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INVEC-2 System Manual

ABOUT THIS MANUAL

This manual IS designed to serve as a trammg gUide and a reference manual for all
Medical Store (MS) staff who use the INVEC-2 program For the learner, the basIc
commands and procedures for each option are explamed step-by-step m the order
m which they will be covered durmg a trammg session For the experienced user,
the manual has bold headmgs for referencmg the INVEC-2 procedures or commands
discussed wlthm each section Answers to specific questions or steps for a
particular procedure can easily be located by lookmg up the key word m the Index
Concepts umque to INVEC-2 and instructions on data interpretation are presented
throughout the manual, and can also be found m the Glossary

Important INVEC-2 features are covered m summary sections

1 A summary of key INVEC-2 concepts and terms In Chapter 1,
2 A list of INVEC-2 command keys m Section 3 3,
3 An explanation of INVEC-2 calculated data fields m Appendix C, and
4 A sample IIstmg ofaIlINVEC-2 reports and appropriate criteria m Chapter 11

In each chapter on INVEC-2 options, all data entry mformatlon IS described In detail

Throughout the manual, arrow brackets have been used to notate computer
keystrokes For example, <ENTER> means you should press the Return or Enter key
on your keyboard <PgDn> refers to the page down key The key names which are
used correspond to those prmted on your keyboard To activate some INVEC-2
functions or options, you may either type the first letter of the command, highlight
the function and press <ENTER>, or If usmg a mouse, click on the function Smce
anyone of these actions can be used to access the function, the term select will be
used throughout the manual to mdlcate that anyone of the above actions may be
performed Whenever possible, the manual has used INVEC-2 notations so that
what you see m the manual corresponds to what you see on your screen See
Chapter 3 for more details on key commands

We suggest that new users read at least Chapter 1 before begmnmg to use INVEC-2
You will probably get more value from the manual and from the training sessions If
you read through the entire manual once, and then explore each chapter m depth as
It IS presented m your trammg session
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HARDWARE/SOFTWARE SYSTEM REQUIREMENTS

Hardware

• 100% compatible IBM Computers (XT, AT, 386, 486)
• 640K RAM
• 1 Floppy Disk Drive (3 5" or 5 25") either low or high density
• 1 Hard Disk with at least 40MB of available space However, If the Tender option

IS used a 80MB Hard Disk IS recommended (You will need at least 640K of free
disk space on your hard disk while INVEC-2 IS operating to run the reports )

• A device such as an Uninterruptable Power Supply (UPS) IS highly
recommended In order to protect the system from surges and power failure

Printer

• A dot matrix EPSON or IBM compatible printer
• A wide carnage printer IS necessary If printing Tender Reports
• The report generator supports a laser printer as well

Software

• MS-DOS Operating System, Version 5 0 or higher
• A PC backup software package In order to optimize your back-up
• A disk cache such as SMARTDRIVE

Optional Hardware/Software

• Mouse
• Network Operating System Software (Multiuser environment)

Recommended Hardware Configuration

• 100% Compatible Intel 486 PC
• 4 MB RAM (4096K)
• 120 MB Hard Disk
• SVGA Momtor (Super Video GraphiCS Array)
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INTRODUCTION TO INVEC-2



Chapter 1 IntroductIOn to INVEC2

1.0 INTRODUCTION TO INVEC-2

3

The INVEC-2 Inventory Management Program IS a user-frIendly relatIOnal database program wntten
In ClIpper 5 2 All predefined reports have been developed WIth R&R Report Wnter VerSIOn 6
INVEC-2 maIntaInS a perpetual mventory record of all MedIcal Store (MS) Items and keeps track
of all purchases and receIpts from supplIers, as well as Issues to health faCIlItIes A relatIOnal
database program lIke INVEC-2 allows you to mampulate, combIne, and extract mformatlon from
multIple database files The process IS SImIlar to usmg a manual mformatIOn system that contams
several dIfferent record ledgers or files When you want to get mformatIOn from a ledger or a file
cabInet, you go to the ledger or cabInet, remove or copy the mformatIOn needed, and then use the
mformatIon In whatever task IS under way, or you may use It to develop a report on MS operatIOns

INVEC-2 performs very SImIlar work, except that all of the mformatIOn IS managed by your
computer INVEC-2 transfers, copIes, and reports the mformatIOn you need One sigruficant
advantage of1NVEC-2 IS that It can look at many dIfferent files at the same tIme, pullmg only the
needed mformatlon from each and combmIng the data for you to View on the computer screen or to
pnnt as a report

Files, Records, and Fields

INVEC-2 uses three mam database files called INVEC-2 Master FIles For each of the master files
there are other related data files contammg supplementary mformatIOn Followmg IS a descnptIOn
of the pnmary INVEC-2 master files

Stock Master FIle

ThIS master file contams one record for each genenc Item stocked at the MS LInked sub-files
prOVIde InformatIOn such as therapeutIC alternatIves, formulary codes, stock of each Item from
VarIOUS supplIers, and tender contracts, If applIcable

FaCIlIty Master FIle

ThIs master file contams one record for each faCIlIty recelvmg supplIes from thIs MS LInked sub­
files proVIde InfOrmatIOn on current stock levels for Items managed by the MS, budget and finanCIal
statIstIcs, and monthly payments and expendItures
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Supplier Master FIle
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Tlus master file contams one record for each suppher from wlnch products are ordered by thIS MS
LInked sub-files mclude purchase and payment lnstory and currency factors associated wIth the
supplIer

The mformation from these master files IS used to record purchases, receIpts, and Issues through
INVEC-2 procedures Then INVEC-2 lets you reVIew these activIties through Reports These three
features - Master FlIes (and hnked sub-files), Transactzons, and Reports - are the essence ofINVEC­
2

Each INVEC-2 database file IS made up of separate records, one for each Item m the file (Just lIke
a ledger or file folder) In each database file, the records are orgamzed lIke those m a ledger or
spreadsheet With each record m the file resemblmg a lIne m the ledger or row m a spreadsheet

All INVEC-2 records are composed of data fields wlnch are lIke blanks that must be filled m on a
form or ledger, or cells m the row of a spreadsheet When you use INVEC-2, each step reqUIres
entenng data mto a field that IS part of a record stored m a database file

11 INVEC-2 Concepts and Overview

INVEC-2 IS mtended to Improve mformatIOn flow and supply management at the MS The proper
use ofINVEC-2 employs three types of operatIons

• Developmg and mamtaImng Master FIles and ValIdatIOn and Reference Data FlIes,
• Usmg INVEC-2 TransactIons to record MS operatIOns, and
• Generatmg INVEC-2 Reports

An addItIOnal module gIves you the optIOn ofusmg INVEC-2 to process your tender Request For
BId (RFB) procedure

The Stock, FaCIlItIes, and SupplIer optIOns are used to construct the master files and supplementary
data files If addmg a new Item to your mventory, you WIll update the master file followmg the
procedures descnbed m Chapter 4 If a new health facIhty IS opened (or one IS closed), you WIll
update the FaCIlIty Master FIle as mstructed m Chapter 5 If a new supplIer comes on stream, you
WIll update the SupplIer Master FIle as descnbed m Chapter 6

The Purchase Order and Issues optIOns record MS purchases, receIpts, and Issues As you place
purchase orders WIth supplIers, you Will follow the steps descnbed m Chapter 9 (Purchase Orders)
The same chapter also explams how to enter receIpts and produce receIvmg reports When you fill
reqUISItIons from a health facIhty, you Will process them as descnbed m Chapter 8, Issues
(S 0 /S I V)
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All of these optIOns are mteractIve You do not have to access the master files after processmg MS
operatIons, INVEC-2 automatIcally updates the Stock, FaCIlItIes, and SupplIer Master FIles to
regIster data entered through the Purchase Order or Issues optIon

INVEC-2 produces over 30 standard reports through a sImple selectIOn ofmenu chOIces In addItIOn,
you may further customIze each report to obtaIn the deSIred InfOrmatIOn These reports and theIr use
are detaIled m Chapter 11 of the manual FInally, the Tender optIOn updates tender mformatIOn In
the SupplIer and Stock Master FlIes at the begmmng ofeach procurement cycle and helps to process
InfOrmatIon about the tendenng procedure USIng INVEC-2 WIth contracted Items IS descnbed In
detaIl m Chapter 10

IntegratIng INVEC-2 Into the MS RoutIne

The first cntIcal step m Implementmg INVEC-2 In your MS IS asslgmng responsIbIlIty for data
entry You may WIsh to dIVIde thIs work (1 e, have one person enter purchases and receIpts and
another enter Issues) or aSSIgn responsIbIlItIes In any manner SUItable to your MS In any case, the
dIVISIOn ofresponsIbIlIty should be made clear to all staffInvolved In the operatIOn and maIntenance
ofINVEC-2 Those persons assIgned to perform data entry must have regular and tImely access to
the purchase orders, supplIer InVOICeS, and requlSltIOns to be recorded In INVEC-2

A second step IS deCIdIng whIch INVEC-2 features WIll be used routInely In your MS operatIOns
Smce INVEC-2 was deSIgned to operate In a vanety ofwarehouse settIngs, some INVEC-2 features
may not be necessary m your MS

SImIlarly, you WIll choose whether or not to use the INVEC-2 allocatzon and plckIng lzst features
The pIckmg lIst IS an optIOnal INVEC-2 feature that allows busy warehouses, WIth several staff
members mvolved m pullIng orders, to predetermme WhICh batches of an Item WIll be Issued to
health faCIlItIes When a reqUISItIOn IS receIved, the MS manager or head storekeeper WIll use
INVEC-2 to determme whIch batches and what quantItIes ofeach Item requested are m stock A lIst
WIll then be pnnted shOWIng the personnel fillIng orders exactly whIch Items from whIch supplIers
to shIp Once the orders have been filled, the quantItIes are confirmed through INVEC-2 (or
adjusted Ifnecessary) and an InVOICe IS pnnted ThIs feature reqUIres two separate data entry steps
to process each reqUISItIon

Another step III the process of ImplementIng INVEC-2 IS customIZIng the INVEC-2 program to
match your speCIfic MS procedures TIns reqUIres settIng or resettIng the INVEC-2 defaults For
example, when settIng up INVEC-2, you WIll note whether or not your store adds a markup to cost
when ISSUIng to faCIlItIes and whether or not a standard markup IS added to purchase costs by a
procurement group You WIll set default procurement penods, forecastIng penods, mImmum stock
values, and average lead tImes based on current establIshed settIngs In your MS

The adVISors who help you Install INVEC-2 WIll take you through each step In the process of
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choosmg default settmgs and decIdmg how to use INVEC-2 These steps are descnbed m Chapter
2 of the INVEC-2 manual These are not rrreversible decIsIons If your reqUirements change, It IS
easy to reset defaults or to Implement an INVEC-2 feature not prevIOusly used at your MS

QualIty Assurance

INVEC-2 IS a soplistlCated computer program WIth many advanced features, but lIke any other
computer program (or any manual record system), It IS only as good as the data that are entered

INVEC-2Itselfis not mtellIgent Ifyou slip ampicillm to a health center but enter co-tnmoxazole
mto the computer, INVEC-2 wIll not catch the error and records for both drugs wIll be mcorrect
If you enter mformatIon saymg you receIved fifty umts of an Item, INVEC-2 regIsters that you
receIved fifty umts Ifm realIty the number was SIxty, the INVEC-2 files Will be m error, and as a
result, the INVEC-2 mventory system WIll not reflect a true phYSICal mventory

No record system IS Immune to error Ifyou want your INVEC-2 records to be correct, all data mput
must be entered WIth ATTENTION TO DETAIL INVEC-2 data files should be checked agamst
manual records occasIOnally and corrected when errors are found ThIS should be part ofthe annual
or semI-annual mventory exerCIses

In the same vem, when new Items are added to any of the master files, It IS cntIcal that each user­
mput field contam the correct mformatIOn m the proper format INVEC-2 WIll not accept a word
m a field where numbers are reqUired, but It Will not know Ifyou entered the wrong word m a field
that reqUires characters If a non-pharmacIst IS responsIble for routme data entry, the MS manager
or sernor pharmaCIst should check entnes when new entrIes are added to master files Chapters 4,
5 and 6 descnbe m detail the mstructIOns for addmg new entnes to the master files, these mstructIOns
should be followed closely

Timely Entnes

Just as INVEC-2 IS dependent upon accurate entrIes, ItS usefulness to your MS IS dependent upon
data bemg entered as the action happens

When you place a purchase order, It should be entered mto INVEC-2 Immediately, and when the
slipment IS receIved, the INVEC-2 receIvmg report should be completed before the Items are added
to stock When supplIes are slipped to health facIhtIes, the reqUiSItIOns should be entered mto
INVEC-2 as soon as pOSSIble, Ideally on the same day When errors are noted m stock levels, they
should be corrected m INVEC-2ImmedIately

If the INVEC-2 entrIes are made as the actIOn occurs, you can - at any time - get a true pIcture of
your current stock Situatlon or generate accurate reports on consumptIOn
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Ifthe entnes are regularly done on a delayed basIs, you Will have a hard tIme determImng what your
true sItuatIOn IS at any gn en tIme, and vItal mformatIOn may be lost as reqUIsItIons, purchase orders,
and mVOIces are mIsplaced and never entered

Extractmg and Usmg INVEC-2 Information

INVEC-2 would be oflIttle use m the MS If It only absorbed data mput The real value ofINVEC-2
IS ItS abIlIty to generate mformatIOn that you can use to make declSlons

INVEC-2 allows you to generate a standard senes ofreports that provIde mformatIOn on purchases,
receIpts, Issues, stock adjustment, reorder quantItIes, and payments These reports can be generated
at any tIme for any penod usmg INVEC-2's optIOnal report procedures

Each MS WIll use the reports dIfferently You should dISCUSS WIth the MmIstry of Health whIch
INVEC-2 reports should be dIstnbuted to facIlItIes and to vanous M1ll1stry OffiCIalS INVEC-2
reports can also be used to develop a MS newsletter or bulletm ThIs can Improve relatIOns WIth the
MImstry and enhance the effectIveness of health workers m the publIc health care system

It IS not necessary to run a full report to get qUIck mformatIOn about an Item, supplIer, or health
faCIlIty You WIll dIscover that INVEC-2 prOVIdes you WIth mformatIOn on several data forms m
the program ThIS mformatIOn mcludes lead tImes, stock levels, reorder levels, and transactIons WIth
supplIers and facIlItIes You can always get a pnnt-out of thIs mformatIOn by pnntmg the screen

1 1 1 Tender Management Usmg INVEC-2

INVEC-2 and Tender Items

Ifyou purchase Items on tender, eIther mdependently or as part ofa procurement agency, INVEC-2
wIll aSSIst WIth the management ofthe tendenng procedure and faCIlItate purchasmg by processmg
the appropnate contract mformatIOn on tender Items INVEC-2 Tender optIOn manages the
tendenng procedure, If the MS carrIes out thIs process mdependently

Purchasmg Tender Items The INVEC-2 Stock Product Catalogue FIle stores mformatIOn on
tender Items, mcludmg pnces and delIvery mformatIOn, and It lets you automatIcally call up a lIst
of all tender Items by supplIer when you are prepanng purchase orders In order to use INVEC-2
to purchase tender Items, you WIll need to aSSIgn separate supplIer codes for supplIers from whom
you purchase tender and non-tendered goods For example, you mIght have two files for ECHO, one
coded ECO/(the Contract SupplIer FIle) and one coded ECO/DIR for dIrect purchases from ECHO
Chapter 6 explams how to code MS supplIers The only exceptIOn to thIS procedure IS Ifthe supplIer
uses the same currency code for tender and non-tender Items Ifthat IS the case, then only one code
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IS necessary for the supplIer

INVEC2 System Manual

Managmg the Tender Process The Tender optIOn 10 INVEC-2 IS a module desIgned to manage
the tender procedure and update INVEC-2 files to reflect new contract mformatIOn at the begmrnng
of each procurement cycle Chapter 10 explams how to use INVEC-2 10 the tendenng process,
mcludmg forecastmg needs, generatmg bIddmg documents, entenng quotatIOns, and awardmg
contracts

1 1 2 Units of Measurement m INVEC-2

In INVEC-2, the Issue urnt IS the baSIC countmg urnt and allows you to compare dIfferent packages
of the same Item ThIs system provIdes fleXIbIlIty 10 ordermg dIfferent pack SIzes Your MS may
occasIOnally order dIfferent pack SIzes, whIch causes pncmg problems For these types ofreasons,
INVEC-2 IS based on the Issue unzt, e g , 1 tablet, or 1 VIal FaCIlItIes usually order 10 Issue unItS,
and Items are pIcked and sent to the faCIlItIes 10 Issue urnts Pnces are based on Issue unItS - thIs
allows the pnce by unIt (tablet, VIal, towel) to remaIn consIstent regardless of the pack SIze ThIS IS
an Important feature of INVEC-2

However, INVEC-2 does not dIctate the Issue urnt that must be used You are free to use pack or
MS urnts by specIfymg, for example, the Issue urnt as contamer and the SIZe as 1,000 tablets IfthIs
IS done, you must ensure that, 10 the stock detaIl, the pack SIze IS one contaIner You must also have
a separate record for each MS urnt, and then conSIder thIs 10 forecastmg and reorder levels
ConsIstency IS very Important

Product Strength Form
If "baSIC" umts are used

Issue Urnt Issue SIze

Paracetamol 25mg/ml ElIXIr Oral
(In Lot DetaIl, the mirnmum order IS 1 X 1 Bottle)

Bottle 100ml

Paracetamol 500mg Tablet Oral Tablet
(In Lot DetaIl, the mInImum order IS, for example, 1 X1000 Tablets)

If "pack" umts are used

Paracetamol 25mg/ml ElIXIr Oral Bottle
(In Lot DetaIl, the mmimum order IS 1 X1 Bottle) ThIS IS the same as above

1 Tablet

100ml

Paracetamol 500mg Tablet Oral
(In Lot DetaIl, the mmimum order IS 1 X1 Contamer)

Contamer 1000 Tablets



Chapter 1 Introduction to INVEC2

1 2 What's New In INVEC-2

9

Wlule INVEC-2 contams many Improvements over INVEC, some of the most notIceable
Improvements are lIsted below

MaID Menu Screen - INVEC-2's Mam Menu has been orgarnzed mto a sImpler deSIgn whIch makes
It eaSIer to find all the INVEC-2 standard optIOns

Master FIles - The Master FIles (Stock, SupplIers, FaCIlItIes) mam menu contams more descnptIve
InfOrmatIOn allOWIng qUIck access to baSIC mformatIOn about each speCIfic database

Vabdation FIles - INVEC-2 now allows you to buIld data dIctIOnarIes for many standard terms and
optIOns used throughout the system ThIs proVIdes a means for all staff members to use the same
terms Without havmg to memonze all of the store termmology

System Features - Some of the new system features Include

MultI-user Support - INVEC-2 has mcorporated record-lockIng features whIch wIll allow It
to be mstalled on a network The system IS capable ofhandlIng multIple users sImultaneously,
wlule trackmg all changes made by each user, and lockmg records (when necessary) to prevent
data from bemg changed by two or more users at the same tIme

Password Support - INVEC-2 prOVIdes encoded password support

Color Screen - Ifyou are USIng a color momtor, INVEC-2 can be dIsplayed m any color scheme
you select, USIng Color Setup found under MaIntenance In the MaIn Menu optIOn

Mouse Support - INVEC-2 recogmzes the presence of a mouse (or mouse dnver) and can
support mouse mteractions

Pop-up Calculator - A hot key has been added to proVIde an on-screen calculator to appear
anywhere m the system ThIs feature IS very helpful, when calculatIOns are necessary, allOWing
users to perform calculatIOns WIthOUt haVIng to leave the system

SecurIty Levels - You may now aSSIgn dIfferent access levels to your vanous staff members
ThIS feature allows you to control whIch menu optIOns are accessIble by each staff member
When used properly, It can help prevent many system problems that may be caused by
unauthonzed users

Backup UtIhty - INVEC-2 now has a backup utIlIty whIch should be used on a regular baSIS
to backup all Important files
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Hot Keys - INVEC-2 has several pre-defined "Hot Keys" whIch gIve qUick access to some of
the mam database files Tms feature allows you to access database files from WIthm other
screens for form wmdows

New OptIOns Under the Mamtenance Menu

There are now several new addItIOnal optIons under the Mamtenance Menu The Improvements are
lIsted below

Un-Archive FIles - There IS now an un-archlvmg functIon to restore the data removed from the
program through the arcmve functIOn We strongly recommend that the arcmve un-arcmve
functIOn be used only With careful thought and planmng The user must re-mdex the files after
usmg eIther optIOn

MultIsltes - There IS now a multlSlte data exchange optIOn under the Mamtenance menu Tills
optIOn allows the user to export and Import data for the valIdatIOn files, the stock lIst, the
mventory detaIl by lot, the supplIer lIst, the faCIlIty lIst, the faCIlIty stock detaIl, purchase orders,
recelvmg reports, and mformatIOn that has been transferred to the tender catalogue After data
IS Imported, INVEC-2's files must be re-mdexed ImmedIately

Import ECPRO-2 Data - ThIS functIOn allows the user to Import data from ECPRO-2, DMP's
tender and procurement management software However, tms optIOn only works If a file that
has been exported from ECPRO-2 IS aVailable The data that can be lIDported are the tenders
and theIr detaIls

ESTIMED Ex - Tms functIOn exports data to ESTIMED, DMP's quantIficatIOn and needs
estImatIOn software Tills optIOn IS only useful If ESTIMED IS also mstalled The data that can
be exported mclude the stock lIst, valIdatIon files, therapeutIc clasSIficatIOn file, and faCIlIty lIst
Tills feature saves data entry m ESTIMED

Logon Ask for Password

To become a user ofINVEC-2, you need to have a User Name and a Password Contact your system
Manager m case you need more mformatIOn If enabled, the password system wIll force users to
enter theIr names and password Tills system WIll allow the system supervIsor to hmlt access to
certam functIons m the program Many of the values may only be edIted after enablIng the
supervIsor mode
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INUEC Logon Screen

Enter Your UserMaRe I
Entep YouP Passwo,d"

FIgure 1 1 Logon Screen
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The passwords m INVEC-2 are now encoded and Will not be read outsIde of the program through
another database program EXIstmg password(s) Will not be encoded If a user's access nghts do
not mclude the stock optIOn, the user can no longer use the F3 hotkey to access the stock lIst

1 3 INVEC-2 Options The Mam Menu

The INVEC-2 mventory system has SIX optIOns whIch are dIsplayed on the Mam Menu when you
actIvate the program FIgure 1 lIS a reproductIOn ofthe INVEC-2 Mam Menu These optIOns cover
all of the pnncIpal INVEC-2 actIvItIes, as well as the basIC features you Will need to start and
mamtam the INVEC-2 system To eXIt the Mam Menu and the program, SImply press the <ESC>
key and choose Yes at the EXIt prompt

1 5

I NUE C 2 - Inuento~y Control Software
(c) CopyrIght 1995 - nSH - All RIghts Reserued

3'1 Oct lest KIERSIO

Help

- -

lFi-Help F2-TOplc F3-Stock F4-Ca~c F5-AlP F6-Calendar F9-DOS I § 5'1 alll_

9£cess the !ete~nce Piles - •

FIgure 1 2 INVEC-2 Mam Menu
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INVEC-2 FIles OptIOns

1 Stock

INVEC2 System Manual

The Stock optIOn IS used to construct and mamtam the Master Item List for the MS When INVEC-2
IS mstalled m a medIcal store or when new Items are added to the MS stock, descnptIve mformatIon
and stock levels for each Item, detaIled by lot and eXpIratIOn date, are entered usmg thIs optIOn As
receIpts and Issues are recorded through other INVEC-2 optIons, the mventory mformatIOn IS
automatIcally updated so that the MS staff can easIly and qUIckly retrIeve up-to-date mformatIOn
about stock levels In addItIon, INVEC-2 provIdes a wIde range ofreference mformatIOn about each
Item mcludmg

• Item name, strength, and descnptIOn,
• ordenng mformatlon (supplIers, cost, terms),
• contracted supplIers and terms of contract,
• mformatIOn about receIpts and Issues,
• therapeutIc alternatIves to the Item,
• addItIOnal mformatIOn on Item classIficatIOn, and
• reorder mformatIOn

2 FacIlities

InformatIOn about all health faCIlItIes served by the MS IS added and modIfied usmg the FaCIlItIes
optIOn when INVEC-2 IS mstalled m the MS and whenever a new health faCIlIty Joms (or leaves) the
MS dIstnbution network INVEC-2 automatIcally updates mformatIon about each faCIlIty as
reqUISItIons are entered and Issued ThIs optIon can be used as a reference source for the MS when
the followmg IS needed

• descnptlve InformatIOn about a faCIlIty (address, contact numbers, and names),
• reqUISItIOn status (requlSltions on order, date filled, last payment, and balance), and
• finanCial status (budget, expendItures, and purchase and payment hIstory (If applIcable)

currently and over the last year)

3 SupplIers

ThIs optIOn establIshes the master lIst of all supplIers who supply Items to the MS ThIS lIst IS
constructed when INVEC-2 IS mstalled, and updated whenever new supplIers are used or eXlstmg
supplIers dlscontmued Through thIs INVEC-2 optIOn, the MS staff can access up-to-date
mformatIOn about

• contactmg the supplIer (address and contact names),
• currency, terms, and lead tImes (average, stated, and last),
• status of current transactIOns (mvOIce numbers, values, and amount paId), and
• summary of financIal transactIOns currently and over the precedmg 12 months
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4 ValIdatIOn FIles
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Tlus optIOn allows you to bUild a database dictIonary of vanous abbreviatIOns and codes used
throughout the INVEC-2 system These dlctIonanes consist ofterms common to your faclhty used
to descnbe

• Items forms, Sizes, dosages, Issue umts, and usage levels,
• other MS branches, authontles, and country dlstnctmg, and
• storage locatIOns, stock adjustments, and stock groups

5 Rates of Exchange

Tlus optIOn allows you to buIld a database of all currency types associated With the MS and the
current rate In the event of a rate change, you may edit the system and make the changes
accordmgly

6 KIt Management

Tlus optIOn allows the you to create kits from eXlstmg stock Items, and Issue them as needed When
thIs optIOn IS selected stock IS subtracted from the Items m the kit, and a kit IS added as an mventory
Item For example, If 100 tablets of 500 mg paracetamol and 300 tablets of 150 mg chloroqume
phosphate compnse the "Malaria KIt," and three malaria kits are created the followmg Will happen
The stock level of 500 mg paracetamol Will decrease by 300 tablets, the stock level of 150 mg
chloroqume phosphate Will decrease by 900 tablets, and a new Item called "Malana Kit" Will appear
With an mventory level of three We recommend usmg thIs optIOn to create kits only as they are
needed, because there IS no automated way to remove Items from a kit

