12 key interrupts or cancels the option you are using or clears 

any search criteria you have entered with the query option 
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QUIT    To close the current screen and go back to the menu. 
 
PRINT Use this to print a report of the displayed record. This may not be 

common. 
 
 
The header  
The Header Part Consist of (Budget Year, Status, Request No., Request Date, Required 
Date) most of this fields are system generated. 
 
The detail 
The Detail part Consist of (Part No., Qty, Unit Cost, Total Cost) some of this fields has 
zooms (which will discussed later on the next chapter) fields like qty the user has to key 
in.  
 
General Information 
Pressing F1 in certain fields, such as part number, when adding a record gives you a list 
of possible values to select from. Use return, up, down arrow keys to move from one 
input field to another. Use ‘Esc’  key from your keyboard to accept the values you have 
entered. Pressing F1 when the menu is displayed will enable you to switch between test 
and live database and change your password. Some fields whose values can be 
predetermined may contain those values; some allowing modification.  
 
Capital letters (mostly first letters) in a menu item name can be used as shortcut to the 
menu item. Spacebar and arrows keys can be used to scroll through the menu items, 
selecting with return key. 
  
 
PROBLEMS/QUESTIONS  
It is recognized that no simplified training manual can cover every aspect of every 
process involved, and this manual will not attempt to do so. At any time, end users should 
feel free to make inquiries with the IT Department relating to this, for assistance or 
clarifications. 
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The Purchasing Module Sub-Menus 
Stocks Requisition 
 
 
 
 
 
 
 
 
 
Purchasing Manager  Approval  
 
A requisition for purchase is raised from the stores module. The form is then forwarded 
through to purchasing manager approval screen. 
 
THE AUTHORIZER ON THIS SCREEN MUST FILL AND COMPLETE ALL 
PERTINENT FIELDS WHERE THE CURSOR HIGHLIGHTS ITSELF. 
 
Highlight ‘FIND’  on the ring menu 
 
Again highlight ‘UPDATE’  on the ring menu, completed as follows: 
 
STATUS - type either ‘AUT ’  for Authorization to purchase or     ‘RJT’  for rejection. 
User screen guide of what to do is at bottom of every screen. (see the example below) 
 
Note: write the part numbers and request number on your input documents for tracking 
purposes. 
 
APPROVED BY – system assigned, captures your login 
 

      1.  Stock Requisition 
a. Purchasing Manager  Approval 
b. Waiting Approval 
c. Rejected Requisition 
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Fig 1 
 Example screen purchasing manager approval (manapprov.form) 

 
 

 
 

Waiting Approvals 
This is a listing showing all requested part numbers but waiting to be approved. 
 
Fig 2 
Example screen waiting approvals (request. list) 
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Quotation Processing  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 Quotation Suppliers  

 
THE USER SHOULD FILL AND COMPLETE ALL PERTINENT FIELDS WHERE 
THE CURSOR HIGHLIGHTS ITSELF. 
 
Highlight ‘FIND’  on the ring menu, key in the request number. 
  
REQUEST DATE – system assigned  
 
REQUIRED DATE – system assigned 
 
Again highlight ‘UPDATE’  on the ring menu, completed as follows: 
 
QOUTE No. – system assigned  
 
Note:  The system assigns a quote number; write this number on your input documents 
for tracking purposes. 
 
DATE – enter the date 
 
SUPPLIER – zoom to choose (One can choose us many suppliers us possible). 
 
QUOTATION REMARK -  
 

      2.   Quotation Processing 
a. Quotation Supplies 
b. Check Quotations 
c. Pr int Quotation Forms 
d. Quotation Returns 
e. Pr int Returns 
f. Pr int Evaluation for  Committee 
g. Check Quotes 
h. Quotation Evaluation 
i. Quotation History 
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Fig 3 
Example quotation supplier (quote.form) 

 
 
 
 

Check Quotation 
These print out; links the suppliers which were chosen from the previous screen; (select 
suppliers for quotation) with the part numbers. 
 
Fig 4 
Example of a check quotation print-out (quote. post) 
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Create Quotation  
This is a print out separating each supplier with the goods quoted for; indicating the 
quantity, unit cost and the total. 
 
Fig 5 
Example of a create quotation print-out (quote. post) 

 
 
 

Pr int Quotation Form 
This is a print out (print quotation form) to be given to the suppliers displaying the part 
number, description and quantity only. The supplier should fill in the unit price per 
item/goods and the total. 
  
Fig 6 
Example print quotation form (quote. print) 
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 Quotation Returns 
After the suppliers have returned the quotation forms;  
 
THE USER ON THIS SCREEN MUST FILL AND COMPLETE ALL PERTINENT 
FIELDS WHERE THE CURSOR HIGHLIGHTS ITSELF 
 
Highlight ‘FIND’  on the ring menu 
 
Again highlight ‘UPDATE’  on the ring menu, completed as follows: 
 
ACTUAL COST - key the unit prices us per the returned quotation form. The system 
assigns the variance reflecting back the actual unit price. 
 
 
ENTRY USER – system assigned, captures your login 
 
 
Fig 7 
Example screen for quotation returns (return2.form). 

 
 

 
Pr int Returns 
As the heading clearly spells out ‘print quotation returns’   
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Fig 8 
Example print out (return. report) 

 
 

The bottom of your screen it’s written [H]-Help, [P]-Print, [Q]-Quit. Press ÁPÁ on your 
keyboard and select printer or device for output. 

 
Pr int Evaluation for  Committee 
This is a print out for evaluating the returned Quotes per part number listing the suppliers. 
The evaluating committee will gather all submitted quotes and enter the correct quote 
information within the designated area provided on the print-out (star & remarks).  
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Fig 9 
Example print-out (schedl.report) 

 
 

The bottom of your screen it’s written [H]-Help, [P]-Print, [Q]-Quit. Press ÁPÁ on your 
keyboard and select printer or device for output. 
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 Check Quotes 
As the heading clearly spells out ‘check quotes ’   
 
Example print out for check quotes (eval.lpo) 

 
 

The bottom of your screen it’s written [H]-Help, [P]-Print, [Q]-Quit. Press ÁPÁ on your 
keyboard and select printer or device for output. 

 
Quotation Evaluation 
After the evaluators have returned the price comparison scheduler with the supplier to 
supply the designated goods/items;  
 
The user  on this screen creates an LPO from the quotation.  
The user  must fill and complete all per tinent fields where the cursor  highlights itself 
 
Highlight ‘ADD’  on the ring menu, completed as follows: 
 
QUOTE NO – enter a quote number  
NOTE:   The system assigned a quote number ;( fig 3) you had to write the number on 
your input documents for tracking purposes.) 
 
PART NO – enter a part number or zoom if you did not write it 
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STAR & REMARK – enter us per the returned price comparison scheduler print-out pin-
pointing only one supplier. 
 
Fig 10 
Example screen for quote evaluation (schedl.form) 
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 LPO Processing 
 
 
 
 
 
 
 
 
 
 
 

The LPO is designed to facilitate the purchase of supplies and materials needed 
immediately. This method is the alternative to the conventional requisitioning process. 
The Purchasing Department/Finance Committee controls the process and is responsible 
for obtaining prices, issuing the LPO, arranging delivery and processing invoices for 
payment.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

      3.   LPO Processing 
a. Check Orders 
b. Create Order  
c. Pr int Order  
d. Outstanding Orders 
e. Order  History 
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 Check Orders  
 

QUOTE NO – enter a quote number  
NOTE:   The system assigned a quote number ;( fig 3) you had to write the number on 
your input documents for tracking purposes.) 

 
 

After keying in the quote number the selection criteria screen should look us the figure 
below, then press Esc Key on the keyboard 

 
 

Fig 11 
Example screen for a check order (price.gen) 
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 Create Order  
QUOTE NO – enter a quote number  
NOTE:   The system assigned a quote number ;( fig 3) you had to write the number on 
your input documents for tracking purposes.) 

 
 

After keying in the quote number the selection criteria screen should look us the figure 
below, then press Esc Key on the keyboard 

 
 

Fig 12 
Example screen for a create order (price.gen) 
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 Pr int Order  
QOUTE NO – enter a quote number  
NOTE:   The system assigned a quote number ;( fig 3) you had to write the number on 
your input documents for tracking purposes.) 
 
Fig 13 
Example of printed order (print.lpo) 

 
 
 

The bottom of your screen it’s written [H]-Help, [P]-Print, [Q]-Quit. Press ÁPÁ on your 
keyboard and select printer or device for output. 
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 LSO (local Service Order) 
 
 
 
 
 
 
 
 
 

 
This is a services sub-module designed to facilitate the services. This method is the 
alternative to the conventional requisitioning process. The Purchasing 
Department/Finance Committee controls the process and is responsible for obtaining 
prices, issuing the LSO’s, arranging the services to be rendered and processing invoices 
for payment.  
 

      4.   LSO Purchasing 
a. SRF Processing 
b. Quotations 
c. LSO Generations 
d. Setup 
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SRF Processing 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Service Request 

 
The user should highlight ‘ADD’  on the ring menu, completed as follows: 
 
Service Type - zoom to choose the service to be delivered 
 
Request DATE – if you press enter the systems defaults the date 
 
Required Date – system assigned 
 
Request Department - zoom  
 
Service Description – describe the service 
  
Unit Cost – enter the unit cost us per the service 

      Service Order  Request 
a. Service Request 
b. Waiting Author ization 
c. Author ize Request 
d. Reject Requisition 
e. Cancelled Requisition 
f. Rejected Requisitions 
g. Author ized Requisition 
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Fig 14 
Example screen for service request  

 
 
 
Waiting Author ization 
This is a listing showing all requested services but waiting to be approved. 
 
Author ize Request 
After service request, this form is then forwarded to the manager to authorize. 
 
THE AUTHORIZER ON THIS SCREEN MUST FILL AND COMPLETE ALL 
PERTINENT FIELDS WHERE THE CURSOR HIGHLIGHTS ITSELF. 
 
Highlight ‘FIND’  on the ring menu 
 
Again highlight ‘UPDATE’  on the ring menu, completed as follows: 
 
APPROVED - type either ‘AUT’  for Authorization to purchase or     ‘RJT’  for rejection. 
User screen guide of what to do is at bottom of every screen. (see the example below) 
 
Note: write the request number on your input documents for tracking purposes. 
 
APPROVED BY – system assigned, captures your login 
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Fig 15 
Example screen for manager approval (approve. form) 

 
 

   
 

Reject Service Requested 
This is a listing showing all rejected services. 

 
Cancelled Requisitions 
This is a listing showing all cancelled services. 
Author ized Requisitions 
This is a listing showing all authorized services. 



� � � � � �� � � � 	 �
 � � � 
�� 	 �
 � 	 � � � ������������������������������������� � � � � � � �� � 	 �� � � � � 
�
 

�

Copyright © FourTell eAfrica Ltd 2005 All rights reserved 

 

39

 
 

Service Quotation Processing 
 
 
 
 
 
 
 
 
 
 
 
Follow the same procedures us the LPO Quotation processing. 
 
LSO Generation 
 
 
 
 
 
 
 
 
 
 
 
Follow the same procedures us the LPO processing. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

      1.   Service Quotation Returns 
a. Quotation Returns 
b. Pr int Returns 
c. Evaluation Schedule 
d. Quotation Evaluation 
e. Quotation L isting 
f. Supplier  History 

      2.   LSO Processing 
a. L ist LSO Checking 
b. Check Service Order  
c. Pr int Service Order  
d. Outstanding Order  
e. Supplier  History 
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The Store Module 
 
The Stores Module is a system to assist Stores Department in the recording and 
management of the central store. 
 
The Department stores is effectively a holding area for goods and items that are used on a 
regular basis, by a variety of different sections within the Organization. 
They allow departments to: 

d) hold a supply of these regularly requested items 
e) to purchase items more cost effectively – e.g. in bulk 
f) hold spares of items that are critical to the running of the department 

 
In a similar manner the Stores Module is a holding area in the account system. 
 
It allows items to be issued and a guide line of what to be purchased and be coded to just 
one account code in the department’s records until the true use of the item is known. This 
will normally be when it is “ issued”  from stock to a particular section. 
 
Mer its of the Stores Module 
Departments are assisted in managing their Stores efficiently and cost effectively. The 
system provides details on the stock levels of individual items and how often items are 
turned over (i.e. how quickly they come in and get issued out) so we can ascertain: 
 
 

·  Are we keeping too much in stock? 
·  Have we got too little in stock? 
·  Do we need to re-order? 
·  How much should we re-order and when? 
·  Do we need to keep this item in stock at all? 
·   

About This Manual 
This manual is to give new persons, whether users or stores people a common 
understanding of the Stores Module. 
This manual contains an explanation and description of the stores policies in the 
receiving and issuing of goods. It’s a complete guide to the features that make up a Stores 
Module. This manual is both a user guide and a reference manual. This manual is 
intended to help you understand, configure, and use the Stores Module to meet your 
needs. 
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Software Dependencies 
This manual assumes that you have a database server running a compatible version of 
Informix Dynamic Server. It also assumes that you have installed necessary software. All 
tables that are directly under this module have the letters starting with st_. Others are 
used as references.  
 
Assumptions 
You have the necessary rights as assigned by you system administrator to use this 
module. 
Demonstrational Database 
All examples in this manual will use the test database as the demonstration database. To 
switch to this database just press F1 while on the system menu and select Test Database. 
 