Tlus option mcludes the follOWing sub-files

• Define Kits optIOn, which defines a group of mdlvldualltems as one Item
• Pnnt Kit DefimtIOn pnnts the contents ofthe kit You should pnnt the contents ofa kit to

confirm that everythmg IS correct Once the defimtlon has been pnnted, the Create KIts
command can be run

• Create KIts Withdraws the correct amount from stock for each ofthe kIt Items and adds the
appropnate number of kIts to stock
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INVEC-2 TransactIons OptIons

1 Issues (Store Issues Vouchers or Sales Orders)

INVEC2 System Manual

The computer operator uses tins optIOn to enter and process all requlSltIOns from health facilItles
As each reqUISItIOn comes m, It IS entered Into INVEC-2 INVEC-2 can be used to allocate
quantlties ofeach Item, select batches to be shIpped, generate pIckIng slIps (IfdeSIred), confirm the
shIppIng quantIty, produce and pnnt the InVOICe, and record payments (If applIcable) When Issues
are made, the stock level ofthe Items Issued, as well as the transactIOn hIstory ofthe health facIlIty,
are automatIcally updated

2 Purchase Orders

Purchase orders are generated, pnnted, and tracked usmg tins optlon For tender Items, INVEC-2
prOVIdes access to a lIst of Items on contract WIth each supplIer INVEC-2 also tracks mformatIOn
on each mVOIce when shIpments are receIved and payments made Stock levels and all finanCial
records are updated as purchase orders are placed and receIved

3 Tenders

The Tenders optIOn tracks the entIre bIddmg process from registenng and compIlmg forecasts from
facilItles to awardmg the tender to pnmary and secondary supplIers ThIS optIOn also updates
InformatIOn on pnce and purchase condItIOns for tender Items m the next procurement cycle
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INVEC-2 Reports OptIOn

1 INVEC-2 Standard Reports
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INVEC-2 can generate a senes of standard reports at any tIme for the MS The reports provIde
mfonnatIOn on purchases, receIpts, Issues, stock adjustment reorder quantItIes, and payments In
addItIOn, these reports may also be customIzed at any tIme usmg the INVEC-2 optIOnal Interactlve
Report optIon

2 Tender Reports

ThIs optIon IS used If you are utIlIzmg the features avaIlable WIth the Tender module,

3 History FIles

You may also select several hIstory reports that can be VIewed from the screen, and

4 Medical Stores InformatIOn

ThIS optIOn proVIdes a finanCIal summary of the MS

5 DelIvery Report

Pnnt delIvery report based on setup parameters

6 Medical Stores

7 Cross Tab Menu

DeSIgned to use certam codmg systems m the facIlItIes' and supplIers' codes, so It may not work for
all users For example, the reports assume that the faCIlItIes are coded WIth two dIgIts for the
provmce+two dIgIts for the dIstnct+2 dIgItS for the locatIOn If a dIfferent codmg system IS used,
the cross-tab reports WIll not work unless the report ItselfIS edIted ThIs can be done WIth the Report
Wnter software

8 Usage Report

See Cross Tab Menu explanatIOn
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INVEC-2 System Setup

1 System Defaults

INVEC2 System Manual

ThIs optIon IS used dunng setup ofINVEC-2 m order to customIze INVEC-2 conventIOns to those
used m the MS The Setup optIOn also establIshes defaults for INVEC-2 procedures, such as
currenCIes used, exchange rates, procurement penods, and lead tImes ThIS mformatIOn can be
changed when necessary by usmg the Setup optIOn AddItIonal system features are Screen Saver
and Color Setup

2 Screen Saver

Allows you to set up the format and tIme mterval for the screen saver to dIsplay

3 Color Setup

If you are usmg a color momtor, thIS optIon allows you to set your own screen colors

INVEC-2 Mamtenance OptIOn

1 Backup/Restore Backup FIles

Tills optIon allows you to backup or Restore Backup (ZIp) files

2 Month End Procedure

Tills option allows you run the Month End procedure, willch complIes all data generated on a
monthly basIS

3 Year End Procedure

ThIs optIon allows you run the Year End procedure, willch compIles and stores all data generated
durmg the course of the year

4 Remdex FIles

ThIS optIOn allows you to reset the system after power faIlures by re-mdexmg database files

5 Updates

ThIs optIon IS the global recalculatIOn step whIch IS used to update all records before runnmg reports
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6 ArchIVelUn-Archlve FIles

These optIOns allow you to access the archIvmg utIlIty files, and to restore files whIch have been
archIved The un-archIvmg functIOn restores the data removed from the program through the archIve
functIOn We strongly recommend that the archIve un-archIve functIOn be used only wIth careful
thought and planmng The user must re-mdex the files after USIng eIther optIOn

7 User LIst FIle

The User LIst file optIOn allows you to control access to the VarIOUS files for each user

8 Check Config Sys

Thts optIOn checks your system configuratIOn file (Config sys) parameters, and dIsplays any changes
that need to be made

9 Memory & DIsk

Thts optIOn dIsplays the total amount ofRAM and Hard DIsk space your system has avaIlable

10 MultI-site Data Exchange Option

ThIS optIOn allows the user to export and Import data for the valIdatIOn files, the stock lIst, the
Inventory detaIl by lot, the supplIer lIst, the faCIlIty lIst, the faCIlIty stock detaIl, purchase orders,
reCeIVIng reports, and InfOrmatIOn that has been transferred to the tender catalogue After data IS
Imported, INVEC-2's files must be re-Indexed Immediately

11 Import ECPRO Data

Thts optIOn allows ImportatIOn ofdata from ECPRO-2, DMP's tender and procurement management
software Thts optIOn only works If a file that has been exported from ECPRO-2 IS aVaIlable The
data that can be Imported are the tenders and theIr detaIls

12 ESTIMED Ex

Tins optIOn allows exportatIOn of data to ESTIMED, DMP's quantIficatIOn and needs estImatIOn
software ThIs optIOn IS only useful If ESTIMED IS also Installed The data that can be exported
Include the stock lIst, valIdatIOn files, therapeutIc claSSIficatIOn file, and faCIlIty lIst ThIS feature
saves data entry In ESTIMED

INVEC-2 Contact OptIOn

Tins optIOn sunply dIsplays a page contammg INVEC-2 contact and support numbers
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2.0 INSTALLATION AND SETUP
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TIns chapter outlmes the reqUIrements for mstallIng INVEC-2 and bnefly explams howto mstall and
setup the program Your mstallatlOn adVIsors WIll be on hand to asSISt you WIth these steps and
answer any questIOns you may have

There are two system files that should be properly configured before startmg the mstallatlon process
Your computer uses a system configuratIOn file (CONFIG SYS) and an auto-execute batch file
(AUTOEXEC BAT) to load any necessary system configuratIon parameters These files can be
VIewed or changed usmg the DOS lme edItor EDLIN or the DOS text edItor program EDIT In order
for INVEC-2 to run properly, make sure the follOWIng parameters are entered for each file

CONFIGSYS

files = 75
buffers = 20

AUTOEXECBAT

set usemame = <your name> (WIthout < »

The parameters entered m the CONFIG SYS file control how many files INVEC-2 (and any other
program) can have open at one tIme ThIs file speCIficatIon must be set to a mlmmum of 75
INVEC-2 uses many database files to track your MS system and needs to have enough room
aVaIlable to open all the necessary files The parameter entered m the AUTOEXEC BAT file IS used
by INVEC-2 to IdentIfy the system user, and should be no more than 7 characters

Remember, Ifyou change eIther your CONFIG SYS or AUTOEXEC BAT file, you must reboot the
computer (or tum It off and back on agaIn) before contmUIng the mstallatlOn process, so your
changes WIll be effectIve

2 1 Installation Procedure

INVEC-2 IS compressed mto a ZIpped file on two dIskettes To mstall INVEC-2, complete the
followmg steps

1 Create a dIrectory named INVEC2 by typmg MD INVEC2 at the DOS prompt on the Hard DIsk
of your computer (for slmpltclty, the followmg dISCUSSIOn assumes that the C dnve IS bemg
used) Change to your new dIrectory, by typmg CD\INVEC2 at the C> prompt and press
<ENTER> The computer WIll gIve you a new prompt C \INVEC2>
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2 Place the INVEC-2 - DISK 2 dIskette mto your floppy dnve, and copy the file PKUNZIP EXE
mto your INVEC2 dIrectory Next, msert dIskette 1 mto the dnve, and type the followmg
command whIle you are at C \INVEC2

PKUNZIP A INV2 ZIP <ENTER> (A IS assumed to be the floppy dnve)

3 After all completmg the mstallatIOn, edIt the INVEC2 1m file m the INVEC2 dIrectory Add
the followmg entrIes exactly as It appears below

[Issue Voucher]
Lot DetaIl = Y

See SectIon 2 4 for a lIstmg of all the necessary INVEC-2 files to venfy that you have all the
INVEC-2 files m your dIrectory

Note Follow these mstructIOns for network mstallatIOns, Substitutmg the network dnve for C
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2.2 Network Installation and Setup
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Installmg and usmg INVEC-2 on a network IS essentIally the same as usmg It from a hard dISk on
an mdIvIdual computer On the network, INVEC-2 WIll be avaIlable to other users, and allow them
to make changes, or perform transactIons

Follow the mstructIOns lIsted m SectIon 2 1, SubstItutmg the network drIve (on the server) as your
hard dIsk Once the mstallatIOn process IS complete, and all files have been copIed to the network
dIrectory, be sure to set up the network enVIronment to allow all necessary staffmembers access to
the program Please be sure to address the follOWIng Issues dunng the network mstallatIOn

" 1 The network must be m operatIOn, and read-wnte access to the network dIrectory m whIch you
mstalled INVEC-2 must be aVaIlable to all staff who WIll be usmg INVEC-2 For detaIls on
proVIdmg users access, see your network software documentatIon

2 Make sure all the EXE and OVL files have been flagged as READ ONLY SHARABLE ThIs
WIll allow multIple users to access the file, WIthout the danger of someone deletmg or
overwntmg the file Ifusmg Novell NetWare, use the flag command Other network operatmg
systems (NOS) may reqUIre that you use the DOS ATTRIB command Examples of each
command follow Ifyou are not sure what command works for your NOS, consult your NOS
documentatIOn

FLAG * EXE ROS and FLAG * OVL ROS
ATTRIB * EXE +R and ATTRIB * OVL +R

You WIll have to reverse these commands, when restonng files from a backup copy, or
upgradmg your INVEC-2 files The follOWIng commands have the reverse effect

FLAG * EXE RW and FLAG * OVL RW
ATTRIB * EXE -R and ATTRIB * OVL-R

3 Ifusmg a Non-Novell network, the DOS SHARE program must be run ThIs program allows
for file shanng m a DOS enVIronment SHARE has two parameters that are VItal If you want
to use INVEC-2 on a network These are the IF and the!L parameters The IF parameter
allocates file space for file shanng mfonnatIOn, expressed III bytes The IL parameter sets the
number of locks you can have on at one tIme, expressed III bytes For a more detaIled
explanatIOn of SHARE, and how to use It on your network, consult your NOS documentatIon,
or DOS manual The followmg IS a sample SHARE command You may try these numbers, but
they WIll probably have to be adjusted up or down dependmg on the SIze of your network
Larger networks reqUIre larger numbers I

SHARE IL 1024 IF 4096
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4 Each workstatIOn must have the mlmmum RAM reqIDrements m order to run INVEC-2

5 Each workstatIOn must also have the necessary statements m the CONFIG SYS and
AUTOEXEC BAT files resldmg on theIr own hard dnve

6 Ifyour network software reqIDres you to create an addItIonal workstatIOn configuratIOn file, be
sure to mdlcate (If necessary) the "Fl1es=" statement WIth 75 as your mlmmum

2 3 Upgradmg Your Software

If upgradmg from INVEC, most of the database files used by INVEC-2 are qmte dIfferent The
adVIsors Will aSSIst you m transfemng the data from one system to the other

To upgrade from a prevIOUS release ofINVEC-2, complete the follOWing steps

1 Go to DOS on your computer and change to the dIrectory that contams the eXlstmg INVEC-2
software (Type cd\mv2 or cd\mvec2)

2 WhIle m the INVEC-2 subdIrectory, type the letter ofthe dnve contalmng the upgrade dIskette
With the word UPGRADE For example lfthe upgrade dIskette IS m your computer's B dnve,
type B UPGRADE The upgraded files w111 be automatIcally unzIpped onto your computer's
hard dnve Ifprompted, choose "yes" to overwnte all eXlstmg files

3 Type INVEC2 U at the DOS prompt ThIs w111 start your new program and re-mdex and re­
bul1d the database Tills process may take several mmutes dependmg on the SIze of your
database files
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24 INVEC-2 Files
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INVEC-2 consIsts of several program and database files In addItIOn, m order to run reports, you
need 2 text files and 11 files for runnmg the Runtune VersIOn of R&R RelatIOnal Report Wnter
The followmg tables lIst all the files necessary to run INVEC-2, as well as the R&R program

INVEC-2 DATABASE FILES

ACCTHIST DBF IN DETDBF QTRPTSDBF
AD NAMEDBF IN PAYDBF QTRREPDBF
AD RRN2DBF IN REQDBF REAUTHDBF
AD RRUNDBF INVEHELP DBF ROUTEDBF
AD SETDBF INVNREAS DBF RRINVEC2 DBF
APDBF INVOICEDBF RRXAAAAA DBF
APIPGDBF INVPREAS DBF STAFFDBF
ARDBF INVSTOCDBF STORAGEDBF
ARHISTDBF INVSTOKDBF STORLOC DBBF
AUTHORDBF ISSUNITDBF SYSTEMDBF
AVAILDBF ITEMGRPS DBF TENDERSDBF
AVAILSTDBF KITDETDBF TENDERTE DBF
BANKACCT DBF KITHEADDBF TENDITEM DBF
BIDITEM DBBF LEVUSEDBF TENFORCDBF
BIDSUPDBF LP ALLDBF THERADBF
BRANCHDBF LPLPODBF TMPHISTDBF
CMSDBF LPLPOXDBF TMPOUTDBF
CMSAAAADBF MAST ALDBF TMPQHEAD DBF
CMSBDBF MASTERDBF USERSDBF
CMSPERFDBF MORPTSDBF VFORMDBF
CROSSTAB DBF MSTFCSDBF YRRPTSDBF
CRSTABDBF MTH IN DBF ZFREE3 DBF
CURCHGDBF NXTCTSNU DBF ZFREE4DBF
CURRNCYDBF NXTIVNUM DBF AD NAMEDBT
CUSTLEVE DBF NXTSONUM DBF AD RRUNDBT
DELSCHED DBF ORDRECDBF APDBT
DELSETDBF OUTSTKDBF APIPGDBT
DISTRICT DBF PO PAYDBF ARDBT
FACFCS DBF PORCRPDBF BIDSUP, DBT
FACSTKDBF PORECDBF CMSAAAADBT
FACSTOCDBF PMLISTDBF INVEHELP DBT
FORECAST DBF PRODTEMP DBF MASTERDBT
HISTORYDBF PRODUCTDBF PURORDDBT
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INVEC-2 PROGRAM FILES

INV2CNF
INV2HELP DBF
INV2HELP DBT
INVEC2EXE
INVEC20VL

INVEC-2 REPORT WRITER FILES

RRCNF
RRPRINTCNF
RRINVECDBF
RRUNINDBF
RRUNOUTDBF
RRSETUPEXE
RRUNEXE
RRUNPEXE
RRSETUPHFC
RRPRINTPCF
RRUDF
RRINVECNTX
INV2RPTRPI
*INVEC2 RPI
TENDERRPI

INVEC-2 System Manual

WARNING YOU SHOULD NEVER ATTEMPT TO MODIFY THE DBASE 111+ FILES
MODIFYING FILES COULD CAUSE A MALFUNCTIONING OF THE ENTIRE INVEC-2
SYSTEM

* FIle may be called by another name specIfic to your chOIces selected ill system setup
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2 5 INVEC-2 Installation Data Requirements
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The folloWIng InfOrmatIOn must be prepared before your InstallatIOn date All data should be
thoroughly checked to make sure the figures are accurate

Items marked WIth "*" are optIOnal

1 DetaIl of stock Items
a mventory code
b genenc name
c supplementary name*
d route ofadmimstratIOn
e strength/sIze
f form
g Issue urnt
h category (DMO)
I Issue urnt SIze

J Issue umt cost
k Per Lot

I lot number
11 pack SIze
III eXpIratIOn date
IV quantIty of Issue umts m stock
V suppber
VI location
V11 budget*
Vlll catalog ref *
IX brand name*
X manufacturer*

I urntpnce

2 Health FacIbtIes
a name
b address
c phone/fax*
d names of contacts
e facIhty budget*
f populatIOn SIze served, mpatients, outpatIents*
g type of facIbty (hospItal, health center, chmc, etc )*
h markup to apply
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3 Supphers \
l

a name
b address (WIth country)
c phone/fax
d names of contacts
e currency
f payment terms*
g local or foreIgn
h tender (YIN)
I lead tImes*

4 Pendmg purchase orders
a PO number
b suppher reference
c mventory codes for Items m PO
d mlmmum order
e pack SIze
f packpnce
g quantity ordered
h date of order
I rate of exchange at the tIme of order

J suppher name
k tender (YIN)
I Items receIved
m budget*

5 Pendmg reqUisItions
a reqUisItion number
b Items requested
c amount
d pnce
e faclhty name
f date of reqUisItion
g budget*

6 Average lead tIme

7 Procurement penod

8 Forecast penod

9 % markup to faclhtles
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10 Safety stock m months

11 Currency used by supplIers and exchange rates

12 Local currency

13 Costmg method

14 ShIppmg address

15 MaIlIng address

16 User names and passwords

17 ABC category %s

18 Forecastmg penods

2.6 INVEC-2 Setup

Once INVEC-2 has been mstalled on your computer, you must enter prelImmary data about the
Items you have m stock, your supplIers, and the facIlItIes servIced by the MS ThIs WIll go more
smoothly If you gathered all InformatIon m SectIOn 2 5 pnor to mstallatIOn

1 Setup your system envIronment usmg the System Setup optIOn See Chapter 12 for detaIls on
how to configure INVEC-2 In order to customIze the INVEC-2 program to run m your
country, you must provIde some basIC mformatIOn by usmg the System Constants optIOn m the
System Setup Mam Menu Most oftlns InformatIon only needs to be speCIfied once (such as
the country name or date format), however some settIngs, called default settmgs, may be
changed to reflect changes m MS procedures or vanatIOns m rates of exchange A default
settmg can usually be ovemdden by other mformatIOn gIven elsewhere In the program

2 BUIld a master Inventory file for your MS USIng the INVEC-2 Stock Master database file

3 Take a complete phYSICal Inventory of all Items In stock Record the supplIer, quantIty,
exprratIOn date, manufacturer, and pack SIze for each batch In stock Make sure that the Items
you have In stock correspond WIth Items on the INVEC-2 Master Stock LISt and add any new
Items which are not on the lIst Chapter 4 descnbes In detaIl how to add new Items, as well as
descnptIve mformatIOn about the Item, and the current stock level
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Enter pnces for Items m the field for Urnt Cost, m the Catalog InformatIOn screen, usmg the
SupervIsor Mode If you have accurate data on consumptIOn by month, you can enter your
actual monthly consumptIOn for each of the past 12 months m the ConsumptIOn Details
wmdow

4 Create your master files ofall faCIlItIes and supplIers usmg the FaCIlIties optIOn (Chapter 5) and
the SupplIers optIOn (Chapter 6)

5 Enter Items on order from outstandmg purchase orders, usmg the Purchase Order optIOn See
Chapter 9 for mstructIOns on completmg thIS process

6 Enter reqmsitIons filled, after the mventory count, through the Issues (S 0 or S I V ) optIOn
See Chapter 8

7 Complete any Tender/RFB processes

2 7 Conflgurmg Report Writer

For the reports to run, the R&R Report Wnter file (RR CNF) has to be configured accordmg to the
locatIOn of the INVEC-2 files and accordmg to the pnnter m use To do tills type

C \INVEC2>RRSETUP <ENTER>

Usmg the space bar, move to CONFIGURATION and press <ENTER> Select RR CNF from the
lIst ofconfiguratIOn files, then DEFAULTS from the subsequent menu optIOns Select the first Item
m the lIst and press <ENTER> Type m the dIrectory and subdIrectory of the specIfied files
(C \INVEC2 for example) Repeat tills for the next 2 lInes Also, speCIfy the type ofprmter bemg
used Pnnter 1 IS the pnmary pnnter Press <ESC> and save the configuratIOn before you eXIt
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3 0 COMMANDS AND FUNCTIONS

3 1 Startmg INVEC-2

33

Make sure that the program has been mstalled m a sub-dIrectory called INVEC-2 (see SectIOn 2 1
for InstallatIOn Procedures) At the DOS prompt type CD\INVEC2 and press <ENTER> Then at
the C \INVEC2> prompt, type INVEC2 and press <ENTER> The INVEC-2 Mam Menu Will
appear To contmue, press any key Ifthe system IS configured to use passwords (see Chapter 12),
enter your user name and password, and press <ENTER> Ifthe password IS mcorrect, the program
WIll prompt you to retry After three mcorrect attempts to logm, INVEC-2 Will eXit and return to
the C \INVEC2> prompt If you want to contmue, you Will have to start the procedure over agam
by typmg INVEC2 and entenng the correct password If the password IS correct, the message
<Stand by Opemng FlIes> Will be dIsplayed on the screen, followed by the Mam Menu

HINT To speed the process, create a batch file called I BAT m the root dIrectory whIch contams
the follOWIng

CD\INVEC2
INVEC2
CD\

The fIrst time you run INVEC-2, messages w111 appear on screen, promptmg you to generate some
necessary mdex files When tills appears answer "Yes" at the prompt

Monochrome DIsplay

If you Wish to run INVEC-2 m monochrome mode type <INVEC-2 M> The program w111 be
executed exactly the same, however mstead ofhavmg a color dIsplay, all screens Will be m black and
whIte only

Updatmg and Indexmg on Start-up

Ifyou Wish to remdex all fIles pnor to startmg INVEC-2, type <INVEC-2 U> at the DOS prompt
ThIs optlOn causes the system to update the file structure and remdex all system files The PASS
program Will be executed after all files have been updated and mdexed Tills optlOn should be used
whenever the system has been abruptly halted, as m the case of a power outage

NOTE INVEC-2 MUST BE STARTED FROM THE DIRECTORY WHERE ALL THE
FILES ARE LOCATED IF NOT, YOU WILL BE PROMPTED TO GENERATE THE
NECESSARY INDEX FILES AGAIN TO AVOID TillS PROBLEM, DO NOT INCLUDE
THE INVEC2 DIRECTORY IN YOUR PATH STATEMENT
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3 2 The INVEC-2 Wmdow System

INVEC-2 IS operated by successIvely actIvatIng wmdows for VarIOUS steps m each INVEC-2
procedure The wmdow system IS easy to use and mstructIOns about each WIndow are clearly
mdlcated on the screen However, the system Will be eaSIer to use If you acquamt yourself With
some basIc commands and the vanous types of INVEC-2 Windows The Mam Menu, Form
Wmdows, OptIOn Wmdows, and Browse WIndows

The MamMenu

The MaIn Menu dIsplays the mam optIOns m INVEC-2 ThIS menu IS the pnncipallmk between the
dIfferent INVEC-2 optIOns and procedures There are several ways to access the optIOns on the
MamMenu

1 Type the first letter of the optIOn you want to use,
2 Use the arrow keys to lughhght the deSIred optIOn, and press <ENTER>, and
3 If avaIlable, use a mouse to chck on the deSIred optIOn

FormWmdow

A form Window IS a screen verSIOn of a form contmmng the InfOrmatIOn that you need In order to
manage your Inventory, such as data on Items m stock, health faCIhtIes, supphers, reqUIsItions, and
purchase orders You WIll use these form Windows to enter, modIfy, and VIew InfOrmatIOn m
INVEC-2

Tagged PRODUCT INFORMATION Categol"Y • DRUG

Code Genel"1C/Accepted Na~e Snpple~ental"Y Na~e

011111113 • Acetylsal~cyl~c Ac~d • asp~l"~n

Stl"ength 01" Dosage Ronte of
Me~o S~ze Fol"~ Ad~~nst Issne Un1t <S~ze)

• Me~o • 60111~g • TAB • PO • TAB .
Ava~lable 13.493 111 Avel"age Stock Level Cnl"l"ent 122 6
On Reqnest 111 "I Sales/11th 166 (Months) Potent 122 6
Pl"eset MIN • "I Qnant~ty Exp~l"y(eaI"11est) 61/64/99
INUEC2 MIN 318 to Ol"del" 111 AdJ FactoI' • "I 6111
Pl"eset MAll . "I Un1t Pel"10d FOl"ecast. Ac 6
INUEC2 MAll 742 Pl"1Ce . "I 6431 (Months) Pl"ocnl"~nt • Ac 4

Al"1"1Ved • fl"O~ • at • o 0666 Lead T1~e . "I days
Last PO • to • on • / / Qty on Ol"del" • "I

Altel"nat1ve • Info Fac POl"ecasts • Info = "I
Snpp Info • Info Upd H1stOl"Y • Info
Catalog • Info Consn~pt10n • Info Stock • Info

Entel" un1que code nu~bel" fOI" the Inventol"y Ite~

Figure 3 1 Sample Form Wmdow
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The data presented m these fonn wmdows can be dIvIded mto two types data that can be added or
modIfied by you, and data that IS generated by INVEC-2 For some of the data fields, mfonnatIOn
IS entered first by you, but becomes unchangeable after INVEC-2 has processed It Other fonn
wmdows contam only INVEC-2 generated data, whIle stIll others contam only data entered by you
Many form wmdows provIde access to other wmdows and screens, mcludmg secondary form
wmdows

OptIon WIndow

An optIon wmdow lInks one wmdow WIth another or one actIvIty WIth another by gIvmg you a
chOIce ofall possIble optIOns For example, when you are entenng data m the Catalog Infonnatlon
form WIndow for a stock Item, an optIon wmdow WIll gIve you the chOIce to accept, retry, or cancel
changes made to the fonn before allowmg you to access another sub-WIndow ThIs type of optIOn
wmdow IS standard throughout INVEC-2, and WIll be dIsplayed whenever such a chOIce needs to
be made

Action"
Accept
He-Try
Cancel

FIgure 3 2 Sample OptIon Wmdow

Another type ofoptIOn WIndow IS found on both the Issues and Purchase Order fonn WIndow ThIs
optIOn WIndow (accessed by selectmg OptIOns) dIsplays all actIOns to be taken dunng the specIfic
process As you complete each step, you should select the optIon that IS needed to contmue the
process