Documentation Convention 
Numbers and Alphabets used against menus items can be pressed to select the menu 
option. 
 
Logging In  
Enter your login and password in the fields provided. Use lowercase letters when logging 
in and do not add spaces or dashes. Use Enter key to move from the Login field to the 
Password field. Your login ID is generally created from your first and middle initials and 
first six characters of your last name. For example, if your name is John Q. Public, your 
login ID will be jqpublic. Common names may have numbers added, e.g., jouser2, if 
there is already a jouser and jouser1. Your initial password is also given to you. Never  
share your  login and password with anyone! To prevent any unauthorized access to 
your work. 
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Getting Star ted 
Enter your user identification and then enter your password. Upon accepting your 
password, the system authenticates it and if invalid, an “ invalid password”  message will 
appear at the bottom of the login box. When acknowledged a menu bar will appear with 
programs and reports for different users depending on their different tasks. Your 
password will not be displayed on the screen since you should be the only one who 
knows your password. To run the Stores Module simply double click the Tera Term icon 
on the desktop. When you double click this icon a login menu appears 

If you have successfully logged into the system, depending with your permissions and 
rights you will only get the menu options you are allowed to use. When you login, a 
menu appears below is an example of the menu of the Stores module 

The Stores Module  
 

 
 
 
 
 
 
 
 
 
 
 

      Stores Management 
1. Stores Requisition 
2. Stores Issue 
3. Goods Received Note 
4. Stores Adjustment 
5. Stores Return 
6. Stores Transfer  
7. Stores Count 
8. Stores Re-order  
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Input Design 
This Chapter provides an overview of the users of stores Module and associated tasks 
position. It also includes a matrix of those tasks and where to input or find data 
throughout the stores module documentation set. 
 
A screen form is a like a printed form, with blank spaces you fill in. These white spaces 
us the example below are called fields. 
 
------------------------------------------------------------------------------------------------------- 
  Action:   Add   Update   Delete   Cancel   Find   Next   Back   Quit               
 ----------------------------- - S.R.F -------------------------------------------- 
              
  Budget Year :                      Status:                      Estimated Total:         
                                                                              
  Request No:                    Request Date:                       Required Date:  
                                                                             
  Requesting Dept:  
                                                                              
 -- Par t No. -------------------------------------Qty ----- Unit Cost --------- L ine Total -- 
                                                                    
    
    
 ------------------------------------------------------------------------------------------------------ 
   Requisition by:                                                 Time:                         
                                                                  (1 of 1)                                   
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Ring Menu 
The ring menu is Consist of (ADD, UPDATE, DELETE, CANCEL, FIND, NEXT,                                                                                                           
BACK, QUIT). 
 
 
FUNCTION Key used 
ADD to add new data, type or press ‘a’  on the keyboard to select the ADD 

option, enter the information for the new row/columns or the fields, and 
press ESC to store/save  

 
UPDATE use the update to change the contents of an existing data, you can use 

Next, Back options to display the row/data you want to update. Use the 
cursor positioning keys like backspace, left arrow, and right arrow to 
move the cursor backward or forward without erasing any text one 
character at a time into the first field on the form 

DELETE the ctrl-x key deletes the character beneath the cursor  
 Ctrl-d key deletes everything from the current cursor position to the end of 

the field you are editing 
CANCEL ctrl-c or F12 key interrupts or cancels the option you are using or clears 

any search criteria you have entered with the query option 
 
The header  
The Header Part Consist of (Budget Year, Status, Request No., Request Date, Required 
Date) most of this fields are system generated. 
 
The detail 
The Detail part Consists of (Part No., Qty, Unit Cost, Total Cost) some of this fields 
have zooms (which will discussed later on the next chapter) fields like qty the user has to 
key in.  
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The Stores Module Sub-Menus 

 
Stores Requisition 
 
 
 
 
 
 
 
 
 
 
The Stores Requisition Form  
This form/document covers the availability of common issue through the departments 
and the correct method of obtaining those items and assists stores staff to correctly issue, 
charge and maintain accurate store records. 
 
Under no circumstances are stores items/goods to be issued without a Stores Requisition 
Form, except for Diary issues which are specifically covered by an order form. 
 
Example of a screen, S.R.F (stores requisition form) 
------------------------------------------------------------------------------------------------------- 
  Action:   Add   Update   Delete   Cancel   Find   Next   Back   Quit               
 ----------------------------- - S.R.F -------------------------------------------- 
              
  Budget Year : 2004-12            Status: REQ              Estimated Total:        37,154.00  
                                                                              
  Request No: 2004-00010     Request Date: 22/09/2004    Required Date: 06/10/2004 
                                                                             
  Requesting Dept: 061000   OPERATIONS NAKURU                                 
                                                                              
 -- Par t No. -------------------------------------Qty ----- Unit Cost --------- L ine Total -- 
   100176   BALL BEARING 6204              23           1,500.00                  34,500.00   
   100002   SPROCKET SIMPLEX 1           5                500.00                    2,500.00   
   100236   ROLLER BEARING 479           20                  5.00                       100.00                                                      
 ------------------------------------------------------------------------------------------------------ 
   Requisition by : bshisia                                                  Time : 2004-09-22 13:41:17                             
                                                                  (1 of 1)                                    
 ------------------------------------------------------------------------------------------------------ 
 
The user should highlight ADD on the ring menu by using the arrows keys on the 
keyboard and press enter. 

      1    Stores Requisition 
a. Requisition Form 
b. Depar tmental Approval Form 
c. Stores Issue/Purchase 
d. Waiting Approval 
e. Rejected Requisitions 
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Then the cursor jumps to the Request Date the user should enter the request date or by 
default if you press enter it enters that days date.  
By default the system has set the Required Date up to 14 Days but you can change it to 
the date you expect to receive the items requested. 
Field (Requesting Dept) there is a zoom for all the Departments and the key to press for 
the zoom/help is F1. 
The Detail Part Consist of (Part No./Bin No., Qty, Unit Cost, Line Total ) there is zoom 
and you Press F1 (the help Key) to choose the requesting department. 
The next field, enter the quantity requested then the unit cost 
Line Total is system calculated.   
 
 
Depar tmental Approval Form (b) 
After the Requisition, items requested must first be approved by the top Management or 
the Head of the Department. 
 
An example of a S.R.F for departmental approval 
-------------------------------------------------------------------------------------------------------- 
Action:   Update    Delete   Cancel    Find    Next   Back    Quit                    
---------------- - S.R.F for  Depar tmental Approval ------------------------------- 
                                                                              
  Budget Year : 2004-12          Status: APR                   Estimated Total:        37,154.00    
                                                                             
  Request No: 2004-00010      Request Date: 22/09/2004      Required Date: 06/10/2004  
           
  Requesting Dept: 061000 OPERATIONS NAKURU                                  
                                                                              
 -- Par t No. -------------------------------------------Qty ----- Unit Cost ------- L ine Total -- 
  100176    BALL BEARING 6204                      23          1,500.00                34,500.00  
  100002    SPROCKET SIMPLEX 1/2                 5              500.00                  2,500.00  
  100236    ROLLER BEARING 47921               20                 5.00                     100.00  
  ---------------------------------------------------------------------------------------------------------- 
 Requisition by: bshisia                                                Time: 2004-09-22 13:41:17                                                                                 
 Approved by      :                                                  
  Enter �APR� - for Approval and �RJT� - if Rejected [Esc to save] 
------------------------------------------------------------------------------------------------------------ 
 
 
The manager to approve the requested items, on this screen he/she on the ring menu 
should highlight update  the cursor jumps to the status field and  should either type  
‘APR’  for Approval or ‘RJT’   if rejected. 
Then press ESC key to save and press Q to quit. 
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Stores Issue/Purchase/Transfer   
On the ring menu the store-man should highlight Find and then press ESC, the requested 
items that have been approved on the status field will show ‘APR’  and the rejected ones’  
will show ‘  RJT’ .  
He should then Update the Status field and type either ISS for issue or PRF for purchase 
or TRF for transfer. 
Then press ESC key to save and press Q to quit. 
 
An example of a stores issue/Purchase/Transfer 
------------------------------------------------------------------------------------------------------------ 
 Action:    Add     Update    Delete   Cancel     Find    Next     Back     Quit               
------------------------------------- - S.R.F --------------------------------- 
                                                  Press F1 for Help                                
  Budget Year :  2004-12         Status: ISS          Estimated Total:        37,154.00 
                                                                              
  Request No: 2004-00010    Request Date:  22/09/2004     Required Date: 06/10/2004  
                                                                              
  Requesting Dept: 021000   OPERATIONS DANDORA                                     
  Requesting Store: 000      NAIROBI STORES     
                               
 -- Par t No. ------------------------------------------Qty-- ----- -Unit Cost- -------- L ine Total  
  100176    BALL BEARING 6204                     23          1,500.00                34,500.00  
  100002    SPROCKET SIMPLEX 1/2                 5              500.00                 2,500.00  
  100236    ROLLER BEARING 47921               20                 5.00                    100.00  
------------------------------------------------------------------------------------------------------------ 
Requisition by: bkariuki                                                       Time: 2004-09-24 13:19:51   
Enter either ISS for issue or PRF for purchase or TRF for transfer    
------------------------------------------------------------------------------------------------------------ 
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Waiting Approvals  
This is a listing/report of requisitions waiting approval. (e.g.) 

 

01/12/2004 10:49         pu:re 
----------------------------- L ists Requisition for  Stores - Request ----------------------------- 
 
Requisition No. : 2005-00020          Date: 01/10/2004         Required Date:  02/10/2004 
 
Request Dept  011000 OPERATIONS NAIROBI    Financial Year: 2005-01   
 
Goods                                                                     Qty        Unit Cost         Total 
144261 CARTRIDGE 15DE 17&78                         3         3250.00       9750.00 
144184 PHOTOCOPING PAPERS                          2          349.00          698.00 
Requisition No. : 2005-00021 Date : 01/10/2004         Required Date:  01/10/2004 
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Rejected Requisitions  
This is also a report of the requisitions that have been rejected (e.g.) 
  
 

15/10/2004 10:58              pu:request.list 
Pg: 1 
Requisition No. : 2005-00002 Date : 15/10/2004         Required Date:  29/10/2004 
Request Dept  011000 OPERATIONS NAIROBI     Financial Year: 2005-01  Req Status: PRF 
Goods                                                                                 Qty           Unit Cost              Total 
144122 PARTCHMENT GRADE CARDS                     9000                 10.00              9,0000.00 
144133 GRADE CARD PLANT II                                  9000                   8.00              7,2000.00 
144132 GRADE CARD PLANT I                                   9000                   8.00              7,2000.00 
 
Requisition No. : 2005-00003 Date : 15/10/2004         Required Date:  29/10/2004 
Request Dept  011000 OPERATIONS NAIROBI     Financial Year: 2005-01  Req Status: PRF 
Goods                                                                            Qty         Unit Cost                Total 
135046    AIR FRESHNER                                             72             159.50           1,1484.00 
135036    MR SHEEN                                                     72             197.00           1,4184.00 
135003    SWEEPING BROOMS C, (FINLAY)          100             192.00           1,9200.00 
135002    SOFT BROOMS                                           100             120.00           1,2000.00 
135007    BROOM HANDLE                                         50               29.00              1450.00 
135066    SISAL TWINE                                                24             288.00              6912.00 
135079    KETTLE WASHING BRUSHES                    40              78.00              3120.00 
135012    FLOOR MOP                                                   50            121.00              6050.00 
135014    MOP BUCKET                                                18            340.00              6120.00 
135056    JIK 5 LITRES                                                  10            454.00              4540.00 
135043    DETTOL SOAP                                               24              44.50              1068.00 
135059    DETTOL LIQUID 5 LTRS                             10           2890.00           2,8900.00 
135107    DOOM                                                             24             330.00              7920.00 
135085    BAG NEEDLES                                              48               50.00              2400.00 
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Stores Issue 
 
 
 
 
 
 
 
 
 
 
Stores Issue Form  
This is issuing of goods/items that were ordered and have been receipted on the system. 
They now form part of your of stock list and will no doubt be sitting on the shelves in 
your store waiting for the other departments  
No stock/items should be issued without a stores requisition form  
The store-man on the ring menu should highlight ADD, on the ring menu then cursor 
jumps to the field Request No. he will press F1 for a zoom, choose the request Number to 
issue. Field issue date should enter the issue date or by default if you press enter it enters 
that days date. Issue Store there is zoom and you Press F1 (the help Key) to choose the 
issuing store. 
To move the detail part, press the Tab key on the keyboard. Then enter the quantity 
issued. 
 