Browse WIndow

There are three types ofbrowse wmdows dIsplayed m INVEC-2 The first type ofbrowse WIndow
provIdes unmedlate access to your master files from several places m INVEC-2 At dIfferent stages
dunng an INVEC-2 procedure, you WIll need to call up mfonnatlon from your master lIsts ofItems
m Stock, SupplIers, FacIlItIes, or ValIdatIon files You may eIther type In the code or use a browse
WIndow To access a record WIth the browse wmdow, select the data field and press <ENTER> (the
field must be empty m order to access the browse wmdow) Once you have located the deSIred data,
illghhght and select It WIth your keyboard or mouse By domg thIS, you mstruct INVEC-2 to enter
the data from tills WIndow mto the blank data field
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stOCK DErAILS

I- Code Descript10n Add Info

1I11lB1 ACE Inhibitor Long Acting TAB (PO) t Issue Un1t/S1Ze
1I111B2 AcetazollllOide 2SIIIOg TAB (PO) TAB
11111113 Acetylsillicyhc Acid (aspil'>.n) 6f!1111Og TAB Unit Pl'1ce

100 11111114 Acetylsillicyhc Acid (aspil'>.n) ?S"g TAB II 11431
II1I1I1S

:~~~~~~y~~c ":~~d~~~~~f!I~; ~g*111l1li6 Qty AIIllilahle
* 11111117 AlloPUl'1nol 1l1l11'1g TAB (PO) 13 493 f!I

11111119 AI01tr1ptyline 2S"g TAB (PO) P1I'st Exp Date
11111111 A....x1cllhn 2SIII'Ig TAB (PO) 1111'114/99
1111111 A....xicllhn SlIlII'Ig TAB (PO) Qty on Order
1111113 Ascorh1e Acid <U1t....1n C) 11111"g TAB (PO) II
1111114 Atenolol 1111110g TAB (PO)
1111116 Bendl'ofluaz1de (BEZIDE/IlPIlIIlOll) 2 SlOg TA UEH-Code U
1I1f!117 Benzhexol Hel <TRIHEXVPHEHIDYL) S"g TAB SeclLI'1ty H
1111118 Benzhexol Hel 2 "G TAB <PO) I Lallel of Use

Status
(P2)Tllg/Untag <Ins>Add <DeDDelete <Enter)Seleet Switch Key

Figure 31 Sample ofFirst Type ofBrowse Wmdow
(Appears when accessmg the masterfile)

The second type of browse wmdow provides a ltnk to another Window (usually a form Window)
based on optIons selected from the browse wmdow These wmdows usually provide qUIck access
to certaIn mformatlOn, as well as detaIled mformatlOn by an attached form wmdow For example,
the Consumption Details field, located m the Product InformatIOn form wmdow, when accessed,
displays a browse Window ThIs Window proVides Information at a glance about the quantity ofthe
Item received and sold for a specific month Selectmg a particular month from tills browse wmdow
Will cause another form wmdow to be displayed provldmg detaIled mformatlOn about the
consumptIOn actIvity for the given month only when supervisor edit IS on Some of these browse
wmdows contatn additIOnal InformatIOn not readily seen when accessed These additional columns
may be accessed by usmg the left and nght arrows (+-, .... ) to "pan" back and forth through the
wmdow

11M
PURCHASES I SALES - MONTHLY SUMMARY

• t1 Month-Year Itel!l 0Uil01
I.-

U
1995- 5 t ACE InhJ.h1tor~ Long Act1ng TAB <PO) TAB
1995- 6

I1995- .,
1995- 9 Issue Un1ts Ualue
1995-10
1995-11 I Hece11.1ed 14~000 6~365
1995-12a1996- 1 Sold 1.820 827
1996-11

= 1997-11 J. Net Change 12~180 5~538
II
Supp Info • Info Upd Hl.stol"Y • Info
Catalog • Info ConsullIptl.on • Info Stoel< •

Search for Per10d <MM-YYYY) I

Figure 34 Sample of Second Type ofBrowse Wmdow
(Lmked to another wmdow)
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The thud type ofbrowse wmdow IS a specIal browse whIch dIsplays mformatlon normally found m
the lInked form wmdow As the hIghlIght bar moves through the Items on the left portIOn of the
screen, the mformatIOn on the nght changes to match the selected Item

PURCHASE ORDER (P 0 ) HEADER

POI Supp11er Tenderl Hallie
ALCON PHAR"ACEUTICALS LTD

1 ALC;" TEST t
12 ALC;" TEST Date Ordered 19/03/9'7
123 ALC/
1234 ANT/COL Date Act1uated 22/04/9'7
12345 BES/
123456 AN"/DIR elF/FOB C
13 (CNU)
2 ALC/ Nb of Itellls Requested 1
21 AN"/DIR
32 COL/ Nb of Rece1u Reports 1
33 BIO/COL
69 ANT/PHA
JUL CaR/ ECDS9596
LUC-9000 BRY;" ECDS9596 ~

<P10>Order <lns>lnsert <Del>Delete <Enter>Ed1t

Figure 35 Sample of ThIrd Type of Browse Wmdow

Use the followmg commands to fmd a record through a browse wmdow (for some browse wmdows,
there may be addItional optIons, these Will be mdlcated at the bottom of your screen)

<PgUp>
<PgDn>
<Home>
<End>

Moves the cursor up one screen m the file
Moves the cursor down one screen m the file
Moves the cursor to the top of the lIst
Moves the cursor to the end of the lIst

Sortmg Each database file that you access through a browse Window WIll be sorted by
one of the key fields Usually, files are sorted by the name ofthe Item to make It eaSIer to
locate records A few are sorted by code where thIS IS appropnate In most browse
wmdows, INVEC-2 gIves you the optIOn ofre-sortmg the file by another key Ifthe lIst IS
sorted by name, you can usually re-sort the lIst by code In INVEC-2 <FlO> IS the sort
key ThIs key actIvates an optIOn wmdow allowmg you to choose your sort cntena

Searchmg for records INVEC-2 allows you to automatIcally search for a partIcular Item
whenever you enter a browse Window If avaIlable, INVEC-2 Will prompt at the bottom
ofyour screen for the search cntena If your lIst IS sorted by name, INVEC-2 can locate
any name you enter In the search field Ifyour lIst IS sorted by code, It wIll locate any code
In the database

If your lIst IS sorted by name, you can type the first letter or the first two letters of a name
and INVEC-2 wIll repOSItIOn the cursor at the first record m the lIst begmmng With
that/those letter(s) SImIlarly, If the lIst IS sorted by code, typmg the first or first two
numbers of the code Will repOSItIOn the cursor at the first code startmg With that/those
number(s)
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3 3 Standard INVEC-2 Commands and Functions

Moving Between
Windows

Editing Windows

Saving Windows

The escape key «ESC» wIll take you back to the prevIOUS wmdow
dIsplayed on your screen Ifyou are entenng or edItmg data and you
Wish to save and return to the preVIOUS Window, pressmg the <ESC>
key Will actIvate an optIOn wmdow promptmg you to accept, retry,
or cancel your changes

Withm a selected field, move the cursor usmg the left and nght arrow
keys The <Home> key Will place the cursor at the begmnmg of a
field willIe the <End> key places the cursor at the end of a field

Movement from field to field may be controlled eIther by the arrow
keys (up, down, left, or nght), or by usmg a mouse to chck on each
field

In form wmdows, fields are Identified by eIther an arrow or a bullet
pomt precedmg the field Ifyou are usmg a mouse, the fields wIll be
marked With the bullet pomts INVEC-2 WIll automatically detect If
you have a mouse dnver activated on your system and WIll dIsplay
your form Windows accordmgly

If you have entered the wrong mformatIOn mto a field, you can
correct It by returnmg to the field and deletlng the mformatIOn usmg
<Del> or <BKSP>, or <Ctrl><U> Then, you can type the correct
mformatIOn mto the field

After you have added or changed any data, INVEC-2 WIll
automatIcally activate the "ActIOn" optIOn Window If you Wish to
save your changes, select Accept INVEC-2 WIll save any changes
you made m that wmdow, and then complete your next key
command

For example, If you made changes to the Product InformatIOn form
Window, and pressed <ESC> to return to the mam Stock wmdow,
INVEC-2 Will activate the "ActIOn" optIOn box Ifyou choose Accept,
INVEC-2 WIll save your changes, and then return you to the Stock
browse Window
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)

II

Dates

To QUIt INVEC-2

Dates are entered m the format you establIsh when you setup INVEC­
2 For example, If the format used IS "DD/MM/YY," you must
always enter dates day, month, year You must also mclude a
leadmg zero when a month or day only has one character (for
example, the 1st of January 1994 should be entered 01/01/94 and
NOT 1/1/94)

To qUit, go to the Mam Menu and press <ESC> An optIOn wmdow
wIll appear aslang Ifyou want to eXit the program Select Yes or No
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3 4 BasIc Keyboard Commands

<ESC> Takes you back to the preVIOUS wmdow or step

<F2> Key The <F2> key IS used to mark Items to be mcluded m INVEC-2
reports ThIS key IS defined only m the three Master Flies' mam
browse wmdows Pressmg the <F2> key Wlll cause an "*" (astensk)
to be dIsplayed m the first column of the browse Wlndow

<F3> Key The <F3> key IS used as a "Hot Key" to gam Immediate access to the
Master Stock Fl1e whIle m any other screen ill INVEC-2

<F4> Key DIsplays a calculator that can be used m any Wlndow m INVEC-2

<F5> Key The <F5> key IS used as a "Hot Key" to gam lIDmedlate access to the
INVEC-2 alarm willch aSSIgns the current date and tIme, whl1e many
other screen m INVEC-2

<F9> Key Tills key IS used to gam access to DOS temporarl1y, willIe stIll
runmng INVEC-2 When pressed, INVEC-2 Wlll temporanly close,
glvmg you access to DOS To returrl to INVEC-2, type EXIT at the
DOS prompt The shell allows you to execute other DOS commands
or applIcatlons If enough memory IS aval1able

<F10> Keyl SWitch Is used to sort the dIsplay order WltIDn a browse or browse Wlndow

Key

<Ins> In a Browse WIndow Use thIS key to add new Items to the database
file For example, you may use the <Ins> key to add a new suppher,
willIe m the mam SupplIer browse wmdow Pressmg the <Ins> key
Wlll actlvate a blank form Wlndow WhICh Wlll be used to hold
mformatlon about the new Item

l
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<Del>

<Home>

<End>

<Ins>

<Del>

In a Browse Wmdow Use thIs key to remove any Items from the
database file For example, you may use the <Del> key to remove an
optIOn from the hst m a vahdatIOn file

In a Form Wmdow Moves to the first edItable field at the top of
the screen

In a Browse Wmdow Moves the selectIOn bar to the first Item m
the database file

WIthm a Selected FIeld Moves the cursor to the first character In
the field

In a Form Wmdow Moves to the last edItable field at the bottom
ofthe screen

In a Browse Wmdow Moves the selectIOn bar to the last Item m the
database file

WIthm a Selected FIeld Moves the cursor to the last character In
the field

In a Browse Wmdow Use thIs key to add new Items to the database
file For example, you may use the <Ins> key to add a new suppller,
whIle In the mam Suppher browse wmdow Pressmg the <Ins> key
Will actIvate a blank form wmdow whIch Will be used to hold
InfOrmatIon about the new Item

In a Browse Wmdow Use thIs key to remove any Items from the
database file For example, you may use the <Del> key to remove an
optIOn from the llst m a vahdatIOn file
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Arrow Keys

<Ctrl><Home>

<Ctrl><End>

<Ctrl><PgUp>

<Ctrl><PgDn>

<Ctrl><T>

<Ctrl><U>

INVEC-2 System Manual

Right (-+) Moves one space to the nght WithIn a selected data field
or moves to the next data field when No field IS selected In a
Browse Wmdow Use thIS key to "pan" nght m order to dIsplay any
addItIonal data m the Window

Left (+- ) Moves one space to the left WithIn a data field or moves to
the next data field when No field IS selected In a Browse WIndow
Use thIs key to "pan" left In order to reVIew any addItIonal data m the
Window

Up (i) Moves up to the precedmg data field

Down ( t) Moves down to the next data field

In a Form WIndow Use thIs key combmatlon to dIsplay data for
the first Item m the database file

In a Form WIndow Use thIS key combmatIOn to dIsplay data for
the last Item m the database file

In a Form WIndow Use thIs key combmatIOn to dIsplay data for
the prevIOus Item m the database file

In a Form WIndow Use thIS key combmatIOn to dIsplay data for
the next Item m the database file

Use thIs key combmatIOn to delete the word to the left of the cursor
whIle you are edItmg or addmg mformatIOn m a selected field on a
formwmdow

Use thIS key combmatIon to delete the contents of a field when the
cursor IS In thIS field
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3 5 BasIc Mouse Techniques

Mouse Buttons

Left = Enter

Right = Escape

ClIck = QUIckly press and release the
mouse button

43

Your mouse may also be used to scroll through all the mformatIOn m a browse wmdow You may
use the followmg technIques to scroll

- - - -

I Rates of Exchange I
Code Nallle Rate Changed I
DD$ Dal:"hados Dollal:" 1 3542 201'051'94 f
DFL Dutch Flol:"1n 1 6991 1M0/941EC$ EC Dallal 1 000l1J 21/05/94
FFR Fl:"ench Fl:"ancs o 5685 141'09/94
PST POUNDS STERLING 4 3925 051'041'95
USD US Dallal:" 2 7169 191'071'94
UST US$ fol:" Tendel:" 2 7000 011'011'95

J.

Figure 36 Sample Wmdow - Scroll Bar c::::::>

+-- Scroll Arrow
+-- Scroll Box
+-- Scroll Bar

To Scroll Do the followmg

One Lme up/down ClIck the up or down scroll arrow

Contmuously Pomt and hold down the left mouse button untIl the mformatIOn you
want comes mto VIew

One Screen ClIck the scroll bar above or below the scroll box on vertIcal scroll
bars

Pan LeftlRIght ClIck the scroll bar to the left or nght of the scroll box on honzontal
scroll bars
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3 6 R&R Report Writer Screen Display Commands

INVEC-2 uses R&R Report Wnter to create reports and can dIsplay them on the screen For pnnted
reports, all you have to do IS specIfy the pnnter you are usmg For screen dIsplays, however, there
are a few R&R Report Wnter commands that you can use to make vlewmg your report eaSIer These
commands are pnnted and explamed at the bottom of your screen, as you VIew the report

Ifyou select Display as your destmatIOn output, or are usmg the InteractIve Query mode, your report
wIll be dIsplayed on your screen Once the report has been generated, the first screen of the report
Will be dIsplayed on your screen Most reports and forms are Wider than the Width of your vIdeo
dIsplay (80 characters), so you Will only see a portIOn ofthe report The R&R screen commands Will
help you VIew the remamder of your report The followmg IS a descnptlon of each command

(L) Lme

(5) Screen

(P) Pan

(W)Wmdow

(C) Contmuous

(R) Restart

Typmg <L> Will move the report down one lme

Typmg <S> Will move the report down one screen

Typmg <P> allows you to move your screen to the left and nght
usmg your arrow keys (.... ,... ) Tlns enables you to VIew any portIOn
of the report not currently dIsplayed on the screen

Usmg tlns command, you can dIVIde your screen mto two wmdows,
allOWing you to see dIfferent parts of the page at the same time For
example, whIle vlewmg a WIde report where the first column IS a lIst
of Item names, you may want to keep the Items m a wmdow on the
left ofyour screen, as you pan over to the nght to VIew the rest of the
mformatIon Domg thIs WIll make It easIer to see whIch other
mformatIOn on the report corresponds With the partIcular Item

To splIt the screen mto two wmdows, type <W> There are three
addItional chOIces

(S) Spilt SplIts the screen mto two Windows When you choose
tlns option, you WIll use your arrow keys (T ,!,.... ,... ) to set the SIze
of the Windows
(C) Clear Restores a splIt screen to one Window
(P) Pan Allows you to move around eIther Window The <F6>
key lets you move from one wmdow to the next

Typmg <C> Will cause the report to scroll Without stoppmg You
may hIt the <ESC> key to pause scrollIng

Typmg <R> Will restart the report from the begmmng



(Q) QUit Typmg <Q> wIll eXIt the report and take you back to your preVIOUS
INVEC-2 screen
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4.0 STOCK MASTER FILE
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The Stock Master Fl1e IS the pnmary database file that contaInS all descnpnve mformatlon on drugs,
medIcal supplIes, and other Items whIch WIll be managed by the MS The database IS maIntamed
by addmg new Items, deletmg obsolete products, and updatmg current InformatIOn ThIs mformatIOn
Includes the genenc name or descnptIOn of the Item/product, other common or brand names,
strength and dosage form or SIze, and the Issue urnt and SIze

ThIs master file provIdes access to InfOrmatIOn about the vanous types of Items whIch are m stock
and on order In addItIOn, you can VIew the consumptIOn hIstory ofeach Item In stock and qUIckly
access the suggested mInImum and maxImum stock levels, average cost, and current suggested
reorder quantlnes In the tutonal sectIOn of thIs manual, we WIll take you through the process of
creatmg and bUIldIng a new master Inventory file by addmg descnpnve InfOrmatIOn about each Item
m INVEC-2 ThIs process must be followed every nme a new Item IS added to your mventory
whether they are purchased, donated, or "mystenously" appear on your shelf

After a record WIth descnpnve InfOrmatIOn has been added to the master file, stock data should be
entered for the new Item If the Item has been purchased and the purchase mformatIOn IS aval1able,
thIS InformatIOn should be entered usmg the Purchase Order optIOn under TransactIOns (dIscussed
In Chapter 9) In other SItuatIOns, however, mformatIOn about the purchase order may not be
aVaIlable, and stock mformatIOn should be entered usmg the StockDetaIls optIOn (for example, when
you first mstall INVEC-2 or If a purchase order has been mIsplaced) In the case of donatIOns and
gIftS, you should enter stock InfOrmatIOn through the Stock optIOn or the Purchase Order optIOn
Chapter 9 descnbes the process of entenng stock InfOrmatIOn USIng the Purchase Order optIOn

On a dally basIs the Stock Master Fl1e IS used most often to obtaIn InfOrmatIon about the Items m
your mventory In thIs sectIOn, we WIll pnmanly descnbe the Informanon contaIned m the Stock
Master FIle, as well as the procedures for edItIng the file You WIll need to edIt the master file Ifan
error has been made when entenng descnpnve InfOrmatIOn about a product Product on hand may
need to be adjusted when errors are dIscovered dunng normal operatIOn, after phySIcal Inventory,
or If stock IS damaged or expIred FIgure 4 lIS a reproductIOn of the Stock database maIn screen
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STOCK DETAILS

* Code Descr1pt10n Add Info

liJ1liJliJ1 ACE Inhib1tor~ Long Act1ng TAB (PO) t Issue Un1t/S1ze
liJ11!1liJ2 Acetazolam1de 25liJmg TAB (PO) TAB
1!111!11!13 Acetylsal1cyl1c AC1d (asp1r1n) 6liJl!lmg TAB Un1t Pr1ce
liJ11!11!14 Acetylsal1cyl1c AC1d (asp1r1n) ?5mg TAB liJ liJ431

* liJ1liJI!I5 Acetylsal1cyl1c AC1d (asp1i'1n) 31!11!1mg TAB
* 0UI06 Albendazole or Mebendazole 21!1liJmg TAB <PO Qty Aua1lable
* liJ1liJl!I? Allop~1hol 1liJliJmg TAB <PO) 13~493 0

01liJI!I9 Am1tr1ptyl1ne 25mg TAB (PO) F1rSt Exp Date
01011!1 Amox1C1111n 250mg TAB (PO> 01104/99
01011 Amox1C1111n Sl!Il!Img TAB (PO) Qty on Order
01013 Ascorb1c AC1d (U1tam1n C) 1l!1l!1ng TAB (PO> 0
1!111!114 Atenolol 100mg TAB (PO>
1!111!116 Bendrofluaz1de (BEZIDE/APRINOK) 2 Smg TA UEN-Code U
011!11? Benzhexol Hel (TRIHEKYPHENIDYL> Smg TAB Secur1ty N
01818 Benzhexol Hel 2 MG TAB (PO) l Leuel of Use

Status
<P2>Tag/Untag <Ins>Add <Del>Delete <Enter>Select SW1teh Key

Figure 4 1 Stock DetaIls Screen

To access the above screen, select the Stock optIOn from the FlIes menu TIns WIndow IS called the
STOCK DETAILS screen Tills detaIl screen IS a browse WIndow contaInIng four columns The
fIrst column IS used to IndIcate whether the Item IS to be Included m a speCIfIc report that matches
cntena generated by the Reports menu Ifthe Item IS "tagged" It WIll be mcluded when those speCIal
reports are generated that request certam tagged Items A "tagged" Item IS IndIcated by an " *" The
second column contaIns the Item code Tills code IS assIgned by the MS and IS urnque to each Item
In the MS The t1nrd column IS the Descnpnon column willch contams a one lIne descnptlon of the
Item referenced by the code Tills mformatIOn IS usually the same as the genenc/accepted name of
the Item The fInal column contams Addlnonal InformatIOn about the Item It states mformatIOn
such as the Issue urnt or SIze, urnt pnce, quantIty avaIlable, fIrst eXpIratIOn date, and quantIty on
hand

There IS also mformatlon mdlcatmg the VItal, EssentIal, Non-essennal Code (VEN), whether tills
IS a Secunty MedIcatIOn, the Level of Use, and the Current Status From t1ns screen you may add
new Items to the stock database, remove Items currently m the database, sort the Items, and of
course, tag or un-tag the Items to be Included m a report Tills screen can be used as a qUIck check
for current mventory
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4 1 Summary of Commands

TaggIng an Item

51

The <F2> key IS used to toggle between the TaglUntag optlOn Please note, when usmg the <F2>
key, the posltlOn pomter Will move to the next Item m the database Tlus feature IS used when a
customIzed report IS needed, and only the specIfic Items are to be mcluded m the report Use thIs
feature as a cntena m the mteractIve Query mode of the report generator

AddIng an Item

As dIscussed m the Chapter 3, use the <Ins> key If you Wish to add a new Item to the database
Before addmg a new Item, you should check the Stock file records to determme whether the Item
reqUIres a new mventory record or If It IS sImply a new package SIze of an eXIstmg Item The
decldmg factor IS the descnptlOn ofthe product mcludmg the strength, Issue urnt, and SIze

For example, If you have been stockmg ampicillm 250mg capsules m bottles of 1000, and you
receIve a shIpment of the same drug 10 bottles of 500, It IS not a new stock Item because the Issue
urnt (TAB) and the Issue urnt SIze (1 TAB) are the same When you process the receIv10g report,
you should add the Item through the procedures descnbed 10 Chapter 9, Purchase Orders, specIfymg
the warehouse pack SIze of500 ThIs allows INVEC-2 to mclude all ampicillm 250mg capsules 10

one master file whIle showmg the dIfferent warehouse packs through the Stock detal1 wmdow whIch
IS appended to the master file If you are usmg bottles of 1000 TABs, then your Issue umt would
be 1 Bott

If, on the other hand, you have been stockmg a lIqUId product 10 1 lIter bottles and you now receIve
bottles of 150ml, you Will need to start a new stock record for thIs Item smce the Issue umts and SIzes
are not the same (l LITER versus BOTTLE WIth a SIze of 150ml) Smce the Issue urnt IS lIsted as
1 hter, you cannot add bottles of 150ml to the same record and expect to get accurate average costs
INVEC-2 determmes average "urnt" costs based on the Issue urnt The Issue urnt concept IS
explamed 10 more detaIl 10 SectIOn 4 2

DeletIng an Item

The <Del> key may be used to delete an Item from the mam Stock DetaIls screen The Item can only
be removed from the mam screen after addItIOnal stock mformatIOn IS deleted from the Catalog,
Tender module under TransactIOns (dIscussed later), and the Items have been phySIcally removed
from the storage location Once that addItIonal stock mformatIOn has been removed, the Item can
be removed from the malO Stock Details screen An optIOn Window Will appear, askmg you to
confirm the removal of the Item Once you select Yes to confirm the process, the data cannot be
recovered It IS Important that you are absolutely sure that you are removmg the desned Item from
stock
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SwItch Key
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The sWItch key functIOns lIke the <FlO> key It IS used to change the order In whIch Items are
dIsplayed on the maIn screen When you first access the Stock database, the Items are sorted by the
code Ifyou WIsh to VIew the Items m order by theIr descnptlOn, press <FlO> or the phrase SWItch
key, and an optIOn WIndow WIll appear Choose the deSIred optIOn and press <ENTER> INVEC-2
WIll sort your stock Items based on theIr genenc/accepted names

Search Mode

If you WIsh to search for an Item, enter the InformatIOn m the Search field located below the mam
screen Please note the search IS conducted based on the order you have selected In other words,
If your VIew order IS by code, you must enter an Item code on whIch to search

To VIew any InformatIOn about a current Item m the Stock database file, sImply select the Item The
next screen that WIll be dIsplayed IS the Product InformatIOn screen

Movmg Between Records

You can move between records whIle wIthIn any form WIndow by preSSIng <Ctrl><PgDn> or
<Ctrl><PgUp>
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4.2 Product Information Screen

Tagged PRODUCT IHFORMATIOH Categol"Y • DRUG

Code Gene1"1c/Accepted Ha~ Supplenental"y Hane
01003 • Acetylsal1cyl1c AC1d • asp1l"1n

Stl"ength 01" Dosage Route of
Melllo Sue FOl"lII Adlll1nst Issue Un1t (S1Ze)

• Melllo • 600111g • TAB • PO • TAB .
Aua11able 13.493 0 Auel"age Stock Leuel Curl"ent 122 6
On Request 00 Sales,,"th 106 (Months) Potent 122 6
Preset MIH • 0 Quantity Exp1l"y(eal"I1est) 01/04/99
IHUEC2 MIH 318 to Ol"del" o AdJ Factol" • 8 80
Preset MAll • 0 Un1t Pe1"10d FOl"ecast • A- 6
IHUEC2 MAll 742 P1"1Ce . o 0431 (Months) Pl"Ocul"lllnt • A= 4

Ar1"1ued • fl"olll • at • o 01!11!11!1 Lead T1111e • o days
Last PO • to • on • / / Qty on Ol"del" • 0

Altel"nat1ue • Info Fac Forecasts • Info . 0
Supp Info • Info Upd Hutol"Y • Info
Catalog • Info Consunpt10n • Info Stock • Info

Entel" un1que code nunbel" fol" the Inuentory Itelll

Figure 4 2 Product InformatIOn Screen
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The followmg IS a dISCUSSIOn that presents all the data fields to be entered m the Product InformatIOn
Screen, as well as other sub-wmdows

Category

Code

Generlcl
Accepted Name

The category field IS used to categonze what type ofItem thIs Item IS
ThIs IS a browse WIndow that contams eIther drug, medIcal supply, or
other as an optIOn to choose for the type of Item HigWIght the
category type for thIs Item and press <ENTER>

The code field IS used to IdentIfy the stock code number for the
genenc Item ThIs number should be umque and specIfic to the MS
Once the code has been assIgned, It cannot be changed or deleted as
long as the Item IS m stock Code numbers should not be reused even
Ifthe former Items have been deleted INVEC-2 checks for duplIcate
codes

TIns field contams the descnptl0n ofthe Item The "accepted name"
IS normally the InternatIOnal Non-Propnetary Name for a drug
descnptIOn
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Supplementary
Name

Memo

Strength or Size

Dosage Form

Route of Admmst

INVEC-2 System Manual

Tlus field IS used to enter addItIOnal mformatIOn about the pnmary
name of the product or Item Tlus field IS used for synonyms for the
drug Tlus name may be the Umted States Accepted Name (USAN)
(for example, acetammophen for paracetamol or Vltamm C for
ascorbic aCid), the BntIsh Accepted Name (BAN), or a common
brand name such as Benadryl The field may also be used for
additIOnal descnptIve mformatIOn about an Item Ifa medical supply
Item comes m both adult and pedIatnc Sizes, tlus field may contam
either l1 adultl1 or I1ped 11

The memo field contams an addItional sub-Window which, when
selected, allows you to enter addItIOnal mformatIOn ThIs field can
be used to enter paragraphs of Information about the current Item

ThIs field IS used to enter the strength or SIze of thIs product For
drugs, tlus field IS used to enter the strength of the active mgredlent
m each dosage form, expressed m grams (G), mIllIgrams (MG) or
mIcrograms (MCG) For example, a tablet or capsule mIght contam
300mg ofactive mgredlent LIqUId drugs are usually lIsted With the
number of mIllIgrams per mIllIlIter For gloves, the size would
appear here

In the case of an Item for whIch there IS no easily dlstmgUIshable
strength, you can use the pharmacopeia standard WIth whIch the
product complIes (BP, USP)

The dosage field contams the type or form that thIs Item or product
Will take A browse Window lmked to the valIdatIOn file
PharmaceutIcal Forms (dIscussed m Chapter 7) can be used to enter
the proper code for the dosage form For example, If the Item IS
acetamInophen and comes m tablet form, the dosage form would be
TAB

Enter the route of admlmstratIOn for the Item ThIs field, although
pnmanly used for drugs, should stIll be completed for all Items Tlus
field IS lInked to the ValIdatIOn file Route of AdmImstratIOn (see
Chapter 7)
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Issue Umt The Issue urnt IS the pnmary mventory countmg urnt m INVEC-2
The standard Issue urnts used by INVEC-2 may dIffer In some cases
from the urnts now used on your bIn card It IS Important that these
standard umts be used so that dIfferent genenc products can be
related together In INVEC-2 Enter the appropnate Issue urnt from
the browse WIndow

Size The Issue urnt SIze IS used to compare dIfferent packages ofthe same
Item For lIqUIds where the Issue umt IS BOTTLE and for lIqUId
InJectIOns, the Issue urnt SIze IS expressed In mIllIlIters (for example,
a 2m! ampoule) For large volume lIqUIds (l lIter and over), the SIze
IS 1 (one) lIter For powders, creams, oIntments, etc, the SIze IS
expressed In grams or kIlograms In the case ofInjectIons In the form
ofpowder for reconstItutIOn, the Issue umt SIze IS 1 (one) ofthe Issue
urnt (ampoule or VIal) For tablets and capsules, the SIze IS 1 tablet
For all other Items, the Issue urnt SIze IS one of the Issue umt

Remember that tills field IS not used for the warehouse pack SIze,
such as 1000 tablets unless you are not USIng the umt system

Available

On Request

Preset MIN

INVEC-2 Mm

Preset MAX

INVEC-2 Max

ThIS IS an INVEC-2 calculated field Once you fill In the data about
the stock on hand and the amount commItted (If any), INVEC-2 WIll
automatIcally calculate the amount avaIlable and dIsplay the
InfOrmatIOn ThIS figure IS expressed In Issue umts

Tills field shows how many of an Item are on request, but not yet
allocated, on tills and other Issues

INVEC-2 allows you to set your own mInImum stock level These
figures must be entered In Issue urnts

Tills IS a calculated field generated by INVEC-2 based on
consumptIon InfOrmatIOn and stock level and IS expressed In Issue
urnts See AppendIx C for detaIls on how INVEC-2 calculates thIs
field

INVEC-2 allows you to set your own maxImum stock level

Tills IS a calculated field generated by INVEC-2 See AppendIX C for
detaIls on how INVEC-2 calculates thIs field
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Average Sale/Mth

Qty to Order

Umt Price

Stock Level
Current!
Potent

Expiry

AdJ Factor

Period
Forecast
Procurement

Arrived

From/At

Lead Time

Last PO
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Tlus IS a calculated field INVEC-2 calculates thIS field based on
consumptlOn mfonnatlOn, expressed m Issue umts See AppendIx C
for detaIls on how INVEC-2 calculates thIs field

Tlus IS a calculated field generated by INVEC-2 based on
consumptlOn mfonnatlOn and stock level See AppendIx C for detaIls
on how INVEC-2 calculates tlus field

Umt cost IS a calculated field based on the costmg method chosen m
system setup (LIFO or AVG) Tlus figure usually reflects the sales
pnce of the Item excludmg any markup It IS automatIcally updated
after new slupments of the Item has been receIved Tlus field may
only be edIted by the SupervIsor

These are calculated fields generated by INVEC-2 and are expressed
ill days See AppendIx C for detaIls on how INVEC-2 calculates thIs
field

DIsplays the earhest expIratlOn date logged for tlus Item

Tlus optIon allows an adjustment factor by Item Tlus works the
same way as the global adjustment factor, and the two factors have a
cumulatIve effect on the stock reorder and maxImum stock levels for
that Item

These fields are completed based on options defined m the system setup
The forecast penod corresponds to the number ofmonths to be conSIdered
when calculatmg the average monthly consumptIOn The procurement
penod corresponds to the number of months between two orders for the
Item Please note thIS figure IS expressed m months

The PO number of the last supply receIved ThiS field may only be edited
If the PO module IS not used

These fields dIsplay the code of the last supplIer and the last cost of the
Item

ThIS field dIsplays the lead tIme expressed m days, for the last order
receIved for the selected Item ThIS field may only be edIted If the PO
module IS not used See AppendIX C for an explanatIOn

ThiS field displays the PO number of the last order sent It may only be
edIted If the PO module IS not used
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TolOn These fields display the suppher ofthe last order sent and the date the order
was shipped

Qty on Order This field displays the number of Issue umts that are currently on order
This field IS mamtamed by the PO module and can only be edited If the PO
module IS not used

Alternative This field provides access to another browse wmdow used to define
alternative Items that may be used m place ofthe current Item See SectIOn
4 3 for detaIls

Supp Info This field activates a supplementary product mformatIon page See Section
4 4 for detaIls

Catalog This field activates a browse wmdow which can be used to select
mformatlon about the products avatlable from variOUS supphers See
Section 4 5 for detatls

Fac Forecasts This wmdow displays forecastmg mformatlOnabout facIlIties supported by
this MS See Section 4 6 for detaIls

Upd History This field displays mformatlon regardmg changes made to this record
INVEC-2 keeps track ofany changes that are made to the master Stock file
and mdlcates the last date and the person that made changes to the record

Consumptaon This wmdow displays the monthly sales receipts and balance for this
particular stock Item See SectIOn 4 7 for detaIls

Stock This Stock wmdow contams detaIled mformatlOn for the current selected
Item by eXpiratIOn date and lot number See Section 48 for details
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4 3 Alternative

The AlternatIve wmdow, when accessed, dIsplays a browse wmdow contammg a lIst of therapeutic
alternatIves whIch should be consIdered when the requested Item IS out of stock

Withm thIs browse wmdow, you may add or VIew alternatIve Items Selectmg an Item from thIS browse
wmdow WIll cause the followmg mformatIOn to be dIsplayed

- -- . ~

ALTERNATIUE FOR ITEM CODE = 01003

Code r
-""-"~-

Hallie PPJ.ce/Issue UnIt
o 00001

STOCK STATUS
Avulable o 0 Stock Level o 0 UEN
On Order 0 Stock Level<Pot ) o 0 Status
SecuPJ.ty Itelll N Eal'hest Exp Date 1 1

Figure 4 3 AlternatIves

Code

Name

Price/Issue Unat

The stock code number for the alternatIve Item

ThIS field dIsplays the generIc/accepted name, the strength/sIze ofthe Item,
and the dosage form ThIS field cannot be edIted

The cost ofthe alternatIve Item per Issue umt

The addItIOnal mformatIOn displayed mcludes the quantity avaIlable and on order, the stock level and
potentIal stock level, and the VEN and securIty status of the alternative Item It also mcludes the earlIest
eXpiratIOn date and the Issue umt cost ofthe Item
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44 Supplemental Information

L1nk Code Stock WHO Code •

= Add1t1onal Informat1on Memo • Memo

Leuel Code • Therap Class • o 00 Nat10nal Form •
UEN Class • U ATC Class • Reg10nal Form •
ABC Class • Def Duly Dose. o 00 • Duty Rate • 0

SecuP1ty • N Auulable from • Storage Temp •

Controlled • N To he Or'd from. Storage Cond •
Schedule • FOREH Req • Status •
Ignore Stock Outs when calculat1ng Auerage Consumpt10n • H

FIgure 4 4 Supplemental InformatIon
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The Supplemental InformatIOn page provIdes addItIonal mformatIOn about the currently selected stock Item
Many of the fields on thIS page are optIOnal and an entry may not be reqUIred, however, usmg these fields
wIll enable you to further classIfy Items m stock m order to generate specIfic reports

,

Lmk Code

WHO Code

Memo

Level Code

VEN Class

ABC Class

ThIS field does not need to be completed unless INVEC-2 IS to be linked
dIrectly to another database system

The WHO (World Health OrganIzatIon) code number may be entered here
If deSIred See AppendIx E for a lIstmg of the codes

ThIS memo field allows you to add any addItIOnal mformatlon about the
Item InformatIOn here may pertam to claSSIficatIons or specIal storage
mstructlOns

ThIs code deSIgnates the faCIlity level at whIch the Item can be used ThIs
field dIsplays a browse wmdow contammg a list of codes aSSIgned m the
Level of Use valIdatIOn file

ThIS field IS used by INVEC-2 to sort Items mto Vltal, Essentzal, and Non­
essentzal categorIes for reportmg purposes When accessed, an optIOn
wmdow IS dIsplayed IIstmg the three category chOIces

Ifyour country does not claSSIfy Items as V/E/N, leave the field blank

When you run an ABC analySIS usmg the Report optIon, the ABC Class
WIll automatIcally be aSSIgned
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Therap Class

ATC Class

Def Dally Dose

National I
Regional Form

Duty Rate

Security

Controlled

Schedule

Avail Order
From

To be Or'd
From

FOREX Req
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If your country classIfies drugs and medIcal supphes accordmg to theIr
therapeutIc use, enter the specIfic class type for thIS Item When accessed,
thIS field becomes a browse wmdow showmg the avaIlable class types from
the vahdatton file TherapeutIc Class

The ATC Class code may be entered here IfdesIred The ATC (AnatomIcal
Therapeutic ChemIcal) ClassIfication IS an mternatlonal code mamtamed
by the World Health OrganIzatIon (WHO)

Enter the defined daIly dosage amount expressed usmg the Issue umt SIze
The defined dally dose IS estabhshed by WHO and the NordIc CouncIl on
Medlcme

These fields tell INVEC-2 whether the Item IS hsted on a formulary and
specIfies the formulary code You may enter mformatton about a natIonal
and a regIOnal formulary ThIS mformatlon IS optIOnal and may be used to
sort mventory Items when you generate reports

The duty rate IS the percent of duty used for each Imported product ThIs
mformatlon IS necessary for pnce companson as part ofthe tender process

ThIS field IS used to mdlcate whether controlled collectIon procedures
should be followed for thIS Item Enter Y or N to mdlcate the status

IfthIS drug IS subject to regulatIon under local narcotIcs and controlled drug
laws or the InternatIOnal NarcotIcs Control Board (INCB), enter Y
OtherwIse, N WIll be automatIcally entered by INVEC-2

If the Item IS controlled, It WIll be hsted on one of the five standard
narcotIcs schedules mandated by the INCB Enter the number of the
appropnate schedule for thIS Item

ThIs field should contam a code mdlcatmg from where the Item can be
ordered The mformatton IS hnked to the FacIhty Avallablhty vahdatton
file and IS avaIlable through a browse wmdow

ThIS field mdlcates from where a branch store should reorder the Item The
mformatlon IS obtamed from a browse wmdow hnked to the Item
AvaIlablhty vahdatlon file

ThIS field mdlcates whether you need to use a foreIgn exchange bureau to
get hard currency to purchase the Item from a suppher When accessed, an
optIOn box IS dIsplayed hstmg three chOIces None, FOREX, OGIL
Choose the appropnate optIon for thIS Item

,
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Storage
Temp

Storage Cond

Status
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The storage temperature reqUired for the Item Ifthe manufacturer does not
specIfy a temperature, you may assume room temperature IS acceptable
Type m eIther the specIfied temperature range or Room for room
temperature

If there are any specIal storage condItIons (1 e fragIle or pOIsonous), enter
the condItIOn m thIS field

ThIS IS an optIon wmdow used to mdicate the stock status of the Item
Select the optIon whIch best applIes to the current status ofthe Item Stock
status examples are as follows

STOCK
N SI
INTERN
PROD
TEMP
DISC

Item Stocked Regularly
Non-Stock Item
Item Stocked only for Internal Use
Item Stocked only for ProductIOn
Item Stocked TemporarIly
Discontmued Item (Stock balance mIght eXIst)

Ignore Stock Outs
When Calculatmg
Average
Consumptton

ThIS field also allows the user to "Ignore Stock Outs when Calculatmg
Average ConsumptIOn" The default value for thIS IS "no" and It should
remam "no" unless Items are receIved and dIstrIbuted ImmedIately Under
normal CIrcumstances, stock out perIods should be used m calculatmg
average monthly consumptIon



62 INVEC-2 System Manual

45 Catalog

ThIS wmdow IS used to gIve detaIled mformatlOn about the varIOUS supplIers for thIS particular Item When
accessed, a browse wmdow IS displayed lIstmg catalog mformatlOn about the Item by the Item code, tender
code, and supplIer code To obtam more detaIled mformatlOn about the product supplIer, select an entry from
the browse wmdow The product catalog file may only be edIted by the SupervIsor

SUPPLIER PRODUCT PILE Cl 01003

Tender • Y Tender Code • ECDS9596 Date • 01/07/95 Ual1d1ty • 30/06/96

Supphe1' • PAMI Total Quant1ty Contracted • 0
PHARM MED SALES

Brandnallle 01'1g Country
Catalog Ref • ASA600T • ASPIRIN • USA
Ihn Order x Pack S:Lze l1anufacturer Regut1'ahon •
• 1 • 1000 TAB • MSS •

by Sea By 111l' Locally
Pack S1Ze Cost (UST) • o 00 • 15 96 • o 00

• I U Cost (USn o 0000 o 0160 o 0000

I U Cost (EC$) o 0000 o 0431 o 0000
Contract Lead T1IIIe • o Days • 15 Days • o Days

Figure 4 5 Catalog

Tender

Tender Code

DateNalldlty

Supplier

Total Quantity
Contracted

Catalog Ref

Brandname

Orlg Country

If the Item IS a tender Item, the value ofthis field should beY If there are
multIple supplIers for the Item, enter Y for the prImary product supplIer
only See Chapter 10 for a detaIled deSCrIptIOn ofthe Tender/RFB process

The supplIer's code for the Item

Date mdicates the date the tender was approved ValIdity mdicates the
eXpIratIon date of the tender These fields can only be edIted If thIS IS a
tender product

The code for the supplIer ThIS mformatlOn can be accessed from a browse
wmdow lmked to the SupplIer Master FIle If the field IS blank

If thIS IS a tender Item, enter the amount to be supplIed by the supplIer, as
stated on the tender contract

Indicates a reference number from the supplIer's catalog or Item IIstmg

The product brandname, If applIcable

The country m WhICh the Item IS manufactured
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Manufacturer The manufacturer of the Item

Registration # ThIS field IS for the Item's regIstratIOn number, IfapplIcable

Mm Order Pack Size The mmimum number ofwarehouse packs WhICh must be ordered ThIS IS
entered m the followmg format Mmimum Order X Pack SIze For
example, IfyOUT supplIer ShIpS chloramphemcol m packages of 12 100 ml
bottles and reqUIres a mmimum of 1 pack order, the mmImum order IS 1 x
12 bottles

InformatlOn about purchase prIce and terms are contamed m the followmgfields

Pack Size CostilU
Cost

Contract Lead Time

FIrst, defines the currency used by the supplIer for thIS Item When
selected, thIS field, located m between the parenthesIs ( ), becomes a
browse wmdow allowmg you to select the currency code After selectmg
the currency code, enter the cost m the specIfied currency for each mode of
delIvery (SealAir/Local) INVEC-2 wIll automatIcally calculate the cost for
each delIvery mode m your local currency and dIsplay the mformatIon m
the correspondmg fields

The number ofdays reqUIred for delIvery ofthe Item based on the contract
delIvery mode
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4 6 FacIlity Forecasts

FacIlIties forecast IS used to view and update forecastmg mformation for mdividual facIlities When
accessed, a browse wmdow IS displayed lIstmg all facIhtles for WhICh the MS has defined a forecast quantity
The mformatIOn IS categonzed by Item code, faCIlIty code, quantity authonzed, and quantity forecasted
Selectmg an Item from thiS browse wmdow Will cause the followmg mformatlon to be dIsplayed

Tagged PRODUCT IHFORnATIOH Category D

Code "aile
elE1eZ STOCK Forecast by FaCilities

I~m Code IFacllltylQuantlty AuthorlzedlQty Forecasted
SIze)

~IDO 00 0 0
r---

I I I Icurrent 999 9AVdll
Prese 99 9
InUEC QUAnTITY AUTHO~IZED AnD FORECAST 9/97
Prese A- 3
InUEC Item el90Z Chloramphenicol Z5MG/ML SUSP (PO) BOTT A= 1

-
Arnv FaCI ilty a3665 ROSEAU HEALTH DISTRICT days
Last e

a MaXIMum QuantIty AuthorIzed • 15e BOTT -
Alternat
Supp In Forecast lZ5 BOTT
Catalog

PrevIous Forecast . lZ5 BOTT -
Type Code for FaCIlIty

Figure 4 6 FaCIlIty Forecast DetaIl

Item

FaCIlity

Max Qty
Authorized

Forecast

Prey
Forecast

This field, generated m the prevIous browse wmdow, displays the Item code
and genenc/accepted name

ThIS field cannot be edited from thiS screen It SImply dIsplays the code and
name of the faCIlIty

MaxImum that could be Issued to a faclhty at one tIme, expressed m Issue
umts

The projected amount of sales of the Item (m Issue umts) for thIS faCIlIty
The forecast penod for each facIhty may be defined by the MS

The amount of sales ofthe Item for thiS faCIlIty for the preVIOUS year ThiS
quantity IS expressed m Issue umts
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4 7 Consumption
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ThIS WIndow IS used to gIve detaIled InformatIOn about the stock actIvIty for thIs partIcular Item When
accessed, a browse WIndow IS dIsplayed IIstmg stock mformatIon by the year and month For each perIod,
the quantIty receIved, value receIved, quantIty sold, and value sold are IndIcated [Remember to use <...>
(rIght arrow) In order to vIew addItIonal fields]

mi- ~ I 01 0.001 20

Tagged

AvaIl

Prese
IHUEC
Prese
IHUEC

PRODUCT IHFORMATIOH

Va Iue Reee Ived

Category D

Qty Sold

t 999 9
999 9

1/11/96

• A= 3
• A= 1

Arrlv B3 days
Last DlIIIIIIIII 111111111111 111111111111111111 IIIIIIIIIIIIIIIIII~ e
AlternatIve. Info
Supp Info • Info
Catalog • Info

Fae Forecasts Info
Upd HIstory Info
ConsumptIon • Info

BUdgets • Info

Stock • Info

Search for Year - Month 11IIIII

FIgure 4 7 ConsumptIOn DetaIls

I

SelectIng an Item from thIS browse wmdow wIll cause the follOWIng mformatlOn to be dIsplayed ThIs
mformatlOn IS dIsplayed In the SupervIsor EdIt Mode only

Item

Month-Year

Received/Sold

Net Change

The Item code and deSCrIptIOn are dIsplayed m thIS field

The year and month covered by the actIVIty perIod The dIsplay format IS
as follows 1994-3 mdicates the thIrd month of the year 1994

IndIcates the quantIty and the value of the Item for the speCIfied actIVItIes
These quantIties are expressed In Issue umts

DIsplays the current change of the stock level m Issue umts and the value
of the stock
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4 8 Stock Detail

This wmdow IS used to give detatled mformatlon about the stock Item When accessed, a browse wmdow
IS displayed hstmg stock mformatIon by the expiration date For each expiratIOn date the Lot Number,
Package Size, Quantity on Hold, QuantIty on Hand, and Location IS displayed Selectmg an Item from this
browse wmdow will cause the followmg mformatlon to be displayed

Tagg!:d PRODUCT InFORMATIon Cat!:gory D

Code r--- 81694 InVEnTORY STOCK DETAIL
81ee4

IMeIllO

- CHLORAI1PHEnICOL 1 G InJ UIAL
Explr--- Expiry a81/11/9& Lot • Budget •

MeIllO BID t
f--- PURCHASE InFORnATIOn -

Avail Pack SIze 190 UIAL Catalog Ref 9
Brandnalle BIOCHEI1IE 9

Prese Supplier • COLI PO num • 911 %
InVEC llanufacturer . Origin
Prese 3
InVEC Issue Unit Cost • 2 4371/UIAL 1

f--- -
Arrlv Quantity Received 8m Date ~ys

Last L,.DIII Quantity Damaged 8m Received 21/83/94 ~ 8

Alternative Quantity on Hold e e m
Supp Info Quantity on Hand 118 8 IU Location TT
Catalog

Expiry

Enter Expiry Date

Figure 4 8 Stock DetaIl

The expiratIon date of the Item

I

Lot

Budget

Pack Size

Catalog Ref

Brandname

Supplier

The lot number of the Item This number IS assigned by the manufacturer
and IS used to Identl'fy a speCific batch of Items

ThiS field displays a browse wmdow hnked to the Budget vahdatIon file

The suppher's warehouse package size Examples ofpackage SIzes mclude
1000 TAB, 100 CAP, 10 INJ

The suppher's speCIfic product code

The brand name of the Item

ThIS field contams the suppher's code This mformatlon can be accessed
from a pIck hst Imked to the Suppher Master File If the field IS blank
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Manufacturer

PONum

Orlgm

Received Umt Cost

Issue Umt Cost

Quantity Received

Quantity Damaged

Date Received

On Hold

On Hand

Avail for Dlstrlb

Location

Authorized

67

The manufacturer of the Item

The Purchase Order number used to order the current lot of the Item

The country where the Item was manufactured

ThIS IS an INVEC-2 calculated field that dIsplays the umt cost for the stock
received

The cost per Issue umt for thIS lot See AppendIX C for an explanatIOn on
how INVEC-2 calculates thIS number

ThIS field IS calculated from mformatlOn generated m the Purchase Order
module Expressed m Issue umts

ThIS field IS calculated from mformatlon generated m the Issues Module
Expressed m Issue umts

ThIS IS an INVEC-2 calculated field that displays the date the stock Items
were received

ThiS field IS calculated from mformatlOn generated m the Purchase Order
module, and IS expressed m Issue umts

ThIS field can only be changed whIle m SupervIsor Mode Enter the
number of Issue umts of thIS batch currently m stock Any changes to thiS
field made by the SupervIsor wIll cause the Stock Adjustment browse
wmdow to appear

The Stock Adjustment wmdow IS lInked to a valIdatIOn file dependent on
the value ofthe adjustment (pOSItive or negative) Choose the appropnate
code that best descnbes the reason for the adjustment

ThIS IS an INVEC-2 calculated field that displays the quantIty of the stock
Item that IS avaIlable for dlstnbution INVEC-2 takes mto account the stock
on hold and expired stock when calculatmg thiS field

The place m the warehouse where the Item IS stored When blank, thiS field
Will display a browse wmdow lmked to the valIdatIon file Storage
LocatIons INVEC-2 may use thiS field to sort the Inventory

ThIS field IS used to mdicate whether thiS lot can be dIstnbuted from the
selected location
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5.0 FACILITY MASTER FILE

69

The FaCIlIty Master FIle IS a database contammg a lIst of all facIlItIes that are currently served by
the MS INVEC-2 keeps track of all current mformatIOn pertammg to each mdividual faCIlIty In
the database, INVEC-2 tracks addresses, phone numbers, faCIlIty contact, the type of account, the
customer level, as well as the responsIble authonty for the faCIlIty Trus InformatIon IS used by the
MS to manage each faCIlIty by keepmg track of current stock levels at each faCIlIty, as well as
tracking payments receIved and srupments made to the faCIlIty

To access the FaCIlIty database, select Faczlltles from the INVEC-2 FIle Menu optIOn The pnmary
FaCIlIty detaIl screen lIsts all ofthe faCIlItIes based on your search order The first column mdicates
whether the Item has been selected to be mcluded m a report Ths field, called the tag field, would
contam an (*) Iftrus faCIlIty IS deSIgned to be mcluded m a report to be generated by INVEC-2 The
next field mdicates the Code Ths IS a umque code used to IdentIfy each mdividual faCIlIty It IS
Important that each faCIlIty has a unIque code so that INVEC-2 can properly IdentIfy stock levels and
other pertment InformatIOn about each faCIlIty The next field IS the Name field Ths field contams
the name of the faCIlIty associated With the user code The fourth and final column contams
AddItIonal InformatIOn about the faCIlIty the faCIlIty's address, phone number, fax number, and
contacts are dIsplayed, as well as the account type, customer level, the dIStnCt and provmce m wruch
the faCIlIty IS located, and the responSIble authonty governmg over trus faCIlIty Ths pnmary screen
can be used to proVIde qUIck detaIled InformatIOn about the current faCIlIty

FACILITIES DETAILS

* Code Name Address
HOSPITAL RD

UI01 U1EUX FORT PIIAlItIlCY t UIEUX FORT
1002 UICTORIA HOSPITAL PHARMACY
1003 SOUFRIERE PHARMACY
1004 CASTRIES NORTH HEALTH PHARMACY Phone FAX
1005 DENNEHY PHARMACY 454-6331
1006 LA CLERY PHARMACY Contacts
1001 MARCHAND PHARMACY !'Is Agnes St Pall1
1008 CASTRIES SOUTH HEALTH PHARMACY
1009 ENTREPOT PHARMACY
1010 CASTRIES PHARMACY !'Iarkup Account Type
2001 LA CROIX - MAINGOT HEALTH CENT
2002 MARCHAND HEALTH CENTER Customer Leuel
2003 DEleON HEALTH CENTER Prou1Rce 10
2004 MICOUD HEALTH CENTER Dl.strl.ct 1i11
201i15 DELLE UUE HEALTH CENTER Responu.ble Authorl.ty
2006 MONGOUGE HEALTH CENTER l

<F2>Tag/Untag <lns>Rdd <De DDe lete <Enter>Se lect SWl.tch Heys

Search for Code •

Figure 5 1 FaCIlIty Master FIle
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5 1 Summary of Commands

TaggIng a FacIlIty

The <F2> key IS used to toggle between the TaglUntag optIOn Please note, when usmg the <F2>
key, the posItIOn pomter w111 move to the next faclhty m the database

AddIng a FacIlIty

Use the <Ins> key Ifyou WIsh to add a new Item to the database Pressmg <Ins> mstantly takes you
to the FaClhty InformatIOn screen

DeletIng a FaCIlIty

The <Del> key may be used to delete an Item from the mam Faclhty screen An optIOn wmdow Will
appear askmg you to confirm the removal ofthe faclhty Once you select Yes to confirm the process,
the data cannot be recovered It IS lIDportant that you are absolutely sure that you are removmg the
correct faclhty from the database Please note when removmg faclhtles from this hst, you must first
remove all other pertment InformatIOn before actually removmg the faclhty from the hst INVEC-2
Will not allow you to remove a faclhty If there are other InformatIOn fields filled m about tlus
partIcular faclhty

SWitch Key

The SWitch key or <FlO> key IS used to change the order m wluch the Items are dIsplayed on the
mam screen When the Faclhty database IS first accessed, the Items are sorted by the Code Ifyou
Wish to VIew the Items m order by theu name, press <F I0> or the phrase SWitch key, and an optIOn
Window Will appear Choose the Name option and press <ENTER> INVEC-2 Will sort your
faClhtIes based on theIr name

Search Mode

Ifyou Wish to search for a faclhty, enter the informatIOn m the Search field located below the mam
screen Please note the search IS conducted based on the order you have selected In other words,
If your VIew order IS by Code, you must enter a faclhty code on wluch to search If you WIsh to
search for a faclhty based on ItS name, change the VIew order fust

MOVIng Between Records
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You can move between records wlnle WItlnn any form wmdow by pressmg <Ctrl><PgDn> or
<Ctrl><PgUp>

To gam detaIled mformatIon about each facIhty, sImply select the facIhty

52 Facility Screen

I Code. 1001 FACILITY INFORMATION Tagged I
Nallle • UIEUK FORT PHARMACY Phone • 454-6337 L1nk Code
Address • HOSPITAL RD Fax . .