Example of a (S.I.F) Stores issue form 
------------------------------------------------------------------------------------------------------------ 
 Action:    Add     Update    Delete   Cancel     Find    Next     Back     Quit               
------------------ - S.I .F –for Stores Issue Form -------------------------- 
                                                  Press F1 for Help                                
                                                                            
  Request No: 2004-00010               Request Date:  22/09/2004   
  Issue No.     : ISS04-0010              Issue Date      :06/10/2004                Status : ISS  
                                                                              
  Receiving Dept: 021000   OPERATIONS DANDORA                                     
  Issue Store       : 000      NAIROBI STORES              Estimated Total:        37,154.00  
                                                                    Req       Iss 
Par t No. ---------------------------------------Qty-- ---Qty-- ----Unit Cost- ---- L ine Total -- 
100176    BALL BEARING 6204               23         23           1,500.00                34,500.00  
100002    SPROCKET SIMPLEX 1/2           5           5              500.00                  2,500.00  
100236    ROLLER BEARING 47921         20         20                 5.00                     100.00  
 
------------------------------------------------------------------------------------------------------------ 
 Requisition by: bkariuki                                                     Time: 2004-09-24 13:19:51   
 Issued By         : bshisia 

      2.   Issue Stock 
a. Issue Form 
b. Enquire L ist 
c. Issue Edit L ist 
d. Issue Posting 
e. Issue L isting 
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Inquire L ist  
This is a listing and is to ensure stock/item being issued is with due care the quantity on 
store. 
The selection criterion is by store code or part No., after entering either of the two press 
Esc key.  
Then press Q to quit from the screen 
 
Example of an Inquire list  
------------------------------------------------------------------------------------------------------------------ 

 
--------------------------------- Stores Listing ----------------------------------- 
Par t              Par t                                                              Qty        Unit                       Average 
Number        Descr iption                                                               Cost                           Value 
100001     SPROCKET SIMPLEX 1/2"X 14         2          562.00            1,124.00       
100003     SPROCKET SIMPLEX 1/2"X 17         2          624.00            1,248.00       
100004     SPROCKET SIMPLEX 1/2"X 18         5          671.00            3,355.00      
147804     CREDIT SLIPS TWO PART              12       2,800.00          33,600.00 
147805     PAY SLIPS - THREE PARTS              8       2,500.00          20,000.00 
144183     SCRIBBLING PAD A3                         1            30.00                 30.00 
144184     PHOTOCOPING PAPERS                  6          349.00            2,094.00 
144185     MATERIAL REQUISITION & IS       166          300.00         49,800.00 
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Issue Edit L isting  
Before you post the Issue Document Listing gives you an option to first confirm what 
should be posted and affects the correct entries. 
After posting it Debits the Expense account (i.e. 88400) us per the subgroup code and 
Credits the Asset account (i.e. spares/stock 28000).   
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Goods Received 
 

 
 
 
 
 
 
 
 
 
 
 
Goods Received Form  
This screen is for receiving ordered items from the purchasing. 
Receiving officer should check that the goods received match the commodity code 
description with due care given to the unit of measure. 
 
Example screen of Goods received form 
------------------------------------------------------------------------------------------------------------ 
Action:   Add    Update   Delete   Cancel   Find    Next   Back  Pr int         
 ------------------------------- - Goods Received Note --------------------------------- 
 
  L .P.O No. : LPO-00002         21/10/2004          C3024 EXODUS ENTERPRISES          
 
  GRN No. : GRN04-0003                                    Received Date:  05/10/2004                      
  Del No. : DEL-0002                                                         
                                                                             
  Store Deliver  to: 000 NAIROBI STORES                                                   
                                                                              
 - Par t ----------------------------------------- Ordered ------ Rcvd --- Unit Pr ice------------- 
 144122    PARTCHMENT CARDS         9000.00              0.00              2.00       
 144132    GRADE CARD PLANT I        9000.00              0.00              1.20       
 144133    GRADE CARD PLANT II       9000.00              0.00              1.20      
------------------------------------------------------------------------------------------------------------ 
 Received By:  bkariuki                                                         Time:  2004-09-24 13:19:51                        

(2 of 2) 
------------------------------------------------------------------------------------------------------------ 
 
 
 
 
 
 

      3.   Received Purchases 
a. Goods Received Form 
b. Goods Return Form 
c. Goods Received list 
d. Outstanding Orders 
e. Edit L ist 
f. Post Receipts 
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The receiving officer should highlight ADD on the ring menu, the cursor goes to field 
(L .P.O No.) he/she should choose an L.P.O No. from the zoom, press enter, field (GRN 
No.) is system generated, (received date) if you press enter defaults to that dates day, 
(Del No.) you enter us per the delivery note from the supplier. 
(store deliver  to) press F1 (the help key to view the zoom) choose the store receiving the 
goods/items. 
Press the Tab key to go to the detail part and key in the quantity you received either 
partially or in full. Then press ESC key to save and press Q to quit from the screen. 
 
Goods Return Form  
Most orders arrive in good condition and contain the correct merchandise. However, 
occasionally goods must be returned due to duplicate shipments, incorrect items, or 
because they are damaged. 
 
You must not receive goods on the system just to return them; only receive ‘acceptable 
goods’  on the system. Returning to supplier should only be used if the goods need to be 
returned at a later date. If the goods are not acceptable, then let the supplier know before 
the receiving process, send them back and ask the supplier to adjust their invoice 
accordingly. 
 
NB: you will only be able to return the goods that have been received and this is the 
quantity that will be displayed in the parent quantity field. You may have had a part-
delivery so this wont necessarily be the same quantity that was on the original LPO. 
 
Example screen of a Goods returned note 
------------------------------------------------------------------------------------------------------------ 
Action:      Update   Delete   Cancel   Find    Next   Back   Pr int         
 ------------------------------- - Goods Returned Note --------------------------------- 
 
  L .P.O No. : LPO-00002         21/10/2004          C3024 EXODUS ENTERPRISES          
 
  GRN No. : GRN04-0003                                    Received Date:  05/10/2004                      
  Del No. : DEL-0002                                            Returned Date:            
  Retn No.:                                                                         
  Store Deliver  to: 000 NAIROBI STORES                                                   
                                                                              
 - Par t ---------------------------------------- Rcvd--------------Rtnd-------Unit Pr ice----------- 
 144122    PARTCHMENT CARDS         9000.00              5000              2.00       
 144132    GRADE CARD PLANT I        9000.00              9000              1.20       
 144133    GRADE CARD PLANT II       9000.00              9000         1.20      
 
On the ring menu highlight FIND and press ESC, choose the LPO from the zoom. 
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Highlight UPDATE, the system automatically captures the lpo no, grn no, received date, 
Del no, you key in the returning date; the system generates the return number. 
Press tab and enter the quantity returned. 
Then press ESC key to save and press Q to quit from the screen. 
 
Goods Received L ist 
This is a summary of the goods/items received.  
 