• UIEUK FORT Contact<s>· • Ms Agnes St Paul
• •

Markup • = 0/ IDel Route· Acc Type • Holder·
Relllapk • Melllo P01nt •

GMS Branch • Prou1nce • 10
D1str1ct • 01

Custolller Leuel •
Author1ty •

Populat10n • o YeaI' • Beds • o Year •
Inpat1ents • o YeaI' • Surg Interu · o Year •
Outpat1ent • o Year • Dent Interu · o Year •

Budget/F1nanc1al • Info Stock C Info
Monthly H1story • Info

Figure 5 2 FaCIlIty InformatIon

The FaCIlIty screen dIsplays detaIled InformatIOn about each faCIlIty The follOWIng IS a descnption
of all fields m tlns screen

Code

Name

Address

Phone

The code number IS the umque code used to IdentIfy the faCIlIty
Once the facIhty has been created tlns field can no longer be edIted
INVEC-2 checks for duphcates, and WIll return an error message If
the code IS currently bemg used

The facIhty name IS dIsplayed m tlns field It can be edIted or
changed at any tIme Use tlns field to type m the name ofthe faCIlIty
correspondmg to the umque code

The address field contams three sequentIal fields used to lIst the
maIlmg address of the faCIlIty Whenever pOSSIble, prOVIde the
complete address InformatIon for the faCIlIty

The phone field IS used to enter the phone number, IfavaIlable, ofthe
faCIlIty
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Fax

Contacts

LmkCode

Markup

Remark

Delivery Route

Pomt

Account Type

Holder

GMS Branch

INVEC-2 System Manual

If the facIlIty has a facsImIle number, you may enter It here

If there are any specIal mdividuais at the facIlIty that should be
contacted, lIst those mdIviduals' names here

ThIs field IS used when connectmg the FacIlIty database With another
database The code entered here must match exactly a field m the
other database outsIde the INVEC-2 program

ThIS field dIsplays any markup on sales or sales servIce charge to be
added to the selected facIlIty's Issues The optIOns are set In the
System Setup screen Enter A, B, C, or D to mdlcate the correct
markup value (If any)

The remark field IS a memo field that when accessed dIsplays a small
Window m whIch you may enter addItIOnal InfOrmatIOn about the
facIlIty Use thIS field to enter any addItional InfOrmatIOn not
specIfically asked for m the facIlIty mformatIOn screen ThIs
mformatIOn can always be dIsplayed and changed throughout the
duratIOn of thIs facIlIty's account

Ifthe facIlIty IS located on a pre-defined delIvery route, enter the code
for the route here ThIs field IS lInked to the valIdatIOn file DelIvery
Route See SectIOn 7 12 for detaIls

ThIs field corresponds to the facIlIty's locatIOn m the sequence on the
delIvery route ThIs field IS lmked to the valIdatIon file DelIvery
Pomt See SectIOn 7 13 for detaIls

ThIs field, when accessed, dIsplays an optIOn wmdow used to define
the type of account thIs facIlIty has The optIOns are Member,
Group, or Smgle Select the appropnate optIOn for the facIlIty

The account holder field IS only used In the event that the
account type IS eIther a group or a member ThIs field, when
accessed, dIsplays a browse Window of all facIlItIes that have been
defined as a group Select the facIlIty that holds the appropnate
master account for the current facIlIty

ThIs field, when accessed, also dIsplays a browse wmdow lmked to
the valIdatIOn file called Store Branches From thIs lIst you may
select WIth whIch store branch thIs facIlIty IS associated
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Customer Level Customer level IS another browse field Once accessed, It IS
lInked to the valIdatIOn file Customer Levels Select the
correspondmg customer level that best SUltS thIs facIlIty

Province The provmce field IS used to enter the code for the provmce m winch
the faCIlIty IS located ThIs field, once selected, Will display a browse
wmdow lInked to the valIdatIOn file Provmce Select the provmce
from the browse wmdow whIch corresponds to the provmce m whIch
thIs facIlIty IS located

District The dlstnct field IS only accessIble Ifthe provmce field selected also
contams a dIStnCt database For example, Ifyou selected a provmce
whIch has multIple dlstncts that have been defined m the valIdatIon
file (discussed m Chapter 7), then you would select the dlstnct from
the avaIlable lIst If the field IS blank, select the field, then the
Dlstnct valIdatIOn file Will become avaIlable as a browse Window
Select the dlstnct m whIch thIS facIlIty IS located

AuthOrity Use thIs field to enter the responsIble authonty or governmg body for
thIs partIcular facIlIty ThIS field Will dIsplay a browse Window
whIch IS lmked to the valIdatIOn file Responsible AuthontIes

Populatlonl Year Enter the total populatIon served by thIs faCIlIty, If aVaIlable These
figures can be used to evaluate necessary stock levels for certaIn
standard Items The Year field IS used to mdlcate the year m whIch
thIs populatIOn figure was calculated

Inpatient! Year Use thIs field to enter the number, If avaIlable, of m-house patIents
that have been servIced by thIs faCIlIty The year field also
corresponds to the year m whIch these mpatIents were counted

Outpatient! Year Use thIs field to enter the number of outpatIents, If avaIlable, that
have been servIced by this faCIlIty The year field also corresponds
to the year m whIch these outpatIents were counted

BedsNear TIns field IS used to mdicate the total number of beds at the faCIlIty,
If applIcable The year field should mdicate the year m wmch the
count was taken

Surg Interv I Year Use thIs field to mdIcate the total number of surgical mterventIOn m
the facIlIty, If applIcable The year field should mdicate the year m
whIch the count was taken
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Dentallnterv I Year

Budget/Fmanclal

Monthly History

Stock
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Use thIs field to mchcate the total number ofdental mterventIOn m the
facIlIty, If applIcable The year field should mdIcate the year m
whIch the count was taken

ThIs field IS used to actIvate an addItIonal page that defines the
budget and financIal mformatIOn about thIs current facIlIty See
SectIon 5 3 for more detaIls

ThIs field, when accessed, dIsplays a browse wmdow whIch proVIdes
detaIled mformatIOn onthe monthly expendIture and payment actIvIty
for thIs facIlIty See SectIOn 5 4 for more detaIls

ThIs field IS used to dIsplay detaIled mformatIOn regardmg the current
Items the facIlIty has m stock The Items m thIs field are lInked based
on Issues and purchase orders calculated and generated by INVEC-2
See SectIOn 5 5 for more detaIls
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5 3 Budget/Financial

FACILITIES DETAILS

Code • 3&94 FACILITY InFORMATiOn Tagged

nalle COMPOUnDInG SECTion Phone 82e&0
Address • C M S Fax .. ContactCs)

D ST JEAri
H LIBURD

Budget and Financial InforMation

Drugs Supplies Mlsc
Budget a aea eee . e ao
Spent . 1&218 • a ae . e ae
Balance -1&2 78 aee aee

MTD Expenditure o ee YTD Expenditure 162 78
MTD PayMents 9 ee YTD Payments . 162 77
MTD Balance 9 ee YTD Balance a 91

75

I Enter Budget for Drugs

Figure 5 3 Budget/FmancIaI Information

The Budget/FmancIaI screen IS used to proVide detaIled mformatlOn about the financial settmg of
the current faCIlIty The followmg IS a descnptIon of the mformatlOn contamed m the budget /
fmancIaI field

The budget and financial screen displays financial InformatIOn diVided mto three categones (drugs,
supplzes, and miscellaneous Items) The first field allows you to enter the amount budgeted for each
category The second field IS used to mdlcate the amount spent on each category The balance field
IS a calculated field generated by INVEC-2 INVEC-2 calculates the balance for each category based
on the quantities entered m the fields Budget and Spent In addition, there are five other fields that
are used to track financial Information about the current faclhty The informatIOn displayed m the
follOWIng fields IS calculated by INVEC-2 based on InformatIOn entered In the Issues module and
may only be edited by the Supervisor

MTD
Expenditure

YTD
Expenditure

TIns field dIsplays the total amount spent for the current month by the
selected faclhty, expressed ill local currency MTD = Month-To-Date

Displays the total expenditures for the current year for the faclhty
These figures are expressed In local currency YTD = Year-To-Date



76

MTD
Payments

YTD
Payments

MTD Balance

YTD Balance

54 Monthly History
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TIns field mdicates the total amount ofpayments receIved by the MS
from tIns partIcular faCIlIty FIgures are m local currency

Calculates the number of payments to date that have been receIved
from thIS faCIlIty The remaImng fields, Month to Date balance and
Year to Date balance are both calculated by INVEC-2 These fields
can only be edIted by the SupervIsor All figures are expressed m
local currency

TIns IS an INVEC2 calculated field The figure here shows the
dIfference between the total expendItures and payments for the
month

TIns IS an INVEC2 calculated field TIns figure mdicates the
difference between the total expendItures and payments for the year

The Monthly HIStory field, when accessed, dIsplays a browse wmdow wInch IS used to proVIde
detailed mformatlOn on the expendItures and payments for tIns partIcular faCIlIty The mformatlOn
IS sorted by months witInn a gIVen year, and lIsts the expendItures for that faCIlIty and the payments
that have been receIved from the faCIlIty

I ISSUES: Expend1tupes/Payments I
Veap-ttonth Expend1tupe Payments I
1995- ? 2544.88 0.00 t
1995- 8 1336.22 0.00
1995- 9 1955.04 0.00
1995-10 5407.03 0.00
1995-11 4527.32 0.00
1995-12 1304.91 0.00
1996- 1 3336.50 0.00
1996- 7 16.18 0.00
1996-11 463.28 o 00
1997-11 1607 36 1385 90 ...

Figure 5 4 Monthly HIstOry
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55 FacIlity Stock

Code 36ei FACILITY InFOHI1ATlOI1 Tagged

l1a Facility Stock
I "" ""'''''I'' ""Ion ~Ad

Itell el992 Chlorallphemcol 251161111. SUSP (PO) B
tock

t1BXllIUIi t1BXllltl1l
I-- Stock Supphed Potential Authorized IUt

lIB 39 + e - 39 Us 9 2ee
He 13/99/91 1 1 (Expressed 10 BOTI' ) '.Ie

I-- lee
611 OptJ... Stock In Stock (l1Bx ) Stock Value (l1Bx ) 2ee

e e 9"1 222 93 B9B9
Cu '.Ie

Qty Suppl this I10nth e = e 9"1 of Forecast/l1onth '.Ie
I-- Qty Suppl this 'l'ear 9 = e 9'1 of Forecast/'l'eat 23

Po Qty Suppl last 'l'ear • e e l
In 11111+
Ou ForeCAst Annual Usage PrevIous 'l'ear Forecast

I-- 9 BOTI' 9 BOTI' -
Bu
Ilonthly History Info

77

Type Code for Faclhty

Figure 5 5 FaCIlIty Stock

I

The FaCIlIty Stock detaIl screen IS used to dIsplay InfOrmatIOn about the Items the current faCIlIty
has In stock When accessed, a browse wmdow IS dIsplayed lIstIng the faCIlIty code, Item code, and
Item descnptIOn of all Items In stock at the faCIlIty AddItIOnal InfOrmatIOn may be vIewed by
preSSIng the nght arrow key «-+» on your keyboard Other InfOrmatIOn dIsplayed In the browse
WIndow Includes QuantIty In Stock, OptImum Stock Level, MTD and YTD QuantItIes ReceIved,
and Total ReceIpts for the Pnor Year To obtaIn more detaIled InfOrmatIOn about a partIcular stock
Item, select the Item and the follOWIng InformatIOn WIll be dIsplayed

FaCIlity Stock

Item

Stock

ThIs InformatIOn IS dIsplayed only and lIsts the code and the name for
the current faCIlIty

The Item field dIsplays the umque code and descnptIon for the
selected Item ThIs field cannot be edIted

TIns field mdicates the quantIty ofthe selected Item currently In stock
at the faCIlIty ThIs field may eIther be updated automatICally by the
Sales Order module under Issues, or may be edIted by the SupervIsor
The date below IndIcates the last date the Inventory was checked
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Supplied

Maximum
Potential

MaXimum
Authorized

Optimum
Stock

In Stock
(MAX)

Stock Value
(MAX)

Qty Suppl
ThiS Month I
ThiS Year
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TIns field IS used to IndIcate the last quantIty (of the selected Item)
supplIed to the faCIlIty, In Issue urnts It IS automatIcally updated
through the Sales Order module or may be edIted by the SupervIsor
The date below IndIcates the date of the supply after the last
Inventory

TIns field IS a calculated field generated by INVEC-2 The formula
for thIs field IS totaled based on the total number ofthe Item In stock,
plus the last amount supplIed to the faCIlIty TIns value IS expressed
In Issue urnts

TIns field IndIcates the maxImum quantIty (expressed In Issue urnts)
the faCIlIty IS authonzed to have avaIlable

TIns field IS used for the MS to IndIcate the optImum stock level for
the Item at thIs partIcular facIlIty, and IS expressed In Issue umts The
InfOrmatIOn IS very Important as It may be used to calculate reorder
quantItIes for the faCIlIty

ThIs field IS a calculated field generated by INVEC-2 based on
InfOrmatIOn entered In the optImum stock field and maxImum
potentIal and expresses It In Issue urnts INVEC-2 calculates the total
percentage ofthe optImum stock For example, Ifthe optImum stock
level for fluphenazIne was 30 amps and the faCIlIty currently had a
maxImum potentIal of only 25 amps In stock, INVEC-2 would
IndIcate the In stock maxImum at 83 3% of optImum stock (25/30 x
100)

TIns calculated field dIsplays the value of the total Items In stock,
based on the urnt pnce ThIs value IS expressed USIng your local
currency For example, If a faCIlIty had 5 amps of fluphenaZIne In
stock, INVEC-2 calculates the stock value as

5 X $7 323 = $36 62
(Qty In stock) (umt pnce)

These fields are also calculated by INVEC-2 based on InfOrmatIOn
entered In the Sales Order module INVEC-2 WIll keep a runnIng
total of all quantItIes shIpped to the faCIlIty for the current month
INVEC-2 also IndIcates the number as a percentage of the total
amount forecasted for the month and year All figures are based on
Issue umts
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ThIS field IS used to calculate the amount of the Item (m Issue unItS)
that was used by thIS facIlIty m the prevIOUS year and may only be
edIted by the SupervIsor

The last two fields, Forecast Annual Usage and PrevIOUS Year, are calculated fields that are
generated by INVEC-2 based on the mformatIOn that has been entered mto the system As you WIll
notIce, INVEC-2 calculates many fields m order to make day-to-day processmg m the MS
easIer It IS ImperatIve that all of the mformatlon entered be correct and checked to the best of the
MS abIlIty See AppendIx C for an explanatIon of all INVEC-2 calculated fields
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6 0 SUPPLIER MASTER FILE
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The Suppher Master database file IS used to track all supphers from whom the MS purchases drugs,
supphes, and other medIcal Items Tills file IS mamtamed by INVEC-2 and IS updated whenever the
MS purchases Items from a new suppher or d1scontmues ItS busmess WIth an eX1stmg suppher
Because the methods and terms of purchase Will be dIfferent If an Item IS a tender versus a non­
tender Item, use two dIfferent codes If a suppher provIdes the MS With both tender and non-tender
Items However, m the event that the currency IS the same for both tender and non-tender Items, you
may use the same code for that suppher To access the supphers' database, choose Supplzers from
the FlIes optIOn on the INVEC-2 mam menu A browse field IS dIsplayed With the follOWing
mformatIOn In the first field, tag or untag IS used to md1cate whether tills suppher should be
mcluded m any reports to be generated by INVEC-2 The Code field IS used to generate and Identify
each suppher m a umque manner The Name field IS used to mwcate the name of the suppher
assocIated With the umque code The AddItIOnal InformatlOn field provIdes the mal1mg address,
phone, fax number, and contacts for tills suppher The bottom portlOn of the screen dIsplays
purchase and payment mformatIon at a qUlck glance by month-to-date and year-to-date The final
portlOn of tills screen md1cates what the last lead time was for tills partIcular suppher

SUPPLIER INFORMRTION Author1zed Y

11*1 Code Nallle Add1t1onal Inforlllatwn

!If <CNU) Caron1 RIlIII D1v1S10n t Muhng Address
(MAS/)_ Masters Int"L Trad1ng Corp
(PHS/) Phs Hosp1tal Supply
RBB/PHR ABBOTT LABS THROUGH PHARMACY
ALC/ ALCON PHARMRCEUTICALS LTD
ANM/ AN-MED INTERNATIONRL Phone Fax
ANM/DIR AN-MED INTERNRTIONRL
ANT/COL ANTIGEN/COLLINS Contacts
ANT/PHA ANTIGEN OUERSEAS LTD/PHARMACY
APO/ Apon1cs Inc .J.

Month to Date Year to Date
Last Lead T1111e

Purchases 54 34 7226 89
= o Days

PaYlllents o 00 o 00

<P2>Tag/Untag (Ins)Rdd (De l>De lete <Entel')Select Sw~tch Reys

Search for Code

Figure 6 1 SupplIers Mam Screen
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6 1 Summary of Commands

Tagging a SupplIer

The <F2> key may be used to eIther tag or untag a supplIer to be Included In a report Please note,
when USIng the <F2> key, the posItIOn pOInter Will move to the next Item In the database

AddIng a new SupplIer

Use the <Ins> key Ifyou Wish to add a new supplIer to the database PressIng <Ins> Instantly takes
you to a blank SupplIer InformatIOn screen, whIch should be completed for each new supplIer

DeletIng a SupplIer

The <Del> key may be used to delete a supplIer from the SupplIers DetaIls screen SupplIers should
not be removed from the maIn database file untIl all pendIng transactIOns have been completed

SWItch key

The SWitch key or <F10> key IS used to change the order In whIch the supplIers are dIsplayed on the
mam screen When you first access the SupplIers database, the supplIers are sorted by the Code
If you wIsh to VIew them In order by theIr name, press <F10>, or the phrase SWItch key and an
optIOn Window Will appear Choose the Name optIOn and press <ENTER> INVEC-2 Will sort your
supplIers based on theIr names

Search Mode

Ifyou Wish to search for a supplIer, enter the InformatIOn In the Search field located below the maIn
screen Please note, the search IS conducted based on the order you have selected In other words,
If your VIew order IS by Code, you must enter a SupplIer's code on which to search

MOVIng Between Records

You can move between records while WithIn any form WIndow by pressmg <Ctrl><PgDn> or
<Ctrl><PgUp>
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62 Supplier Information Wmdow

Code C ABB....PHA SUPPLIER INPOR"ATION Tagged

Na"'" • ABBOTT LABS THROUGH PHAR"ACY Phys1cal Add....ss
"a11J.ng • P 0 BOX 788C ·Address • WHITEPARK ROAD BRIDGETOWN ·· ·Countl'Y • BARBADOS
Link Code.

ontact(s)
Phone Pax Telex • RONALD BAYLEY
• 427-51183 . . • RODNEY ~rAGE

Tender Currency Payter"" LocaVPo....1!JR ~ufact Authol'12ed ReOlarks
• y • UST • ECDS • P • N • Y • l1e...o

LeadtiRes AU8page • II days Latest· 8 days Sta'ted • 8 days

Th1S "onth Th1s Year Last YeaI'
Purchas:es • 8 88 . II 118 • 8 88
Pa_nts · 8 88 . II 88 • 8 88

History • Info

Entel'" tile suppll.e:r code a p~ck l~st 1$ ava11able

Figure 6 2 SupplIer InformatIOn
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The SupplIer InformatIOn wmdow IS used to mamtam and track detaIled InformatIOn on each
supplIer that servIces the MS The followmg IS a descnptIOn of all the fields dIsplayed m the
supplIer InformatIOn wmdow

Code

Name

Mallmg
Address

Country

Lmk Code

PhySical
Address

Phone

ThIs code IS a unIque code to define the partIcular supplIer Once thIs
supplIer code has been entered, the code may not be changed
INVEC-2 check for duplIcates and WIll mdicate an error, If detected

Use thIs field to enter the name ofthe supplIer

The next three consecutIve fields are used to enter the maIlIng address
ofthe supplIer Be sure to mclude any unIque InformatIOn, 1 e, SUIte
number or speCIal postal box number

Use thIs field to enter the country m whIch the supplIer IS located

ThIs field IS used when connectmg the FaCIlIty database WIth
another database The code entered here must match exactly a field
m the other database outSIde the INVEC-2 program

If the actual locatIon of the supplIer IS dIfferent from the maIlmg
address, enter the mformatIOn here For example, If the maIlmg
address IS a post office box, enter the actual street address here, for
delIvery purposes

The supplIer's phone number
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Fax

Telex

Contact

Tender

Currency

Pay Terms

Local/Foreign

Manufacturer

Authorized

Remarks

Lead Time
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If avaIlable, enter the facsImIle number here

Enter the telex number of the supplIer, If avaIlable or applIcable

Enter the supplIer's contacts Contact names here are usually sales
representatIves assIgned to your MS

IndIcate whether tms supplIer supplIes tender Items or not
Remember, If the supplIer IS gomg to proVIde tender and non-tender
Items and the currencIes are not the same, you must enter a separate
supplIer code for tender and non-tender Items

ThIs field IS used to mdlcate the currency WIth wmch thIS supplIer
deals A browse wmdow IS avmlable whIch IS lInked to the rates of
exchange buIlt mto your System Constants database

Enter the paymentterms for this supplIer, such as net 15, net 30, net 45
oreOD

Enter "L" or "F" to mdlcate whether the supplIer IS local or foreIgn

Enter Yes or No, If the supplIer IS also a manufacturer

ThIs field specIfies whether a supplIer IS authonzed to be used ThIs
IS to prevent "problem" supplIers from bemg used, but allows them
to remam m the INVEC-2 system If you create a PO WIth a non­
authorIzed supplIer, you WIll get a warnmg from the computer, but
WIll stIll be able to complete and actIvate the PO ThIs field IS only
edItable by the supervIsor

The remarks field IS a memo field When selected, a browse WIndow
appears m WhICh you may enter any speCIal mformatlon or requests
for the supplIer

The lead times are used to mdlcate the number ofdays between the time
the MS sends out the purchase order and the time that the Items are
received Use the followmg fields average, latest, and stated to
mdlcate (m days) the observed lead times
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Purchasesl
Payments

History

6.3 History
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These fields are used to provIde detaIled mformation about purchases
and payments made to and from the selected supplIer These purchases
and payments are stated based on the current month's and year's and
prevIous year's actIvItIes INVEC-2 automatIcally calculates these
fields, however they may be edIted by the SupervIsor

ThIS field, when accessed, dIsplays a browse wmdow whIch provIdes
mformatlon on purchases and payments for the selected supplIer See
SectIOn 6 3 for detaIls

The HIstory field IS a detaIled field that, when accessed, dIsplays a browse WIndow provldmg
mformatlOn on purchases and payments for the current supplIer The mformatlOn m thIS browse
WIndow can only be accessed In detaIl by the SupervIsor ThIs browse wmdow, tItled PO Purchase
and Payment SupplIer, proVIdes detaIled mformatIOn on the amount ordered from the supplIer, the
amounts receIved from the supplIer, and payments made to the supplIer ThIs mformatIOn IS
provIded based on the value of the Items

There IS no need to edIt or enter any data ThIs mformatIOn IS updated every tIme transactIOns are
completed lIke the HIstory database m the Product InformatIOn Module

I PO Purchase , Pa!Jlllllnts Suppl I
Date Ordered Rece1ved PaYlllents

1995- 6 6237.90 alil8 o 00 t
1995- 9 o 00 7172 55 00011995-10 6237 90 000 o 00
1996- 1 o 90 7172 55 o 00
1997- 4 81 51 5434 o 00