Example 

29/11/2004 10:36              .        
---------------------------------------  GOOD RECEIVED NOTE  ----------------------- Pg: 1 
 
L.P.O No. : LPO-00001                       From:  01011      BONAR (EA) LTD 
Store: 000 NAIROBI STORES 
GRN. No.   : GRN04-0001                   Date      : 01/07/2004 
 
Description of Goods                                 Ordered     Received    Unit Price 
144043 P.C COMPUTERS                           2                2                    2.00 
145238 INSTALLATION OF CHLO          50              50               345.00 
 
L.P.O No. : LPO-00003                       From:  01019      CHLORIDE EXIDE (K) L 
Store: 010 KISUMU STORES 
  GRN. No.   : GRN04-0003                   Date      : 01/07/2004 
 
 Description of Goods                                     Ordered     Received    Unit Price 
143010 FELT PENS-BLACK/BLUE                 4               4           100.00 
142065 SPRING FILES.                                    10              9           200.00 
142589 BOX FILES.                                           2               2           100.00 
 
29/11/2004 10:36              
------------------------------------  Received Goods Summary  ------------------------- 
LPO No. : LPO-00001 
145238 INSTALLATION OF CHLORINE DOSER                          50 
144043 P.C COMPUTERS                                                                   2 
LPO No. : LPO-00002 
145269 THIRSTOR FOR MICRIFILMER                                          3 
LPO No. : LPO-00003 
143010 FELT PENS-BLACK/BLUE/RED                                         4 
142065 SPRING FILES.                                                                      9 
142589 BOX FILES.                                                                            2 
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Outstanding Orders 
This is a summary of the goods/items listing what was ordered, received and the balance.  
The selection criterion is by LPO No., From Date or To Date, after entering either of the 
three press Esc key.  
Then press Q to quit from the screen 
 
29/10/2004 10:53              .         . - Receipts  --------Pg: 1 
 
L.P.O Number  : LPO-00001Supplier Name : BONAR (EA) LTD 
Ordered  : 
  144043  P.C COMPUTERS                                                           2 
Received : 
  GRN04-0001  01/07/2004  BONAR (EA) LTD                            2 
                             Quantity balance :                                               0 
Ordered  : 
  145238  INSTALLATION OF CHLORINE DOSER                   50 
Received : 
  GRN04-0001  01/07/2004  BONAR (EA) LTD                            50 
                             Quantity balance :                                                 0 
 
L.P.O Number  : LPO-00003Supplier Name : CHLORIDE EXIDE (K) LTD 
Ordered  : 
 143010  FELT PENS-BLACK/BLUE/RED                                   4 
Received : 
  GRN04-0003  01/07/2004  CHLORIDE EXIDE (K) LTD            4 
                             Quantity balance :                                                0 
Ordered  : 
  142065 SPRING FILES.                                                               10 
Received : 
  GRN04-0003  01/07/2004  CHLORIDE EXIDE (K) LTD            9 
                             Quantity balance :                                                1 
Ordered  : 
  142589 BOX FILES.                                                                      2 
Received : 
  GRN04-0003  01/07/2004  CHLORIDE EXIDE (K) LTD            2 
                             Quantity balance :                                                0 
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Edit L ist 
Before you post the GRN Edit List gives you an option to first confirm what should be 
posted and affects the correct entries. 
After posting, it Debits the Stock/Spares account (i.e. 28000) and Credits the Trade 
Creditors account.  
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Stores Transfer  
 
 
 
 
 
 
 
 
 
Transfer  Form 
This is a document for transferring merchandise from one store to another. To transfer 
inventory means to both physically and electronically adjust stock of inventory items. 
Obviously inventory items to be transferred from one store to another have to be 
physically transported to the receiving store, but this module also needs to process the 
transfer of stock counts electronically. The store shipping the items has to have its stock 
count reduced; and the store receiving the items has to have its stock counts increased. 
On the other hand, transfers also present danger: if you do not have the right controls, in 
place merchandise can be lost or stolen while it is in transit. Fortunately, this module 
gives you the tools you need to effectively control the transfer process. This chapter will 
explain how to safe guard your merchandise. 
 
An example of a Stores transfer form 
-------------------------------------------------------------------------------------------------------- 
Action: Add     Update    Delete    Cancel Next  Back   Post    Quit  
------------------------ Stores Transfer------------- ------------------------------ 
  
Request No.: 2005-00007          Request Date : 20/10/2004  
Status : TRF  
Transfer  No.: TRF05-0001             Transfer  Date: 25/10/2005  
Issue Store: 000   NAIROBI STORES 
Receiving Store: 010    KISUMU STORES                 Issue Value: 3,361.00  
                                                        Ref        Tr f  
--Par t------------------------------------------Qty------Qty------Par t Cost-----Total--- 
144060 GLUE STICK                              6            6                100.00          600.00  
144165 BOX FILE SINGLE CLI             5            5               105.00          525.00 
 
 
---------------------------------------------------------------------------------------------------------  
Transfer red By: Pngara                                    Time: 2004-11-26 10:23:54 
------------------------------------------------------------------------------------------------------- 
 
 
 

      4.   Stores Transfer  
a. Transfer  Form 
b. Transfer  Edit L ist 
c. Transfer  posting 
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The authorized store-man to perform the transfer should highlight ADD on the ring menu 
the cursor jumps to field request No. press F1 to select the requisition number to transfer; 
by default the status should be TRF (transfer), transfer number, transfer date are system 
generated. 
Then enter the issuing store, receiving store and the quantity transferred. 
Then press Q to quit from the screen 
Transfer  Edit L isting (b) 
Before you post the Transfer Edit Listing gives you an option to first confirm what 
should be posted. 
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After posting it Debits the Expense account (i.e. 88400) us per the subgroup code and 
Credits the Asset account (i.e. spares/st. 
                        Transfer Documents Checking 
-----------------------------------------------------------------------------------------------------------  
Issue No.: TRF-0001  Date: 29/06/2004 Accounting Period: 2003-09 
 
From Store: 000 NAIROBI STORES      To Department: 023000 STORES DANDORA 
 
GS0017    ADDING MACHINE RIBBONS (EXCEL) 45.00  29.4      1,323.45 
Debit : 30000 STOCK ASSETS       Credit: 30000 STOCK ASSETS 
 
Issue No.: TRF-0002     Date: 29/06/2004      Accounting Period:2003-09 
 
From Store: 010 KISUMU STORES      To Department: 023000 STORES DANDORA 
 
SC0009   ONE PART PLAIN (REMITTANCE)          94.00             15.57          62.28 
Debit : 30000 STOCK ASSETS         Credit : 30000    STOCK ASSETS 
 
GS0079 BROWN ENVELOPES 12.8*9.9[A4] OR     34.00 136.67        4,646.78 
Debit : 30000 STOCKASSETS          Credit: 30000 STOCK ASSETS 
 
AC0005 SEATS                                                               5.00 1,500.00 0.00 
Debit : 30000 STOCK ASSETS                         Credit : 30000 STOCK ASSETS 
 
Issue No.: TRF-0003          Date: 29/06/2004               Accounting Period: 2003-09 
From Store: 000 NAIROBI STORES           To Department : 053000  STORES KISUMU 
 
AC0025 SAFARI BOOTS                                           20.00   43.25            865.00 
Debit :30000 STOCK ASSETS              Credit : 30000 STOCK   ASSETS 
 
GS0014 OFFICE GLUE-LIQUID                                     90.00  24.22            2,179.80 
Debit : 30000 STOCK ASSETS                           Credit: 30000 STOCK ASSETS                                                           
 
                                                                                                   Issues Total :      9,077.31 
 
 
 
---------------------------------------------Posting Summary---------------------------------------- 
                                                                                               Debit                       Credit 
                                                                                               Amount                   Amount 
Period : 2005-01 
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Stores Adjustments 
 
 
 
 
 
 
 
 
 
This sub-module gives you the tools for quickly updating your physical on-shelf stock 
figures whenever a stock-take or partial stock-take has to be performed or batch price 
adjustment. 
Adjustment Form 
Highlight ADD, fields adjust no. and date are system generate. 
For store there is zoom and you Press F1 (the help Key) to choose. 
To move the detail part, press the Tab key on the keyboard. Their zoom for the part no. 
and code, enter the quantity and unit cost if you are adjusting it. 
Then press ESC key to save and Q to quit from the screen. 
 
an example screen of an adjustment form 

-----------------------------------------------------------------------------------------------------------------------------  
Action:   Add        Update      Cancel       Find       Next        Back      Post        Quit                 
 ------------------------------------------ - Stores Adjustments ----------------------------------------- 
                                                                             
    Adjust No   : ADJ05-0001                                                                 Date : 25/05/2004                        
                                                                              
    Store       : 000    NAIROBI STORES                 
                      
---Part--------------------------------------- Code -----------Qty.--------- Cost -------- Total ---- 
100176    BALL BEARING 6204                                                23              1,500.00                34,500.00  
100002    SPROCKET SIMPLEX 1/2                                           5                   500.00                 2,500.00  
100236    ROLLER BEARING 47921                                         20                      5.00                    100.00  
  ---------------------------------------------------------------------------------------------------------------------------  
   Adjusted By: pngara                                                                      Time: 2004-05-25 14:38           

 (1 of 1) 
 ---------------------------------------------------------------------------------------------------------------------------- 

 
 

      5.   Stores Adjustment 
a. Adjustment Form 
b. Adjustment Edit L ist 
c. Adjustment Posting 
d. Adjustment L isting 
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Stores Returns 
 
 
 
 
 
 
 
 
 
Return Form 
This sub-module covers the returns of items/goods that were requested and may be they 
were excess or faulty to the user, thus increasing the stock. 
 
An example of a Stores return form 
------------------------------------------------------------------------------------------------------------  
Action:   Add       Update      Cancel     Find    Next     Back      Post     Quit                 
 --------------------------------------- - Stores Adjustments ------------------------ 
                                                                             
Return No   : RTN05-0001                                                       Date: 25/05/2004     
                    
Department: 011000 OPERATIONS NAIROBI                                                                         
Store       : 000    NAIROBI STORES                 
                                                             
---Part------------------------------------Returned Qty-----Cost -------- Total------100176    
BALL BEARING 6204                         23              1,500.00                34,500.00  
100002    SPROCKET SIMPLEX 1/2                   5                   500.00                 2,500.00  
100236    ROLLER BEARING 47921                  20                      5.00                    100.00  
------------------------------------------------------------------------------------------------------------ 
   Returned By: bshisia                                                      Time: 2004-05-25 14:38           

 (1 of 1) 
------------------------------------------------------------------------------------------------------------ 
 
Highlight ADD, fields return no. and date are system generate. 
For department and store there is zoom and you Press F1 (the help Key) to choose. 
To move the detail part, press the Tab key on the keyboard. Then zoom for the part no., 
enter the quantity. 
Then press ESC key to save and Q to quit from the screen. 

 
When posting the Expense account will be debited (i.e. 88400) us per the subgroup code 
and Credit the Asset account (i.e. spares/stock 28000).  
 

 
 

      6.   Stores Return 
a. Return Form 
b. Return Edit L ist 
c. Return Posting 
d. Return L isting 
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Stores Count 

 
 
 
 
 
 
 
 
 
 

If you have to carry out physical stock-take as part of your end-year procedures you may 
find the following tips helpful. Even if you have continuous stock records and carry out 
small stock takes throughout the year most people still find it worthwhile to carry out a 
year-end physical stock count. 
 
You will need to allow yourselves sufficient time to plan a cut-off period. A cut-off 
period will mean that you have a date at which you are recording the stock levels. It 
would make sense to tie this in with the end of an accounting period. 
Organization cut-off period does not necessarily mean that you disruption to your normal 
counter services(ordering, receiving, issuing ) but in practice halting things and having a 
dedicated and concentrated stocktaking period saves time and effort in the long run. Most 
importantly the cut-off must be accurate. 
In an ideal situation (if only) no issues or receipts would take place during your stock 
count, however this might prove too difficult. If it’ s not possible to bring things to a halt 
then try to have a good idea of what goods are expected to come in. Keep these items 
isolated from the main stock whilst the stock-take takes place or natively mark them in 
some way so they are not counted. Like wise (but a bit more efficiently/difficult) with 
any issues during stock take if you can work out what’s issued and include it in the stock-
take. It may prove easier to ask people to anticipate their needs for a few days and issue it 
all in one go, effectively closing the issue services whilst you count, the practically of this 
would depend on how long you think the stock-take will take to complete.     
 
 
 
 
 
 
 
 
 
 

      7.  Stock Count 
a. Stock Count 
b. Pr int Count Form 
c. Blind Count Form 
d. Update Count Form 
e. Update Reason Form 
f. Count Exceptions 
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Example screen of a stock-count sheet 
------------------------------------------------------------------------------------------------------------ 
Action:Add Update    Delete    Cancel    Find   Next   Back   Quit 
  
---------------------------- Stock Take Sheet---------------------------------- 
 
   
Document :        Date : 12/01/2005                             Status: NEW  
  
Store Code : 000 NAIROBI STORES  
  
Count Date : 19/01/2005               Description: END YEAR STOCK TAKING 
  
Complete : N         By who :             Date : 
 
------------------------------------------------------------------------------------------------------------ 
d by:                                                  Time:    2005-01-12 15:18  
------------------------------------------------------------------------------------------------------------ 
 
Highlight ADD, fields document, date and status are system generated, enter the count 
date and Description, Then press ESC key to save and Q to quit from the screen. 
 