~

!-

Figure 6 3 Supply Order HIstory
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VALIDATION FILES

7.0 ADDITIONAL FILES
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The ValIdatIOn FIles optIOn contams several small databases used to provIde pIck lIst optIOns
throughout the rest of INVEC-2 ValIdatIOn files are often accessed as browse WIndows through
INVEC-2 and make the process ofcompletmg forms much easIer ValIdatIOn files are generated and
used to mamtam a lIst of optIons avaIlable for many fields To create or access valIdatIOn file
databases, select ValzdatlOn Flles from the FIles menu ofthe INVEC-2 Mam Menu The follOWIng IS
a deSCrIptIOn ofeach valIdatIOn file and ItS purpose

The mam purpose of these files IS to allow the user to develop hIS or her own data dIctIOnary that can
be used regularly to enter data m varIOUS fields, thereby makmg data entry more conSIstent For
example Some people mIght enter TAB whIle others enter TABLET or Tablet, 1fTAB IS used m the
ValIdatIOn Reference file, TAB WIll be entered each tIme

7 1 Summary of Commands

Addmg OptIOns to a ValIdation FIle

To add an Item to a valIdatIOn file, SImply select the valIdatIOn file and press <Ins> FIll m the
correspondmg page that IS dIsplayed to match the mformatlon requested for the valIdatIon file

Removmg Items from ValIdatIOn Flies

To delete an Item from a valIdatIon file, SImply hIghlIght the Item and press <Del> ThIs WIll
prompt a confirmatIOn optIOn WIndow asking If It IS mdeed okay to delete Select Yes If you WIsh
to remove the Item from the valIdatIOn file, select No If you WIsh to cancel the delete optIOn

Search Mode

If you WIsh to search for a partIcular record m a valIdatIon file, enter the code m the Search field
located below the mam screen Please note, the search mode m all valIdatIOn files, except Rates of
Exchange, IS conducted based on codes only
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7 2 Pharmaceutical Forms

The PharmaceutIcal Forms vahdatIOn file IS used to mamtam a hst descnbmg the form ofthe stock
Item For example, to IndIcate the dosage form (stock - product mformation screen) of any Item In
stock as a capsule, add the code "TAB" and descnption "Tablets/Capsules" to your database Below
IS a table of some sample forms You may create your own forms hst based on termmology used
In your facIlIty or you may use the one hsted below The code can be up to five letters long

Code Item Type Code Item Type

AMP AMPOULE OINT OINTMENT

CREAM CREAM OPHTH OPHTHALMIC

CRTDG CARTRIDGE PESSA PESSARY

DISP DISPOSABLE POW POWDER

DROP ORAL DROPS SHAMP SHAMPOO

EAR EAR DROPS SOLUT SOLUTION

ELIXIR ELIXIR SUPP SUPPOSITOR

ENEMA ENEMA SUSP SUSPENSION

GEL GEL SYRUP SYRUP

INHAL INHALER TAB TABLET

LIQU LIQUID TINCT TINCTURE

LOTION LOTION VIAL VIAL

NOSE NASAL DROP
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7.3 Route of Administration
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The Route of AdnllrustratIOn vahdatIOn file IS a database file used to descnbe how the drugs are to
be adImrustered For example, Ifyou defined acetammophen as a stock Item and the pharmaceutIcal
form as tablets, the route of admirustratIOn for thIs Item would be oral Below IS a table contammg
some sample optIOns for the Route of AdmlllistratIOn valIdatIon file You may buIld your own
valIdatIon file or use the sample provIded

Code Item Type

DROP Oral Drops

EAR Ear Drops

EYE Eye PreparatIOns

1M Intramuscular

INH Inhaler

INJ Injectable

IV Intravenous

NOSE Nasal Drop

PO Oral PreparatIons

RECT Rectal PreparatIons

SC Sub-Cutane

SL SublIngual

STRIP DiagnostIc

TOP TopIcal

VAG Vagmal PreparatIOns
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7 4 Therapeutic Class

TherapeutIc Class IS another small database file desIgned to mamtam the VarIOUS therapeutIc classes
under whIch an Item may fall based on theIr clImcal use There are several therapeutIc classIficatIOn
lIsts aVaIlable, some provIded by the World Health Orgamzatton (WHO) and others by the Amencan
HOSpItal Formulary ServIce (ANFS) Itwould be suggested to use the therapeutIc classIficatIOn that
IS most common m your regIOn Below IS a sample TherapeutIc Class valIdatIOn file For a
complete lIstmg of the above mentIOned classIficatIons, see AppendIx E

Class DeSCriptIOn

8600 ANTIASTHMATIC DRUGS

400 ANTIHISTAMINES

808 ANTHELMINTICS

812 ANTIBIOTICS

816 ANTITUBERCULARS

824 SULPHONAMIDES

832 ANTITRICHOMONAL AGENTS

836 URINARY ANTI-INFECTIVES

838 ANTILEPROTICS

10 00 ANTINEOPLASTICS
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7.5 Customer Level
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The Customer Level database IS desIgned to descnbe the varIOUS customer levels that you may
assIgn to the facIlItIes In your orgarnzatIOn Below IS a sample Customer Level valIdatIOn file You
may generate your own or use the ones hsted below

Code DescriptIOn

1 PMH

2 DIStflCt Health Centre

3 MedIcal Laboratory

4 Dental ServIces

5 PSyChIatrIc Umt

6 Compoundmg SectIon

7 MIscellaneous

7 6 Medical Store Branches

ThIs valIdatIOn file IS used to keep a small database lIst ofany MS branches In your area

7 7 Responsible Authorities

ThIs database file IS used to mamtaIn a lIst ofgovernIng authontIes that may be responsIble for the
facIlItIes In your area The Mimstry ofHealth IS an example of a ResponsIble Authonty

7 8 Provinces and Districts

The ProvInces and DIStnCtS valIdatIOn file IS used to descnbe the prOVInce and dIStrICtS that are
located In the MS area ThIS InfOrmatIOn IS used In the FacIlItIes DetaIls database ThIs database
file actually contaInS a sub-file attached to It The ProvInces valIdatIOn file allows you to create a
lIst ofall the prOVInces In your regIOn Ifa provInce has been subdIVIded Into smaller dIStrICts, then
an addItIonal valIdatIon file Will be attached lIstIng all dIStrIctS for the partIcular provInce The
dIstnct file may be accessed from the PrOVInce Window
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7 9 Level of Use

The Level of Use valIdatIOn file IS used to define the usage levels of the stock Items Below IS a
sample Level ofUse valIdatIOn file It IS orgamzed accordIng to the medIcal practItIOners who use
the Items and the clImcal facIlItIes at whIch they are used Below IS a sample

Code Descnptlon

C CompoundIng

F FIrst LIne

H HospItal Only

S SpecIalIst Only

7 10 FaCIlity Sources

If your MS conSIsts of a number ofbranches, not all Items are necessarIly avaIlable to the facIlItIes
from all branches Furthermore some catalog Items mIght even be avaIlable from pnvate supplIers
only By addIng records to the FacIlIty AvaIlabIlIty valIdatIon file, a structure can be set up to
IndIcate from where facIlItIes can order Items

7 11 Branch Sources

ThIs database should be created Ifyour MS has more than one branch, and IS used to IndIcate from
where a branch should reorder an Item For example, If your store IS a provIncIal store, for some
Items you mIght IndIcate that reordenng IS to be done at the regIOnal store, whIle others mIght be
ordered from the head office In addItIon, there may be addItIOnal Items whIch WIll probably have
to be ordered dIrectly from a pnvate supplIer
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7 12 Issue Umts
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TIns valIdatIOn file IS used to descnbe the basIc countmg urnt ofmeasurement for your stock Items
You may buIld thIs file or use the sample file below as a gUIde For example, If you stocked
acetammophen tablets m bottles of 500 you should choose to mdIcate the Issue urnt as Tablet,
therefore, m the event you receIve a bottle contaImng 1000 tablets, you wIll not have to enter It as
a new Item ThIs field IS used to deSIgnate the urnt used to Issue a partIcular stock Item See SectIOn
1 1 2 for a detaIled descnptIOn on handlIng Issue urnts

Code Item Type

AMP Ampoule

BOTT Bottle

BOX Box of Items

CAP Capsule

CRTDGS CartrIdge

CYCLE Oral contraceptIves

DRUM For solIds over 1 kg

EACH Smgle Items

GM GRAM

INHALER Inhalable drugs

LITRE LItre
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7 13 Storage Locations

Tills database file keeps a hstmg ofall ofthe varIOUS storage locatlOns where the MS may store stock
Items and other medIcal supphes AddItIonally, you must mdicate whether an Item from !lus
locatlOn IS aVailable for mstnbutlOn Below IS a sample

I Ual F11e Stol'age Locat100 I
Code DeSCI'1pt100 Loc Aua11 f 01' D1stl'1hut100 I

001 STORE ROO" 111 ... t
002 STORE ROO" 112 ...

I003 STORE ROO" 113 ...
004 FRIDGE 111 ...
005 FRIDGE 112 ...
006 FRIDGE 113 Y
007 FRIDGE 114 H
008 FRIDGE 115 H
009 FRIDGE 116 N
010 NARCOTICS ... .l

Figure 7 1 Storage LocatIons Screen

7 14 Stock Adjustment Reasons (Pos )

In the event the SupervIsor must adjust the stock level m the pOSItIve duectlOn, the varIOUS reasons
why can be chosen from !lus Adjustment Reason valIdatIOn file

Code DescriptIOn

1 PhysIcal Inventory

2 GIft for suppher

3 DonatIOns

4 InstallatlOn (New Item)

5 Compoundmg SectlOn
Item
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7.15 Stock Adjustment Reasons (Neg.)
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The Stock Adjustment Reasons NegatIve valIdatIOn file IS the database that contaIns varIOUS reasons
why the SupervIsor may have to adjust the stock level In the negatIve dIrectIOn

Code Description

1 PhysIcal Inventory

2 DonatIOn (Free Item)

3 ExpIred Item

4 Damage/SpOIled Item
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7 16 Inventory Group Titles

ThIs database file can be generated to cover a large vanety ofItems that would fall under a partIcular
group code ThIs IS pnmarI1y used m the Tender optIOn to provIde headmgs on the reports as
appropnate Below IS a sample

Code DescrIptIOn

01000 ANTIBIOTICS

02000 DANGEROUS DRUGS

03000 IV

04000 INJECTIONS

05000 LOS A (INTERNAL USE ONLY)

06000 LOS B (EXTERNAL USE ONLY)

07000 POWDERS

08000 TABLETS

09000 VACCINES

10000 CONTRACEPTIVES

11000 COTTON ITEMS

12000 DENTAL ITEMS

13000 LABORATORY ITEMS

14000 SUNDRIES ITEMS

15000 SURGICAL ITEMS

16000 SUTURES

17000 SYRINGES & NEEDLES
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Thts database file may be used to specIfy a set ofcategones to be used when forecastmg for tender
Items Each set can contaIn up to 10 dIfferent categones These categones or "urnts" WIll be
dIsplayed m the Items detaIls screen of the Tender module For example, If you do forecastmg for
several branch stores, enter each store name as a urnt m thIs database

718 Budgets

PermIts you to splIt your budget mto categones, allowmg you to see how your spendmg IS allocated

7 19 Bank Accounts

Thts database file enables you to track account balances Although your finance/accountmg
department WIll be keepmg detaIled records of the store account, INVEC-2 WIll track deposIts and
payments made to or from specIfic accounts

7 20 Authorized Personnel

Thts database file IS used to buIld a lIst of staffmembers authonzed to perform specIfic functIOns

7.21 Rates Of Exchange

The Rates of Exchange valIdatIOn file allows you to lIst all currency types encountered by the
medIcal store, and the rate as It compares to your local currency The last date the currency changed
IS also lIsted, and should be checked on a regular basIS to make sure all values are current You must
enter your local currency here WIth the rate ofexchange of 1 0000 The rate ofexchange should be
used to convert a foreIgn currency mto your local currency usmg the follOWIng formula For
example Ifyou need 2 7 ofyour local currency to get a US dollar, the rate ofexchange WIll be 2 7
for a US dollar

PLEASE NOTE IN ORDER FOR INVEC-2 TO CALCULATE EXCHANGE RATES FOR
YOUR COUNTRY, YOUR LOCAL CURRENCY MUST BE ENTERED HERE WITH A
RATE VALUE OF 1 000
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7 22 Kit Management

Thts feature allows you to create specIal packages or "kits" contammg a combmatIOn ofItems from
your MedIcal Store

DeE ine Hits
P~int Hit DeE in it ion
C~eate Hits

FIgure 7 2 KIt Management Screen

7 22 1 Define Kits

ThIs feature allows you to specIfy what Items Will be mcluded m each "kit"

K1t Header

K1t NUlllher C1
Descr1pt10n • test

Last Cost Ualue 4853 ee
Average Cost Ualue · 4853 111111

Deta1ls of K1t._ • Info

Recalculate .. • Process

FIgure 7 3 Define KIt Screen

Kit Number The kIt number IS a umque code used to IdentIty the kIt

The name or descnptIOn for the KIt For example, If creatmg a kit
Description contaImng treatments for Malana, you may want to enter "Malana KIt"

for the descnptIOn

Last Cost Value ThIs IS an INVEC-2 calculated field that dIsplays the cost of the kit
ThIS figure IS calculated based on the cost of the Items selected m the
kIt

Average Cost Value Enter the average cost value of the kIt

Details of Kit ThIS field IS lInked to a browse wmdow that dIsplays a lIst of Items m
the kit See sectIOn 7 22 2 for detaIls

Recalculate ThIs optIon IS an automatIc process Selectmg thIS optIOn causes
INVEC-2 to recalculate the cost ofthe kit based on the Items selected
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7.222 Kit Detail

The kIt detaIl screen dIsplays detaIled mformatIOn about each Item m the kIt

KIt Detul

KIt Code 1

Itelll C61607

DescrIptlon Allopurlllo1

~ Qty Issue UnIts 100

USlllg Last Cost 6 0326 Extended 3 26

USlllg Auel'age Cos 003 Extended 3 26

Figure 7 4 KIt Detmls Screen

The followmg IS a descnptIOn ofall fields m thIS screen
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Kit Code

Item

Description

Qty Issue Umts

Usmg Last Cost

Usmg Average Cost

The code number of the kIt

The stock code for the Item m the kIt ThIS field should only contam
codes defined m the Stock database If addmg a new Item, press
<Enter> to obtam a hst of stock Items

ThIS field dIsplays the descnptIOn ofthe stock Item When the Item IS
selected, the descnptIon Will be dIsplayed

The number of Issues umt Items m the kIt For example, If the Issue
umt for paracetamolis tablets, and the kIt reqwres 50 tablets, enter 50

ThIs IS an INVEC-2 calculated field that dIsplays the last cost of the
Item, and the extended value based on the last cost

INVEC-2 WIll average the cost of the kIts, and dIsplay the extended
cost of the Item based on thIS value
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7 22 3 Print Kits
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Tlus optIOn allows you to pnnt the kIt defimtIOn to confirm that everythmg IS correct When you select
thIS optIOn, you must enter the kIt code, and choose where you want the output to go Your optIOns
are

• Pnnter
• DIsplay
• RR Wmdows

If you have several prmters defined, they wIll be dIsplayed m the menu

7.224 Create Kits

Tlus optIon IS used to create the kItS m the system When tlus optIOn IS selected, stock values for the
Items m the kIt IS subtracted from mventory, and a kIt IS added as an mventory Item

For example, If 100 tablets of 500 mg paracetamol and 300 tablets of 150mg chloroqume phosphate
compnse the "MalarIa KIt", and three kItS are created, the followmg WIll happen The stock level of
5009mg paracetamol WIll decrease by 300 tablets, the stock level of150 mg chloroqume phosphate wIll
decrease by 900 tablets, and a new Item called "MalarIa KIt" wIll appear WIth an mventory level of
three ThIS optIOn should be used only when needed The IS currently no automated way to remove
Items from a kIt, and return them to mventory

To create kItS, enter the kIt number you wIsh to make Pressmg <Enter> m the blank filed WIll cause
the lIst of defined kItS to be dIsplayed Select the kIt you wIsh to make, and enter the number of kIts
deSIred Accept your entrIes The system wIll then prompt you to enter the number of copIes of kIt
defimtIons to prmt
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INVEC-2 has been desIgned to ease the processmg ofreqUisItIOns by helpmg the MS staffto record
reqUisItions, allocate quantitIes, generate Issues vouchers, and to record payments If facIlIties pay
directly for therr shIpments LIke the Purchase Order optIOn descnbed m the followmg chapter, thIs
optIOn IS vital to INVEC-2 operations smce It records the day-to-day transactions takIng place WIthIn
the MS INVEC-2 uses InformatIOn on stock Issued to the health facIlities by the MS to update
perpetual mventory, stock detail, and accounts receivable files To keep the INVEC-2 system up-to­
date and to allow accurate reports at any time, It IS essential to enter data about reqUiSItions mto the
computer on a day-to-day baSIS

Selectmg Issues from the TransactIOn Menu optIOn causes the browse wmdow below to be
displayed ThIs browse wmdow displays the facIlIty code, order number, the date the Issues voucher
was received, the facIlIty name, date the voucher was processed by INVEC-2, and the date the Items
were shIpped To obtaIn more detaIled InformatIOn about a particular sales order, simply select an
entry from the browse WIndow

ISSUES <s I U or SO) HEADER

Code Ol'd Ref Date Rec Nallle
nlCOUD HEALTH CENTER

1005 1 12/11,197 f C11ent Nallle
2004 10 09,101,198
1008 11 21,111,197
1008 12 12,111,197 Date Processed 09,101,198
1009 123 12,111.....97
1001 1232432 20,111,196 Date Sh1pped 09,101/98
1003 1234 20.....11,197
1001 12345 21/11/97 Date Act1uated 09,101,198
2005 123456 30,111.....97
2006 1234567 09,101,198 Nb of Itellls Requested 1
1007 13 20/11/96 Allocated 1
1002 14 25/11.....97
1006 2 12,111,197
2005 21 12/11,197
2004 22 12/11/97 ",

P10 Orders <lns>Add <Del>Delete <Enter>Select

Figure 8 1 Issues MaIn Screen

The INVEC-2 quantIty allocatIOn and pICkIng slIp procedures used m processmg reqillsItIons from
faCIlItIes are optIonal The chOIce ofwhIch procedures to use regularly WIll vary dependmg on the
currently establIshed procedures, and SIze of your MS These procedures can be accessed by
selectIng OptIOns under the Issues screen

The Quantities AllocatIon Procedure allows the MS manager to review and approve the quantIties
ofItems sent to the facIlIties When a reqUlsltlOn amves from a facIlIty, the computer operator enters
the mformatlOn about the Items and quantIties ordered USIng thIs optIOn The quantltles allocatIOn
procedure pnnts a lIst of the quantitIes requested and current stock levels ThIs lIst IS passed on to



108 INVEC-2 System Manual

the manager for approval Dus step assures that the MS manager wIll be able to mvestIgate
IrregulantIes Ifunexpected products or quantItIes are requested by faCIlItIes, to control stock levels
WithIn the MS by makmg sure that Items whIch are low m stock are not sent out to faCIlItIes m large
quantItIes, and to check If the budget for a faCIlIty IS adequate (If applIcable) Be aware that any
Items that are expIred cannot be allocated

The PickIng SlIp Procedure aSSIsts the storekeeper With the selectIOn of drugs usmg a pIck lIst
To use thIs step, mformatIOn on Items and quantItIes from reqwsitIons should be entered when the
reqwsitIon IS receIved at the MS After thIs data from the requlSltion IS entered and approved usmg
the QuantItIes AllocatIOn procedure, the batches that should be Issued can be IdentIfied and a pIck
lIst pnnted usmg INVEC-2 Data about actual shIppmg quantItIes IS entered after the Items have
been pIcked from the shelves usmg the pIck lIst The plclang lzst procedure IS most useful m
warehouses which fill many orders each week and where the fill process IS accomplIshed by several
dIfferent warehouse staffpeople smce It allows for more control over the selectIOn of batches

Please Note Sales Order (S 0) and Store Issue Voucher (S I V) are used mterchangeably
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Addmg new Issue Vouchers

Use the <Ins> key to add a new Issue voucher to the Issues database When addmg an Issue to the
Issues menu, INVEC-2 automatically takes you to the Item details screen after completmg the basIC
mformatlOn on the mam Issues screen INVEC-2 requIres you to complete the followmg fields
before gomg to the Item dewls wmdow

• FaCIlIty,
• ClIent Name,
• Order Ref # (If not automatically generated),
• Prepared by - date,
• Approved by - date,
• ReceIved on (date),
• PIcked by - date,
• Venfied by - date
See AppendIx A for a tutonal on addmg a sales order

Deletmg an Issue

The <Del> key may be used to remove an Issue from the Issues database file Issues can only be
removed from the mam screen after all reqUlsltlon and payment mformatIon has first been deleted
Once all necessary mformatIon has been removed, pressmg the <Del> key Wlll cause an optlOn
wmdow to appear askmg you to confirm the removal of the Issue

Orders

The <F10> key IS used to change the order m whIch the Issues are dIsplayed on the main screen
When you first access the Issues database, the Items are sorted by the order reference number The
VIew order here gIves you three chOices from whIch to select Order #, Facllzty (code), and Date
Recelved If you Wlsh to change your VIew order, press <FlO>, and an optlOn Wlndow wIll appear
lIstmg the three chOices Choose the deslfed optlOn and press <ENTER> INVEC-2 wIll sort your
Issues based on order chosen

Search Mode

Ifyou Wlsh to search for an Issue, enter the mfonnatlOn m the Search field located below the mam
screen Please note the search IS conducted based on the order you have selected In other words,
If your VIew order IS by FaCIlIty Code, you must enter a faCIlIty code on whIch to search

Movmg Between Records

You can move between records whIle Wlthm any fonn Wlndow by pressmg <Ctrl><PgDn> or
<Ctrl><PgUp>
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82 Issues

-
ISSUES

Fac1l1ty =1005 DENNERY PHARMACY Ol"der Ref • 1
Cl1ent Nallle .
Prepared by • JI1 Date • 12/11/97
Approved by • J" Date • 12/11/97
Rece1ved on • 12/11/97
P1cked by • Date • I' I' Uer1f1ed by • Date· I' I'

Date Processed by INUEC 12/11/97 Date Sh1pped to Fac111ty • 14/11/97

Date Act1vated by INUEC 28/11/97 Date Rece1ved at Fac111ty • I' I'

Fre1ght Inforlllat1Dn • Info Collect10n Sl1p No NOT USED

Sh1plllent Ualue 222 80 Last Pay I' I'
Serv1ce Charge 1!I 1!I0 PaYlllents 1!I 1!I1!1
Total Ualue 222 80 Balance Due 222 80

PaYlllents • Info Nb of Requested 3 Itelll Deta1ls • Info
Requ1s1t10ns • Info IteM Allocated 3 Opt10ns • 6

Type Code for Fac111ty

Figure 8 2 Issues DetaIl Screen

The followmg IS an explanatIOn of all the data fields In the store Issues voucher screen, as well as
any other sub-wmdows

FacIlity

Client Name

Order Ref

Prepared by

Approved by

Received on

ThIs field dIsplays the unIque code for the faCIlIty that submItted the
voucher

ThIs field IS meant to be used when the MedIcal Stores has a faCIlIty
called "Cash Sales," and sells and dIstnbutes dIrectly to IndIVIduals

ThIs IS a unIque order number whIch may eIther be automatIcally
generated by INVEC-2 or entered by the MS staffbased on settIngs
selected In the System Setup, Issues Voucher Parameter optIOn See
SectIon 12 2 for detaIls

The Imtials ofthe IndIVIdual (facIlIty staffperson) who submItted the
reqUIsItIon The next field IS used to IndIcate the date the reqUIsItIOn
was prepared

The Imtials of the IndIVIdual who approved the reqUIsItIOn and the
date It was approved

The date the requlSltIOn was receIved at the MS
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Picked by

Verified by

Date Processed by
INVEC

Date Shipped to
FacIlity

Date
Activated By INVEC
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The ImtIals of the mdividual who pIcked up the Issue The next field
IS used to mdicate the date the reqUiSItIon was prepared

The mitIals of the mdividual (facIhty staffperson) who venfied that
the Item was pIcked up The next field IS used to mdicate the date the
reqUiSItIon was prepared

ThIS field IS completed by INVEC-2 once the Issues voucher
has been processed by the MS Selectmg #2 from the OptIOns field
causes the Issues voucher to be processed See SectIOn 8 6 for an
explanatIOn of the OptIOns field

Date that the Items were smpped Tlns field can only be completed
once the smppmg quantItIes have been confrrmed and optIOn #4 has
successfully been completed See SectIon 8 6 for an explanatIon of
the OptIOns field

ThIS field IS completed by INVEC-2 once the Issues voucher
has been actIvated by the MS Tlns IS done by selectmg optIOn #5
from the OptIOns field See SectIOn 8 6 for an explanatIOn of the
OptIOns field

Date Received
FacIlity

Freight
Information

Collection Slip No

at The date the Items were receIved by the facIhty A smppmg date
must be entered before completmg tms field

When accessed, tms field dIsplays an addItIonal wmdow requmng the
followmg InformatIOn to be completed

• weIght of goods (can only be edIted by SupervIsor after SOlS
activated),

• number ofcartons (cannot be edIted after SOlS actIvated),
• means of transport - Own Truck, Private Contractor, Razl,

Collected,
• method of delIvery - End user Delzvery, Drop off Delzvery,

CollectIOn at MS,
• delIvery status - OK, Damaged, Unknown
Tills field can only be accessed after the shIppmg date IS entered

Tlns feature IS updated by INVEC-2 based on optIons set m System
Constants If an Item deSIgnated as secured m the stock database IS
ordered, It Will cause a collectIon slIp number to be generated If the
optIOn IS selected m System Setup Tlns allows you to track the
dIstnbutIOn of any controlled Item
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The followmg fields are automatIcally calculated by INVEC-2 based on mformatIOn entered by the
MS

Shipment Value
Service Charge
Total Value

Last Pay (date)
Payments
Balance Due

Payments

ReqUisItions

Nb Of Items
Requestedl
Allocated

Item Details

Options

ThIS field dIsplays addItIonal payment mformatIOn for thIS sales
order See SectIon 8 3 for detaIls

When accessed, thIs field dIsplays a lIstmg ofall requlSltIOns receIved
from the facIlIty for thIS sales order In many cases, the facIlIty wIll
send several reqUIsItIOns to be processed as one sales order See
SectIon 8 4 for detaIls