Pr int Count Form 
This is a print out of the goods/items listing the quantity in store. The bottom of your 
screen it’s written [H]-Help, [P]-Print, [Q]-Quit. Press ÁPÁ on your keyboard and select 
printer or device for output. 
Then press Q to quit from the screen 
Print Counting List by Part No. generates a complete printed stock list, sequenced by 
Part No., with a blank on Count Qty.  This is used for entering on counted figures during 
a stock take, and the multiple sheets can be divided amongst several people or teams to 
break down the job. 
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Example of a Print count form 
12/01/2005 16:08  
st:count.list pg 1 
----------------------------------------Stock Count Form----------------------------------------- 
 
Count No:  24                Date: 22/11/2004                  Status: NEW 
 
Store : 000 NAIROBI STORES                              Department: 01300 
 
Part        Part Description             Stock Qty. Count Qty.      Remarks 
 
100000     SPROCKET SIMPLEX 1/2          3                               __________ 
 
100001     SPROCKET SIMPLEX 1/2          2                               __________ 
 
100002     SPROCKET SIMPLEX 1/2           90                             _________ 
 
100003     SPROCKET SIMPLEX 1/2           2                      _________ 
 
100004     SPROCKET SIMPLEX 1/2           5                      _________ 
 
100005     SPROCKET SIMPLEX 1/2            45                           _________ 
 
100006     SPROCKET SIMPLEX 1/2   1                             _________ 
 
100007     SPROCKET SIMPLEX 1/2            3                      _________ 
 
100008     SPROCKET SIMPLEX 1/2            3                      _________ 
 
100009     SPROCKET SIMPLEX 1/2             4                      _________ 
 
100010     SPROCKET SIMPLEX 1/2            56                           _________ 
------------------------------------------------------------------------------------------------------------ 
Authorized By........................ 
 
Stock Taken By....................... 
 
Verified By......................... 
 
Approved By.......................... 
 
 
                                                                    [H]-help, [P]-print, [Q]-quit 
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Blind Count Form 
This is also a print out of the goods/items without quantity in store. The bottom of your 
screen it’s written [H]-Help, [P]-Print, [Q]-Quit. Press ÁPÁ on your keyboard and select 
printer or device for output. 
Then press Q to quit from the screen 
 
Update Count Form 
On this screen highlight FIND and press ESC, from the ring menu, all the fields on the 
header part will be captured from stock count (the first screen).  
You are expected to update field count with the physical quantity that was counted from 
store using print/blind count form.  
 
Example of an Update count form screen 
Action:             Update Find   Next   Back    Quit   
----------------------- Update Count Form ---------------------------------------- 
  
Document : 01           Date: 12/11/2004          Status:  NEW  
Store Code : 000  
  
Count Date : 19/11/2004      Reason/Purpose : END YEAR STOCK TAKING 
  
Complete : N        By who: Bralim                Date: 25/11/2004 
-----Part------------------------------------------------- ---- Stock---------Count ------------- 
101254   BELT CONVEYOR BEARIN     PRT     45          44 
101255   SHAKER ROLLER SIZE1        PRT     15                  15 
101256   SACK ELEV; ROLLER2,           PRT     90                 89 
101257   BISHOP ELEV; ROLLER          PRT    100                     0  
101258   SACK ELEV; ROLLER 1,          PRT    500                     0  
101259   SHAKER ROLLERS 2,1/8  PRT    269                   0 
 
                                        (1 of 1) 
-------------------------------------------------------------------------------------------------- 
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Update Reason Form 
This screen is similar to the previous one, but here you are expected to update only field 
reason.   
 
Example of an Update reason form screen 
Action:             Update Find   Next   Back    Quit   
----------------------- Update Reason Form---------------------------------------- 
  
Document : 01           Date: 12/11/2004          Status:  NEW  
Store Code : 000  
  
Count Date : 19/11/2004      Reason/Purpose : END YEAR STOCK TAKING 
  
Complete : N        By who: Bralim                Date: 25/11/2004 
-----Part------------------------------------------------- ---- Adjustment---------Reason------- 
101254   BELT CONVEYOR BEARIN     PRT          45           lost in transit 
101255   SHAKER ROLLER SIZE1         PRT          15       fire damage           
101256   SACK ELEV; ROLLER2,           PRT          90      returned goods           
101257   BISHOP ELEV; ROLLER          PRT        100                      
101258   SACK ELEV; ROLLER 1,         PRT        500                      
101259   SHAKER ROLLERS 2,1/8  PRT        269                     
 
                                        (1 of 1) 
-------------------------------------------------------------------------------------------------- 
 
After keying in the reasons, press ESC key to save and press Q to quit from the screen. 
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Stores Re-Order  Level 
 
 
 
 
 
 
 
Re-Order level module is for keeping limited stock holding to a minimum without 
impacting the store. To do this one must ensure that the stores do not issue out of stock 
before re-orders arrive and that by the maximization of issues potentially by maintaining 
a good and disciplined issuing. To achieve this, the person managing the reorder level 
must keep a frequent analysis of stock level, ordering and issues trends and Suppliers’  
delivery performance. 

 
Enter  re-order  level 
On this screen highlight FIND and press ESC, from the ring menu, again highlight 
UPDATE, key in preferred quantity, the reorder is calculated automatically (it calculates 
us per the preferred quantity maintaining minimum stock holding level us per based on 
issues information which has been uploaded from the store, or a change in stock holding 
for the distribution transfers), then enter the lead time (this is the time frame a supplier 
takes to deliver goods),press ESC key to save and press Q to quit from the screen. 
 
Example of an Enter re-order level screen  
------------------------------------------------------------------------------------------------------ 
Action:Update Find      Next        Back        Quit  
---------------------------Stores Re-Order Level-------------------------------- 
tore : 000 NAIROBI STORES 
---Part------------------------------------------------Qty----Preferred---Reorder--Time Lead  
100000    SPROCKET SIMPLEX 1/2"       3         40     14           1.00  
100001    SPROCKET SIMPLEX 1/2"       2        150             50               1.00 
100002    SPROCKET SIMPLEX 1/2"      100        85              57          2.00  
100003    SPROCKET SIMPLEX 1/2"       2        45   Á15                1.00 
100004    SPROCKET SIMPLEX 1/2"       5        500            167           1.00 
100005    SPROCKET SIMPLEX 1/2"       850     1000  334              1.00 
100006    SPROCKET SIMPLEX 1/2"      15           6   2           1.00  
100007    SPROCKET SIMPLEX 1/2"       3          25   9           1.00  
100008    SPROCKET SIMPLEX 1/2"       3          75   25           1.00 
100009    SPROCKET SIMPLEX 1/2"       4          95   64           2.00  
----------------------------------------------------------------------------------------------------------- 
Enter the Lead Time for Re-Order Level normally 1 
 

 
 

      8.   Stores Re-order  Level 
a. Enter  Re-order  Level 
b. Pr int Re-order  Level 
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Pr int re-orders level 
This is a print out showing part no, part description, preferred, reorder and the lead time 
from the previous screen. The print-out looks like this; 
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