ThIs field dIsplays the total number of Items ordered by the facIlIty,
and the total number of Items WhIch have been allocated to the
facIlIty INVEC2 calculates these figures from the mformatIOn
entered m the Item detaIls screen The system WIll not allow Items
that are expIred to be allocated

ThIS field, when accessed, dIsplays a browse WIndow whIch provIdes
detaIled mformatlon on each Item requested and Issued See SectIOn
8 5 for detaIls

ThIS optIOn proVIdes a optIOn wmdow lIstmg all procedures mvolved
m processmg Issues vouchers See SectIOn 8 6 for detaIls
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83 Payments

ISSUES PaYllent File

te Shipped 99/98/91

r==="'-;==="';""====~=="9I'9/98/91

; Pr

~, He
i

Da

PaYllent AlIOunt Order Hef •
Z1/91-95

- lZ/97/91

Fr
I"UO ICE PAYIIE"TS 24191-95

Facility a3696 POHTSIIlU11i HEALllI DISTRICT
Sh
Se all Date 99/98/91 Balance
Total U Account Paid

1&11 99 11 99
1611 99 9 ee

9 ee 0"ew BalancePaYllent
I Requlslli---------------ll

Type Code fortacility

Figure 8 3 Payment FIle

Tills field actIvates a browse wmdow willch can be used to select a detaIled payment mformatIOn
WIndow Tills browse WIndow, lInked to a payment database file for the ordenng facIlIty, contams
the date ofpayment, the bank: account number, and the payment amount

When a payment IS selected from the browse wmdow, an addItIonal WIndow IS dIsplayed presentIng
the followmg InfOrmatIOn

Date Date last payment was receIved

Account The MS bank: account to whIch the payment IS to be credIted ThIs
field IS lInked to the Bank: Account valIdatIOn file, thus a browse
wmdow IS avaIlable

Balance Current balance due for tills faCIlIty ThIs field IS calculated by
INVEC-2

Paid The amount paId to the MS by the faCIlIty

New Balance Tills calculated field dIsplays the new balance owed to the MS by the
faCIlIty
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8 4 RequIsitions

ThIs field activates a browse wmdow wluch IS used to dIsplay any addItIonal reqUIsItion numbers
assocIated wIth the sales order number In addItion to the sales order number and the reqUIsItion
number, the Internal Voucher (IV) number IS dIsplayed If OptlOn was selected m System Setup A
new IV number IS generated for each reqUISItIOn number

[!!!~~~~ISSUES Requisition File

Fa Sales Order Ref "umber Requisition "umber IU "umber Order Ref •
RO 23587

3517 125m-fO I
• Pr - lZle9/94

Re

Da

Fr

ipped I I

IIty I I

~ ~

Se allllllllllllllllllill 111111111111111111 111111111+ e ee
Total Ualue e ee Balance Due e as

Payments • Info
RequisitionS Info

Search for Requisition "umber

Figure 8 4 ReqUIsItIOn FIle

8.5 Item Details

Items 1 Item Details Info
Options e

I

The Item DetaIl wmdow, when accessed, dIsplays a browse wmdow lIstmg all Items ordered on the
Issues voucher The browse wmdow lIsts the ReqUIsItIon #, the Item Code, DescnptIOn, Quantity
Requested, Quantity Allocated, QuantIty SupplIed, and Total Value for each Item on the voucher
To VIew or change any mformatIon about an Item on the Issues voucher, select the Item from tlus
browse wmdow then the Item detatls page Will be dIsplayed for that Item
PLEASE NOTE THIS SCREEN IS ONLY AVAILABLE FORVIEW OR EDIT PRIOR TO
CONFIRMING QUANTITIES
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Ordel' 1

RequIsItion • C12

S I U Ite~ Details Custollel' 10~5

IU No
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Code
• U10l!J'7

De:cl'lJlholl
Allopul'InDl lU0~g fAB (PO)

UnIt
TAB

FaCIlIty Stoc~ Kedical Stores
• !j8 8 Qty AII1l11

On Jleqlle:t

Stoc~ Leuel Actual
~.eB8 B (Illonths) 999 '}

o iii

Potelltlal I
!1'}' ~

QuantIty Requested •
QuantIty Supphed

500 0 QUlntIty Authol'IZed •
300 0 at the tDtal prICe of

300 0
11 64

Fanhty Issues ~rD 300 0 Is Allocated? Lot AllocatIDn:
t1aX1~W1I AuthorIZ~d 0 0 N • Info

U:===============Use 12 to Ulew FacIl1tQ Stock Informatlon==================~

Figure 8 5 S I V Item DetaIls

The followmg IS a descnptIOn of all the mformation presented m thIs wmdow

HINT Use the <F2> Hot Key view FacIlIty Stock. ThiS IS the only screen where the hot key
IS avaIlable

Orderl
Customer

ReqUISItion #1 IV No

Code
Descrlptlonl
Unit

FaCIlity Stock

Medical
Stores Qty
Avail

These fields dIsplay the order number and facIlIty code respectIvely
and cannot be edIted from thIs wmdow

The reqUIsItIon number on the form submItted by the facIlIty If
multIple reqUIsItIon forms have been submItted, use the number from
the form whIch contams the Item to be ordered

ThIs field should contam the MS code for the Item bemg ordered
When blank, a browse wmdow lInked to the master Stock database
file IS dIsplayed allowmg you to select the Item ordered The
genenc/accepted name IS lIsted under the DescnptIOn field and the
Issues unIt mformation IS dIsplayed under the Urnt field Once the
code IS selected, the descnptIon and unIt mformatIOn are
automatIcally dIsplayed

The quantIty m stock at the faCIlIty Tlus mformatIOn may be
supplIed by the faCIlIty, or may be obtamed from the FaCIlIty master
database

ThIs field IS completed by INVEC-2 from the current stock
level mformatIOn m the Master Stock database The quantIty
mdicates the total amount of the Item that IS avaIlable at the MS
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On Request

Stock Level
Actual/Potent

Quantity
Requested

Quantity
Supplied

Quantity
Authorized

Quantity
Supplied

FacIlity Issues YTD

Maximum
Authorized

Is Allocated

Lot
Allocations

INVEC-2 System Manual

Shows how many ofan Item are on request, but not yet allocated, on
thIs and other Issues

These are INVEC-2 calculated fields See AppendIx C

The amount of the Item the facIlIty IS requestmg ThIS figure should
always be entered m Issue umts

ThIs field IS automatIcally completed by INVEC-2 after the sales
order has been processed and the amount bemg shipped has been
confirmed INVEC-2 also calculates the total pnce of the Items
shipped and enters that mformatIOn m the field next to "at the Total
Pnce of"

The amount of the Item (m Issue umts) the facIlIty IS authonzed to
receIve ThIs figure IS entered by the MS staff and should comcide
With forecasted quantItIes lIsted m the FacIlIty Forecast Window for
the Item, If forecastmg IS used

ThIs field IS automatIcally completed by INVEC-2 after the sales
order has been processed and the amount bemg shipped has been
confirmed INVEC-2 also calculates the total pnce of the Items
shipped and enters that mformatIOn m the field next to "at the Total
Pnce of"

Shows how many of an Item have been Issued to a facIlIty this year,
to date

Shows the maximum quantIty ofthat Item authonzed for that facIlIty

SpeCIfy whether or not the Item has been allocated

When selected, thIs field dIsplays a browse Window lIstmg the lot
numbers from which the Item IS to be selected When selected, this
browse wmdow dIsplays mformatIOn about the Item by the pack SIze,
expIratIOn date, lot number, quantIty to collect, and the quantIty to
ship This wmdow can only be accessed after the sales order has been
processed, however once the quantItIes have been confIrmed (OptIons
menu) It wIll no longer be acceSSIble
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The OptIOns field, when accessed, dIsplays an optIon wmdow IIstmg all procedures used m
processmg reqUIsItIOns from facIlItIes Each procedure IS numbered accordmg to the order m whIch
It should be completed

r------------tIssues Optlons~--------~

1. Allocation Form =) Print
2 Quantities Authorized :) Process
3 PiCKing List/Col Slip:) Print
4 Quantities Shipped :) ConfIrm
5 Issue Uoucher :) Print
6 Issue Uoucher :) Activate
7 ftequlsltlon(s) :) Print

FIgure 8 6 Issues OptIons

1 Allocation
Form

2 Quantities
Authorized

3 Plckmg
List/Collect
Slip

Select thIs optIOn to obtam a hstmg of all Items ordered by the
faclhty, quantItIes requested, and current stock levels Before
selectmg thIs optIon, make sure that your pnnter IS on and that the
paper IS ahgned If your pnnter IS off, thIs hstmg WIll be sent to the
screen ThIs hstmg should be gIven to the MS manager for approval
The form cannot be pnnted after the sales order has been processed

Selectmg thIs optIOn causes INVEC-2 to put all Item quantitIes that
have been ordered on hold In order for thIs process to take place the
QuantItIes Authonzed field, found m the Item detaIls page, must be
completed ThIs optIOn causes INVEC-2 to process the sales order
and enter a date III the Date Processed field

To generate a pIckIng shp, you must first ensure that your pnnter IS
on and that the paper IS alIgned Choose the Plckzng Slzp optIon from
the ReqUISItIon optIOn wmdow at the nght of the screen and rut
<ENTER> to pnnt a pIckIng slIp Remember that If your prmter IS
not on, the pIck lIst WIll pnnt to your screen Once the quantItIes
have been confIrmed, tills slIp cannot be pnnted

After It IS generated by INVEC-2, the pIckIng shp should be
transmItted to the storekeeper to prepare the srupment accordmg to
the pnnted recommendatIOns Any modIficatIons should be entered
on the pIckIng shp and changed III INVEC-2
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4 Quantities
Shipped

5 Issues
Voucher Prt

6 Issues
Voucher

7 Prmt
ReqUISition
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Once the Items have been selected for sillppmg, use thIS optIOn to
confirm the actual quantItIes that wIll be sillpped to the desIgnated
faCIlIty

Tills procedure IS optIOnal Select tills optIOn If you WIsh to prmt a
delIvery notIce to be sent to the ordermg faCIlIty

ActIvatmg the Issues voucher allows INVEC-2 to update the entIre
system The stock levels are adjusted for both the MS and the facIlIty,
and sales mformatIOn IS automatIcally recorded From tills pomt on,
no modIficatIOns can be made to the order smce stock levels and all
related accounts have already been updated For tlus reason, you
should activate the order only when you are sure the Items are
Issued and received'

Tills option allows you to pnnt a copy of the varIOUS requlSltIOns for
tills Issue voucher

See AppendIx A for step-by-step mstructIOns on how to process a sales order
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9.0 PURCHASE ORDERS (PO)
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Tlus optIon generates purchase orders, tracks receIpts, and records recelvmg data and mformatIOn
on payments The mformatIOn wluch IS entered mto INVEC-2 through the Purchase Order optIOn
updates all other INVEC-2 mformatIOn about Items on order, stock levels, stock detaIl, and accounts
payable Along With data on stock Issues, thIs optIOn IS the mam channel for mformmg INVEC-2
of changes m mventory The accuracy of the INVEC-2 system IS heavIly dependent on the
InformatIOn entered through thIs optIon Therefore, Ifan error IS dIscovered m thIs optIOn, It should
be corrected promptly

The INVEC-2 Purchase Order optIOn mtegrates the dIfferent ordenng procedures for tender and non­
tender Items Ifyou order through a procurement agency, INVEC-2 can mcorporate a servIce charge
m ItS cost calculatIOns for each order For non-tender Items, INVEC-2 gIves you access to the Stock
Master FIle wlule you are selectmg the Items to order You wIll enter pnce InformatIOn for non­
tender Items If the mformatIOn IS aVaIlable when you order, otherWIse the cost IS entered when the
mVOIce amves from the supplIer

PURCHASE ORDER <P 0 ) HEADER

PO. Suppher Tender' Nallle
Caron1 Rum D1u1s10n

1 ALCI' TEST t
12 ALCI' TEST Date Ordered 221041'97
123 ALCI'
1234 ANI/COL Date Act1uated 22104/97
12345 BESI'
123456 ANMI'DIR CIF/FOB C
13 <CNII')
2 ALCI' Nb of Items Requested 1
21 ANM/DIR
32 COLI' Nb of Rece1u Reports 1
33 BIO/COL
69 ANTIPHA
JUL CARl ECDS9596
LUC-9000 BRltl ECDS9596 I

<F10>Order <Ins >Insert <De l>Delete <Entel">Ed1t

FIgure 9 1 Purchase Orders Mam Screen



122 INVEC-2 System Manual

9 1 Summary of Commands

Addmg a new PO

Use the <Ins> key to add a new purchase order to the Purchase Order database When addIng a PO
to the Purchase Order header file, INVEC-2 automatically takes you to the Item detmls screen after
completIng the basIC InfOrmatIOn on the maIn Purchase Order screen INVEC-2 reqwres you to
complete the folloWIng fields before gOIng to the Item details WIndow

• PO number,
• Ordered (date),
• Budget,
• Suppher (browse aval1able),
• FOB/CIF,
• Tender/Tender Code (If apphcable), and
• Suppher Reference number
See AppendIx A for a tutonal on addIng a purchase order

NOTE Ifyou are gOIng to order an Item WhICh IS not hsted In INVEC-2, It IS Important to first
enter all InformatIon about that Item mto the master file USIng the Stock optIon before creatIng
a purchase order

DeletIng a PO

The <Del> key IS used to remove a PO from the Purchase Order database file POs can only be
removed from the maIn screen after all recelvmg reports and payment mformatlon have been deleted
Once all necessary mformatIOn has been removed, pressmg the <Del> key Will cause an optIOn
Window to appear askmg you to confirm the removal of the PO

Order

The <FlO> key IS not avmlable here, as the only VIew order aval1able IS by PO number

Search Mode

If you Wish to search for a PO, enter the mformatIOn m the Search field located below the mmn
screen Smce there IS only one VIew order aval1able, the only field to search on IS the PO number

MOVIng between Records
You may move between records hsted whtle wlthtn any form Window by pressmg <Ctrl> <PgDn>
or <Ctrl> <PgUp>



Chapter 9 Purchase Orders

9 2 Purchase Order Form Wmdow
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When accessed, the Purchase Order optIOn dIsplays a browse WIndow contaImng a lIst of all
prevIously generated POs m the system For a qUIck glance at a spe(,Ific PO, the mam Purchase
Order header file browse wmdow dIsplays the folloWIng mformatIOn

• PO number,
• Number of Items lIsted on the PO,
• Suppher code,
• Suppher name,
• Date Ordered,
• Date ActIvated,
• FOB/CIF,
• Tender Code (If any),
• Suppher PO Reference #, and
• PotentIal Value ofPO

Remember to use the nght arrow key to VIew any remaImng fields not VIsIble WIthIn the browse
WIndow The follOWIng IS a dIscussIOn ofall fields presented In the PO module, IncludIng any sub­
WIndows

PO NUIII PURCHASE ORDER Ordered
Cl 1 • 19/03/97

De11uer to Store • 1 Budget • 01
CENTRAL nEDICRL STORES • "elllo

Supp11er • ALC/ ALCON PHRRnRCEUTICRLS LTD FOB/CIF • C

Tender • Y Tender Code • TEST Supp11er Ref .
ORDERING Currency • UST RECEIVING ETA • 09/09/97

@ 2 7000 In (EC$)
Estilllated Receiued Ualue 155 25
Cost 1n(UST) • 100 00 Added Charges o 00
Cost 1n(EC$) 270 00 Total PaYlllent o 00
• Itellls on Order 1 Balance 155 25
Date Order Pr1nted 30/05/97 • Itellls Receiued 0
Conf1rllled • N Date· / / • Rece1u1ng Reports . i
Date Order Act1uated 22/04/97 • Act1uated Rec Reports . 1

PaYlllents • Info Itelll Deta1ls • Info
Receiuing Reports • Info Opt10ns • 1

Figure 9 2 Purchase Order

PONum TIns number IS the code that the MS asSIgnS to a purchase order Be
sure you are not reusIng a number wmch has already been assIgned
Do not reuse numbers from orders wmch have been preVIOusly
deleted INVEC-2 checks for duphcates and If found WIll gIve an
error message
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Ordered

No Items

Supplier

FOBI CIF

Tender

Tender Code

Supplier Ref
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Thts field IdentIfies the date of the order INVEC-2 wIll
automatIcally asSIgn the current date

The number ofItems to be ordered on thIs purchase order INVEC-2
completes thIs field after you have entered all Items bemg ordered

The suppher to whom you are sendmg the purchase order A browse
wmdow lmked to the SupplIer Master file IS avaIlable The company
name Will automatIcally be placed m the field once you select the
supplIer code

When you place an order, you are asked to speCIfy whether the pnce
IS FOB
(Free On Board) or elF (Cost, Insurance, FreIght) Thts chOIce IS
Important smce INVEC-2 calculates average costs dIfferently for
FOB and CIF Thts field contaIns an optIOn Window lIstmg the two
chOIces

IndIcates whether thIs purchase order mcludes Items WhIch are
obtamed VIa the tender process

IfthIs IS a tender Item, the code here corresponds to the code number
asSIgned to the ongmal tender or RFB A browse Window lmked to
the Tender module database file IS avaIlable WIthIn thIs field

If avaIlable, enter the suppher's reference number

The Ordenng summary sectIon of the screen contams the follOWing mformatIOn

Currency

Estimated Cost In
(Supplier Currency)

Costm
(Local Currency)

ThIs code speCIfies the currency used by the suppher INVEC-2 Will
enter the rate based on the values speCIfied m the Rates ofExchange
valIdatIOn file

The potentIal value calculated from the total value of all Items
ordered m terms of the speCIfied currency INVEC-2 automatIcally
calculates thIs field, therefore It can only be edIted by the SupervIsor

INVEC-2 automatIcally calculates thIs value based on the total value
of Items ordered m your local currency
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# Items on Order INVEC-2 calculates the total number of Items that have been
mcluded m the current order, and dIsplays the mformatIon here

Date Order Printed The date the receIvmg report was pnnted, the mformation IS
automatically entered once #1 from the OptIOns field IS selected

Conflrmedl Date ThIs field allows you to specIfy whether or not the order has been
confirmed and the date that the order was confirmed

Date Order Activated IndIcates the date the purchase order was actIvated See SectIon 9 3
for detaIls

The ReceIvmg summary sectIOn ofthIs screen, shows payment for products m the INVEC-2 system
m the local currency ThIs mformatIOn IS completed based on mformatIOn entered mto the receIvmg
reports (see SectIOn 95) Upon activatmg the receIvmg report, the followmg fields are completed
byINVEC-2

Received Value

Added Charges

Total Payment

Balance

# of Items Received

# ReceiVing Reports

# Activated Rec
Reports

Payments

ReceiVing Reports

The total value of Items receIved from the supplIer

Obtamed from the receIvmg report and mcludes FreIght, Insurance
and any other charges added to the mVOIce from the supplIer

INVEC-2 gathers thIs mformatIon from the Payments (see SectIOn
9 6) sub-Window ThIs value IS the total amount ofpayments sent to
the supplIer

INVEC-2 calculates thIs number and dIsplays the InformatIon here

ThIs field mdIcates the total quantIty of Items receIved

INVEC-2 calculates the number of receIvmg reports generated for
thIs order, and dIsplays the InformatIOn here

INVEC-2 dIsplays the number ofreceIvmg reports whIch have been
actIvated

When selected, this field dIsplays another browse wmdow used to lIst
all payments made to the supplIer for an outstandmg balance on the
speCIfic PO See SectIOn 9 6 for detaIls

ThIs field allows you to create or VIew receIvmg data about the
shIpment See SectIOn 9 5 for detaIls
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Item Details

Options
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Selectmg tlns field causes an addItIOnal browse Window to appear
hstmg a111tems wlnch are to be mcluded m the purchase order See
SectIOn 9 3 for detmls

Tlns optIOn proVIdes an optIOn wmdow hstmg all procedures
mvolved m processmg of purchase orders See SectIOn 9 4 for
detmls

9.3 Item Details - PO

POll 1 PURCHASE ORDER DETAILS

Quant1ty Quant1ty Descr1pt1on
Code Ordered Outstand1ng Acetazola~1de 250ng TAB <PO) TAB

"1n Order Pack S1ze
01802 28 fit 1 BOTTLE x 51UI TABS

I
~nufactUl'er ALCON
Country BARBADOS
BrandnaJlle BRAND

Pack Pr1Ce(USI> 1II1l' 8 80
/Sea 5 80
ILocal o 80

~ Sh1P by S Pr1ce 5 80

Figure 9 3 Item Detml - Purchase Order

Tlns wmdow IS used to gIve detmled mfonnatlOn about the Item bemg ordered When accessed, a
browse Window IS dIsplayed hstmg a111tems bemg ordered on tlns PO When ordenng Items, the
Purchase Order Detml screen IS dIsplayed The foUowmg IS a descnptlOn of all mforrnatlOn that
should be completed, when a new PO IS generated

NOTE ONCE THE PO HAS BEEN ACTIVATED, THIS INFORMATION WILL NOT BE
EDITABLE

Code

DeSCription

Mm Order
(x) Pack Size

The code for the Item bemg ordered IS entered here A browse
Window IS avmlable, lmked to the Master Stock database file

The suppher's umque product code

The suppher's mlmmum order amount multlphed by the pack SIze m
Issue umts ThIS must be entered correctly because INVEC-2 uses
tlns mfonnatlOn to calculate umt pncmg For example suppose a
suppher only sells erythromycm m bottles contmmng 100 tablets, and
slnpments are made m package SIzes contalmng 5 bottles If you
Wish to order from tlns suppher, your mlmmum order would be 1
package x 500 tablets (5 bottles/lOO tablets)
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Manufacturer The manufacturer of the Item

Country The country where the Item IS manufactured

Brandname The manufacturer's brandname, If any

Pack Price For non tendentems, you WIll have to enter the purchase mformatIOn
Unless you have already negotIated a pnce WIth the supplIer, the pnce
WIll be left blank untIl the mVOIce amves

For tendered Items, INVEC-2 wIll fill m all fields descnbmg the Item
and the purchase mformatIOn

Sea/Air/Local

Ship by

Price

94 Options

Use thIs field to mdIcate how you want the Items shtpped Enter S for
sea, A for arr, and L for local

IndIcates means by whIch purchase WIll by shIpped to ItS destmatIOn

Total pnce of the shIpment

The OptIons field, when accessed, dIsplays an optIon wmdow lIstmg all procedures used m
processmg purchase orders from facIlItIes Each procedure IS numbered accordmg to the order m
whtch It should be completed

r------+P.0. Options~----,I

1. Purchase Order =) Print
2. Purchase Order =) Rctivate
3. Receivin Re Ol't =) Pl'int

Figure 9 4 OptIons Screen

1 Purchase
Order (Prmt)

Use tIns opnon to pnnt a copy of the purchase order Selectmg tIns
optIOn dIsplays another browse WIndow from whIch you WIll choose
the destmatIOn of the output (Prznter or Dlsplay) Make your
selectIOn to have the purchase order pnnted INVEC-2 WIll
automatIcally update the mam Purchase Order screen WIth the date
the PO was pnnted
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2 Purchase
Order (Activate)

3 Recelvmg Report
(Prmt)

9.5 Receiving Report
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TIns optIOn should only be selected once you have sent the purchase
order to the supplIer When you actIvate a purchase order, you tell
INVEC-2 that you have placed the order INVEC-2 wIll then regIster
that the Items are on order m the Stock Master file and m the
SupplIers file INVEC-2 also changes the status on the PO to actIve
Once thts IS done, you can no longer modrfy the purchase order

When you select thIS optIOn, INVEC-2 generates a report lIstmg all
Items receIved, theIr package SIzes, the number ofpacks receIved, and
pncmg mformatIOn based on the stated pnces on the mVOlce Once
the report IS pnnted, you should check the mformatlon carefully to
make sure that the data have been entered correctly and that the
shtpment value corresponds WIth the mVOlce

The recelvmg report IS used to track shtpments receIved for the purchase order Once a shtpment
IS receIved, you should edIt the correspondmg purchase order to mput data about the shtpment m the
recelvmg report If a purchase order comes m several shIpments, you WIll have to repeat the
folloWIng procedures for each shtpment

When the Recelvmg Reports field IS accessed, a browse wmdow contromng a lIst of all reports
created for thIS purchase order IS dIsplayed The browse WIndow dIsplays the recelvmg report
number, the date receIved, and the date the report was actIvated On the recelvmg report, INVEC-2
WIll automatIcally assIgn the current date as the day entered To obtam more detaIls about a
partIcular recelvmg report, select a report from the browse wmdow and the folloWIng mformatIon
WIll be dIsplayed

PO II 1 Budget C01 RECEIUIHG REPORT Report II • RR1

Date Rec • 22/04/97 Inu01ce II • 5623456 AWB/BOL • 673467
Unpacked by • JI1 on • 22104197 Uer1f1ed by • JI1 on • 22/04/97

Currency • UST
IHUOICE INFORl1AtlO~:·

@ 2 7000 Suppl1er Currency (UST) Local Currency (EC$)
Inu01ce Amount • 50 00 135 00
(W1thout Charges)
D1Scount • - 0 001 50 00 135 00
Taxes • +15 001 57 50 155 25

Frnght Charge • o 00 • o 00 I of Items
Insurance • o 00 • o 00 Ord'd= 1
Other Charges • o 00 • o 00 Rec'd= 0

Total Charges o 00 o 00

Grand Total 57 50 1S5 25
~:lGrand Total Based on Itens Rece1ued 1S5 25

Act1uate Report • Process Date 22104/97 Item Deta1ls • Info

Figure 9 5 Recelvmg Report
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PO # The purchase order number IS automatIcally dIsplayed by INVEC-2

Report # ThIs number allows you to dIfferentiate between dIfferent shipments,
smce an order can arrIve m several mstallments The report number
that you asSIgn wIll also be your reference number for your payment
report We recommend usmg the PO number plus Rl for reCeIVIng
report one, and so on For example, If the PO number IS 2/9495 the
correspondmg recelvmg report number should be 2/9495Rl

Date Rec The date the Items are receIved at the MS facIlIty ThIs field IS
automatIcally assIgned by INVEC-2 wIth the current date

InVOice # The number assIgned by the supplIer, whIch usually appears on the
packIng shp ThIs IS the reference number for your account With the
supplIer Payments made to the supplIer should mclude this mVOIce
number as reference

AWB/BOL Ifthe shIpment was sent by air, enter the airway bIll number If It IS
a sea shipment, mput the bIll of ladmg number If shIpment IS by
land, enter any shIppmg document reference number

Unpacked by Enter the Imtlals of the MS employee who unpacked the shIpment

On (date) The date the shIpment was unpacked Be sure to use the correct date
format

Verified by Enter the name or ImtIals of the MS staff who venfied the status of
the shipment Each shIpment should be carefully checked to make
sure that the Items, quantItIes, and pnce are the same as the amounts
lIsted on the InVOICe The shIpment should also be checked for
damaged goods

On (date) The date the Items were venfied by the MS staff

InVOIce InformatIOn - SupplIer Currency and Local Currency InformatIOn about the shIpment
receIved IS entered m the SupplIer Currency sectIOn and INVEC-2 automatIcally calculates the
figures In your local currency value on the nght portIOn of the screen After completmg all
InformatIOn about the shIpment receIved and the supplIer's mVOIce, the two totals at the lower nght
portIOn of the screen should match Below IS a descnptIOn of all mformatIOn requested on this
portIOn ofthe screen
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Currency

SuppherCurrency

Invoice Amount

Discount

Taxes

Freight Charge
Insurance

Other Charges

Total Charges

Grand Total

Grand Total Based
on Items Received
(Local Currency)
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TIns code specIfies the currency used by the supplIer INVEC-2 wIll
enter the rate based on the values specIfied In the Rates ofExchange
valIdatIOn file

The specIfied currency used on the supplIer's InVOICe ThIs field IS
lInked to the Rates ofExchange valIdatIon file, thus a browse WIndow
IS avaIlable

The total amount of the InVOICe In the supplIer's currency It IS
Important that the correct currency value IS entered here INVEC-2
Will make all the necessary calculatIons based on the currency
InfOrmatIOn entered ThIs figure should not Include any addItIonal
charges

If applIcable, any dISCOunt granted should be entered here

If applIcable, any taxes should be entered here

Add the value of freIght and Insurance charges In the appropnate
field If there are no charges, leave these fields blank

If there are any other charges specIfied on the InVOICe, enter those
charges here INVEC-2 uses these numbers when calculatIng unIt
pnces For Items ordered through a procurement agency, charges
may refer to the agency's servIce charge ThIs amount Will be
automatIcally calculated from the InVOICe value If It has been
specIfied In the System Constants (see Chapter 12) For other Items,
thIs field may be used for all other charges such as bank charges

These fields are automatIcally calculated by INVEC-2 based on
the InformatIon entered above The total charges are In the currency
specIfied on the supplIer's InVOICe and INVEC-2 automatIcally
converts that figure Into your local currency value

The actual total IncludIng any addItIonal charges

Grand total based on Items receIved TIns field IS automatIcally
calculated based on the value and charges ofthe Items receIved ThIs
amount should be equal to Grand Total A dIfference of ±0 OIlS
acceptable because ofroundIng error It IS Important that both values
match before the reCeIVIng report IS actIvated
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Activate Rec Report When selected, thIs field dIsplays an addItional WIndow dIsplayIng
PO optIOn number, the reCeIVIng report number, and the date
receIved The Action optIOn box IS also displayed Choosmg Accept
WIll cause INVEC-2 to update all stock and supplIer databases With
the reCeIVIng mfonnatIOn It IS extremely Important that the
mfonnatIOn entered be correct, so that all affected databases wIll
remam accurate

PLEASE NOTE If the two Grand Totals at the bottom ofthe recelVmg report screen do not
match, you will be asked, via an additIOnal optIOn wmdow, If you Wish to proceed despite the
discrepancy Ifyou choose YES, the report will be activated Ifyou choose NO, you will be
returned to the top of the recelvmg report to correct the discrepancy

Date

Item Details

ThIS field IS completed by INVEC-2 once the report has been
actIvated

When accessed, thIs field dIsplays a browse field dIsplaymg
mfonnatIOn about all Items lIsted on the receIvmg report The browse
Window dIsplays the date receIved, the Item code, descnptIOn ofthe
Item, the quantIty receIved, and the urnt pnce for each Item See
Section 9 5 1 for detaIls
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9 5 1 Item Details - Recelvmg Report
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The Purchase Order Number, Report Number, SupplIer Code, and Item InformatIOn are dIsplayed
at the top of the page ThIs informatIOn may not be edIted at tills pomt When completmg the
receIvmg report, It IS necessary to enter InformatIOn on all the Items that are on order even If they
were not receIved, m willch case packs receIved = 0

I
PO ft 1 RECEIUING REPORT DETRIL ft RR1 Suppher RLC/

Itelll C01002 RcetazolaR1de 250rog TRB <PO) TRB
Package Pr1ce

Package S1Ze <S)ea . 5 00 Currency • UST
Ordered 500 TRBS <R>u • 8 00 @ 2 7000
Rece1ued • 500 TRBS <L>ocal • o 00 Mode of lransp • S

Catalog Ref Brandnallle Manufacturer Country Or1g
• • BRAND • ALCON • BARBADOS

Packs Ordered/Outstand1ng 20 Issue Un1ts Rece1ued
Packs Rece1ued &Entered 10 Stock • 10 = 5000 lAB
Exp Date • 09/09/99 Lot • 234 Locat10n • 001

For D1str:Lhut10n • y
Packs Dalllaged &Not Entered 1n Stock • 3
Packs Cancelled • 1

Pl"1ces Excl Charges In <UST> 1n (EC$)
Pack Pr1ce • 5 6000 13 5000/500 TABS
Issue Un1t Pr1Ce o 0100 o 0271VIAB
Extended Pr1ce 50 60 135 00

Figure 9 6 ReceIvmg Report - Item DetaIl

PLEASE NOTE TmS INFORMATION IS FOUND IN THE ITEM DETAILS WINDOW
OF THE RECEIVING REPORT AND SHOULD NOT BE CONFUSED WITH THE ITEM
DETAILS WINDOW OF THE PRIMARY PURCHASE ORDER SCREEN BY DEFAULT
MOST OF THE INFORMATION IS PROVIDED FROM THE INFORMATION ON THE
PO, HOWEVER SOME FIELDS CAN BE EDITED

Package Size
Ordered
Received

Sea/Air/Local

Mode of Transp

Catalog Ref

Brandname

Manufacturer

Country of Orlg

INVEC2 dIsplays the total number ofItems ordered from the supplIer,
and prompts you to enter the total number ofItems receIved from the
supplIer The number IS dIsplayed m Issue umts

The pnce per package based on the mode of delIvery

The mode by WhICh the current sillpment was delIvered

ThIs field IS used to mdicate the supplIer's product or catalog code

The manufacturer's brandname, If any

The manufacturer of the Item

The country where the Item was manufactured
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Packs Ordered I
Outstandmg

Packs Received
& Entered m
Stock

Exp Date

Lot No

Packages Damaged
& Not Entered
m Stock

Packs Cancelled

Issue Umts
Received

Location for
Distribution
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The number of packages ordered

The number of packages actually receIved You should make sure
that the quantIty ofpackages receIved matches the amount specIfied
on the InVOICe

The eXpIratIOn date of an Item, If applIcable

The lot number IS assIgned by the manufacturer and IS used to
IdentIfy a group ofItems The lot number can usually be found on the
packIng slIp Enter the number here

The number of Items that were damaged, If any It IS Important that
each Item IS Inspected thoroughly durIng the receIvmg process If
damage IS detected dunng thIs penod, It can easIly be returned to the
supplIer for a replacement or refund

If any packages were cancelled, enter that number here

INVEC-2 calculates thIs field by multIplymg the number ofpackages
by the number of Issue unIts per package

The storage locatIOn ofthe Item In the warehouse ThIs field IS Imked
to the valIdatIon file Storage LocatIOns, so you may select the storage
locatIOn from the browse WIndow

Prices Excl INVEC 2 automatIcally calculates pncmg In your local currency

Charges In (Local
Currency)

Pack Price

Issue Umt Price

Extended Price

The purchase pnce per package

INVEC-2 calculates the Issue urnt pnce by dIVIdIng the pack pnce by
the pack SIze, If the Issue umt pncmg optIOn IS chosen

INVEC-2 calculates thIs figure by multlplymg the packs receIved by
the pack pnce
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9.6 Payment

The Payment Window, when accessed, dIsplays a browse wmdow contammg a lIst ofpayments made
to the supplIer for the purchase order selected Withm thIs browse Window, you may add or VIew
addItional payment InformatIOn The browse Window dIsplays the payment date, the corresponding
reCeIVing report number, the Illitmls ofthe payor, the bank account prod from, and the amount pmd

SupervIsor only Selectmg an Item from thIs browse wmdow wIll cause the folloWing InformatIOn
to be dIsplayed

I PO' Payments to Supple P11e I
Payment IRece1vJ.ng 'Hepoptlpa1d hylBank Accountl 9mount Pud I

I I I I

I PURCHRSE ORDER PRY"ENTS I
PO Numhep LUC-9000 Date of Payment 12/02/98

Rece1v1Ilg Repol't "ade By

Outstand1ng Balance th1S PO 19978 81

Recount Rmount Pud o 00
=1 !Date Ol'd New Balance th1S PO 19978 81

Payments • Info Iten Deta1ls • Info

FIgure 9 7 Purchase Order Payments

PO Number

Date of Payment

Recelvmg Report

Made by

The purchase order number that has been selected to VIew payment
Information IS dIsplayed, but cannot be edIted

The date the payment was made INVEC-2 automatIcally places the
current date In thIs field, however, you may change It If the payment
date IS dIfferent

ThIs field IS used to define the receIvmg report number for whIch the
payment should be applIed ThIs Information can be accessed from
a browse wmdow lInked to the ReceIVing Report database file for thIs
purchase order

The name or IllitialS of the person responsIble for the payment
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Outstandmg
Balance this
PO

Account

Amount Paid

New Balance
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INVEC-2 keeps track of all payments made to the suppher for the
specIfic purchase order ThIs field IS calculated by subtractmg any
prevIOUS payment for the purchase order from the mVOIce amount
recorded In the reCeIVIng report

The bank account from whIch thIs payment IS to be debIted A
browse WIndow IS avaIlable lInked to the Bank Account vahdatlon
file

The payment amount for thIs record INVEC-2 expects thIs amount
to be entered In your local currency value

ThIs value IS calculated by INVEC-2 The amount paId IS subtracted
from the outstandIng balance and any dIfference IS assIgned as the
new balance for the PO
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10.0 TENDERS
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The Tender module IS an optIOnal feature m INVEC-2 wlnch allows the MS to manage the process
when estabhshmg an mVltatIOn bId for acqumng new Items for the faclhty Thts module allows the
MS to track all supphers submlttmg a bId for process, the date the bId should be closed, and all
detatled mfonnatIOn mvolved WIth the bId Before the blddmg process can begm, you must mdlcate
wlnch supplIers are mterested and elIgIble for bIds and for wlnch Items they can bId To use the
Tender optIon, It must be selected and set up m the System Setup as a feature avaIlable to tlns MS
When tlns feature has been selected, you can access the Tender optIon by selectmg Tender from the
TransactIon menu Once tlns optIon IS selected, a browse WIndow IS dIsplayed provldmg a lIst of
all tenders currently m the system The browse wmdow dIsplays the code of the tender, the
descnptIOn, the date the tender was closed, the date the tender was pnnted, the status of the tender,
and the date completed, as well as the TBR (Tender Board ResolutIon) number and TBR date
Select a tender to gam more detaIled mfonnatlon

I TENDER tlaste:r PJ.le I
Code Desc:rJ.ptJ.on <1st LJ.ne) Date Due I

ECD89394 ECDS TENDER 30/05/94 t
ECD89495 ECDS TENDER 30/06/95
ECDS9596 ECDS P:rocu:rement Cycle 95-96 30/06/96
GtlS197 Goue:rnment tled1cal Sto:re Tende:r 03/04/97
TEST JulJ.e's Test Tende:r 19/03/97

...

Figure 10 1 Tenders Screen
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10 1 Summary of Commands

AddIng a new Tender

Use the <Ins> key to add a new tender to the Tender database When addmg a tender to the Tender
Master FIle, INVEC-2 automatIcally takes you to the maIn tender database form Window, where the
followmg mformatIOn must be completed to start the process

• Tender Code,
• DescnptIOn,
• Date Started, and
• Closmg date

DeletIng a Tender

The <Del> key IS used to remove a tender from the Tenders master database file Tenders should
only be removed after all processes have been completed and closed Once all necessary mformatIOn
has been removed, pressmg the <Del> key WIll cause an option Window to appear asking you to
confirm the removal of the tender

Order

The <F10> key IS used to change the order In wmch the tenders are dIsplayed on the mam screen
When you first access the tenders database, the Items are sorted by the tender code The VIew order
here gIves you two chOIces from wmch to select Code, and Date Closed Ifyou WIsh to change your
VIew order, press <F10> and an optIOn wmdow WIll appear lIstmg the chOIces Choose the deSIred
optIOn, and press <ENTER> INVEC-2 WIll sort your Issues based on order chosen

Search Mode

If you Wish to search for a tender, enter the mformation In the Search field located below the mam
screen Please note the search IS conducted based on the order you have selected In other words,
If your VIew order IS by Code, you must enter a tender code on whIch to search

MOVIng between Records

You may move between records lIsted wmle WIthm any form Window by pressmg <Ctrl>
<PgDn> or <Ctrl> <PgUp>

\
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10 2 Tender Database

I
TENDER

Tender Code DescrJ.ptJ.on
C ECDS9394 • ECDS TENDER

I Date Started • Dlle Date
• 01/06/93 • 30/05/94

Local Preference • N Category A Category B
• o 01i1 , • 0.1iI1i1 ,

Forecast Store 1 Store 2 Store 3 Store 4
UnJ.t
Set • 0

Date Tender Docll~ent T.B R NIl~her •
Pl"J.nted • / / Date of T B R. • / /

Tender Statlls • Open Transfer->Catalog • Process
Date Closed • / / Date of Last Transfer / /

DelJ.very DetaJ.ls • Info Add TJ.tles • Process
Tender Ite~s • Info. QllotatJ.ons • Info

I
EdJ.t/Delete the Tender Code

Figure 102 Tender Database

The followmg IS a detailed descnptIon of the Tender database screen
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Tender Code

Description

Date Started

Due Date

Local Preference

For each tender generated, a umque code must be assIgned so you can
dIstmgUlsh one tender from another The MS should develop a
standard numbenng process for numbenng each tender

The descnptIOn field IS used to enter mformatIOn about the tender
You may categonze the tender by the group of Items for whIch you
are requestmg a bId, or you may aSSIgn a umque name to the tender

The date the tender/RFB was ImtIated Enter the date that you
Imtiated the process ThIS date may eIther be the date that you
presented the tender to the faCIlItIes or to the VarIOUS supplIers

The last date the MS Will accept any quotes for thIs tender

IfY IS entered here, thIs Will allow a local preference With up to three
categones of supplIers one mtematIOnal, and two local ThIs
facIlItates adJudIcatIng, for example World Bank tenders that allow
a local preference to m-country supplIers that have certam mmimum
percentages of the Items manufactured domestIcally If usmg local
preference, then enter the percentages for each category
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Forecast Umt Set

Date Tender
Document
Prmted

TBR Number

Date ofTBR

Tender Status

Date Closed

Transfer Catalog

Date Transferred

INVEC-2 System Manual

Enter the code for the set of categones or branch stores that wIll be
used when forecastmg Items on thIs tender ThIs field IS lmked to the
valIdatIOn file Forecastmg Umts Each umt lIsted m the valIdatIOn
file WIll be dIsplayed m the area to the nght of the code

The date the tender document was pnnted ThIS date IS usually the
same date that the tender was started ThIS document provIdes
detaIled mformatIOn about the Items whIch you are placmg on tender
The document IS pnnted by choosmg Tenders under the Reports
optIOn of the Mam Menu See SectIOn 11 3 for detaIls

TBR number IS the Tender Board ResolutIOn number ThIs number
IS assIgned to the tender as a means ofIdentIficatIOn after the closmg
date of the tender

Enter the date the Tender Board ResolutIOn number was assIgned

ThIs field IS used to determme the status of the tender It IS marked
open untIl the entIre tender process has been completed and you close
out the tender The tender document becomes closed once the Items
have been assIgned/awarded to a supplIer

The actual date the tender process was completed ThIs date should
be the date you accepted a quote from a supplIer and closed out the
tender process

ThIs field IS completed by INVEC-2 Once the entIre process has
been completed and the bId has been awarded to a supplIer, the
transfer catalog process may then be completed When accessed, thIs
field SImply proVIdes an optIon wmdow askmg you to confIrm the
transfer Choosmg Yes allows INVEC-2 to update all necessary files
regardmg thIs tender The stock mventory WIll be updated, as well as
the SupplIer database file

For example, If the tender process requested several Items and the
tender has now been closed and you have chosen a supplIer, INVEC­
2 WIll automatIcally update the Items to be on order m your stock
mventory It wIll also update the catalog mformatlon for thIs supplIer,
as well as for the mdIvIdua1Items

Once INVEC-2 has completed thIs transfer catalog process, the
transfer date WIll automatIcally be entered
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Delivery Details

Add Titles

Tender Items

Quotations
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ThIs field, when accessed, dIsplays an addItIOnal page provIdIng
detaIled InfOrmatIOn on the delIvery detaIls reqUIred by your MS See
SectIOn 10 3 for more detaIls

ThIs field IS only accessIble Ifthe document has not yet been pnnted
See SectIOn 10 4 for detaIls on thIs field

ThIs field, when accessed, dIsplays an addItIonal browse WIndow
lIstIng all Items to be Included In thIs partIcular tender For detaIled
InformatIOn, please see SectIOn 10 5 descnbIng tender Items

ThIs field, when accessed, dIsplays a browse WIndow lIstIng all
supplIers bIddIng In the process It proVIdes detaIled InfOrmatIOn
about each supplIer's bId For InformatIOn, please see SectIOn 10 6 on
quotatIOns

10 3 Delivery Details

Tender Module Constants

1st Sh1pment , C 0 De11very Dates 1 • ,/ ,/
2nd Sh1pment , • 0 2 • ,/ ,/

3rd Sh1pment , • 0 3 • ,/ ,/
Balance 1n 4th 100 4 • ,/ ,/

FIgure 10 3 Tender Module Constants

The DelIvery DetaIls field, when accessed, dIsplays an addItIOnal page alloWIng the MS to enter the
speCIfied delIvery date for thIS tender For example, If In your request for bId you Include
speCIficatIons on when and how many of the Items should be delIvered by a speCIfic date, that
InfOrmatIon should be entered here ThIs page, called the Tender Module Constants, allows you to
dIvIde your shIppmg quantItIes mto four dIfferent shIpments and allows you to speCIfy the date each
shIpment should be receIved However, each Tender does not have to be dIvIded up mto four
dIfferent smpments For example, you may request that all the Items on your tender be delIvered m
one shIpment and speCIfy the delIvery date ThIs mformatIOn IS part of the bId, and supplIers who
bId on the process must meet your delIvery schedule
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10 4 Add Titles

Group T:Lt les

Group Code

Group

Figure 10 4 TItles on Tenders

The TItles on Tender field IS only accessIble If the document has not yet been pnnted ThIs field IS
used to select any group tItles lInked to the valIdatIon file Stock Group TItles Select thIs field and
an addItIOnal page WIll be dIsplayed entItled Group Tztles The first field, Group Code, when blank,
can be used to access the valIdatIOn file Stock Group Headers From thIs lIst ofGroup FIles you may
choose a group of Items to be mcluded m your tender ThIs mformatIOn can be used as header
mformatIOn on the tender document All mdlvldualltems wIll stIll be lIsted on the tender document
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105 Tender Items

L ECDS9394 TENDEIl PORECRST

btu' ~PJ.
Itelll

Ibn Order Pack S~ze IPorecast Un1t P01'ecast.

Code NaPle IssUnit Strength

BUUI1 RCE Inh~b1tor. Long Rct1ng TRB f
1;11002 AcetazolaPl1de TAB 250Plg

I01003 Acetylsa11cy11c AC1d TAB 600Plg
1i111i11i14 Acetylsa11cy11c Rc~d TRB 75111g
B1005 Acetylsa11cyl~c Rc~d TAB 3BOPlg
B1006 Albendazole or Mebendazole TAB 2BOPlg
B100? Allopu!"~nol TRB ililOPlg
B1009 APl1tr1pty11ne TRB 25P1g
B101B RPlox1c~111n TRB 250P1g J.

Figure 10 5 Tender Items
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The Tender Items module allows you to lIst all the Items to be mcluded m thIs bId When accessed,
It dIsplays a browse wmdow that provIdes a lIst of all Items by theIr urnque code m the stock
Inventory, the descnptIOn ofthe Items, and whether or not thIs Item IS a TItle Press <Ins> to add
an Item or select an Item from the lIst, and an addItIonal page WIll provIde detaIled mformatIOn For
new tenders, thIs optIon Immediately takes you to the Tender Forecast screen

The Tender Forecast screen provIdes addItIonal mformatlon about Items lIsted m thIs tender The
mventory code and a full descnptIOn of the Item IS provIded mcludmg ItS genenc/accepted and
supplementary name In addItIon, the purchase pack and warehouse pack are also specIfied The
final ten fields allow you to lIst the quantItIes that Will be reqUIred for each forecastmg urnt One
of the features of the tender management process IS that It allows the MS to forecast Item
reqUIrements for store branches In thIs MS system The forecast mformatIOn can be gathered by
generatmg a report on each store branch and estImatmg the forecastmg reqUIrements for a partIcular
Item INVEC-2 can provIde the report, thus allOWing you to estImate or forecast what your total
needs would be for a partIcular Item See Chapter 11 for detaIls on generatmg Reports

10 6 Quotations

The QuotatIOn field, when accessed, dIsplays a browse wmdow contalmng a lIst of all supplIers
blddmg on the process The browse wmdow provIdes mformatIOn by the urnque code of the
supplIer, the name ofthe supplIer, the lIst number ofthe supplIer, and the last date the quote IS valId
AddItIOnal mformatlon can be obtamed by selectmg an entry from the lIst ThIs addItIonal
mformatlon IS dIsplayed on the Bid by Supplzer page
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10 7 Sid by Supplier

s

ECDS9495 Bidding by Supplier
Uer 1 1

Supplier aACYl AKERICAn CYAnAMID COMPAny

List nUll • 1 quote valid until 39/e&/95 aT Code.- Preferred Currency USD H Z 71&9 19/e7/94D,,- te
AJIIDI CIF/FoB • C Relllilrk • I1emo 95

i-
F Prl.ary nanufacturer Country of Origin
U . .
S

i- quoted Items • Info 1-
D

~.~IIIIIIIIIIIIIIII~III..l........l...~-;:--- ~

Date Closed I I Date of Last Transfer I I III~

Delivery Details. Info Add Titles Process
Tender Itels Info quotations Info DOS

FI

I

Figure 10 6 BId By SupplIer

TIns page proVides the followmg mformatlon the supplIer's name and umque code, the lIst number
awarded by the tender board, and the quote-valId-untIl date (proVided by the supplIer) Once the
supplIer has submitted a bId, It WIll generally aSSIgn a date that the quote for the Items placed on the
tender WIll expIre

List # TIns field IS used to mdlcate what lIst number thIs supplIer has been
awarded

Currency The currency whIch WIll be used for thIs tender Usually, tenders are
conducted m one currency regardless ofthe supplIers ongm ThIs IS
why It IS suggested that you create a separate record for supplIers who
WIll be provIdmg tender Items TIns field, when accessed, can
proVide a browse WIndow lInked to the Rates ofExchange valIdatIon
file Select the currency type used for thIs tender, and the rate
mformatIOn WIll automatically be calculated and placed In thIs field
along WIth the last date thIs rate mformatIOn was changed

CIF/FOB The field provIdes an optIOn WIndow whIch IS used to mdIcate
whether the supplIer's quote mcludes cost, Insurance, and freIght (C),
or are free on board (F)
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Remark

Primary
Manufacturer

Country of Orlgm

Total Bid

Bid Security

Quoted Items
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The Remark field, when accessed, dIsplays an addItIOnal page
wmdow provIded to type detaIled mfonnatlOn about the supplIer m
tlus blddmg process InfonnatlOn here could possIbly be specIfic
contact names, as well as any other urnque InfonnatlOn that mIght aId
m the process of selectmg tlus supplIer for the bId

The name ofthe manufacturer mamly used on the quotes

The country ofongm of the Pnmary Manufacturer

The total amount bId for all Items

The total amount ofbId secunty

Tlus field, when accessed, dIsplays a browse WIndow lIstmg all Items
on whIch the supplIer has placed a bId The InfonnatlOn IS dIsplayed
by the urnque code number of the Item denved from your stock
mventory, as well as the descnptlOn of the Item Select an Item to
gam access to more detaIled mfonnatlOn The follOWIng IS a
dISCUSSIon of the InfonnatlOn presented on the Blddmg Infonnatlon
page
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10 8 Item B.ddmg Information

IDDI"G InFORMATIon
Tender ECDS~1~S Suppller ACYl AMERICAn CYAnAMID COMPAny LIst

ftresent Prlce-
Item aeleez ChloramphenIcol ZSMG/ML SUSP (PO) BOTT 7 4310

In Order --- Pack SIze
Req 1 x 1 BOTT Currency USD Pack Pr Ice (USD) Days
Offer 1 x • 1 BOTT 11 Z 71&9 Sea • zs ee 5

Date 19/97/~4 Air • eee· e
DOlt name Request Offer Loc e eo e

Roseau 9eee • 9eee Local DellV Costs. e ee
Grand Bay zsee • e
I1arlgot 3Se • 9 Forex Req (USD) Forex ReqCEC$)

e • 9 Sca • eee eao
9 • 9 AIr • 900 sao
9 9 Loc eoo eao
9 9
9 9 Pack Prlcc(EC$) Total UalueCEC$)
9 • 9 Sea &7 ~Z &1139Z SO
9 • 9 AIr eee eoo

Total 11859 989a Loc eee 990

Quotc Ualid Until • 39/e&/~S CIF/FOB • CI Awards a Dellvcry Info
Remark Product Detuls Info

Code of itcm with quote frDm this supplIer (PDpUp avaIlable)

Figure 10 7 Item BIddmg InformatIOn

I

The BId DetaIls page proVIdes detaIled InformatIOn about the Items on wluch the supplIer has placed
a bId InformatIOn dIsplayed, but not edItable, mcludes the tender number, the lIst number, and the
supplIer

Country

Item

Enter the country m WhICh the supplIer IS located

The Item field dIsplays the code for the Item WIth the quote from tlus
supplIer and automatIcally the descnptIOn ofthe Item When blank,
tlus field WIll proVIde a browse WIndow wluch WIll lIst all Items
aVaIlable to receIve a quote on by tlus tender The pnce for the Item
WIll also be dIsplayed

The second portIon of thIs field dIsplays the total number of each
Item requested by umt number, and below what the supplIer offers for
each umt sectIOn For example, If m your request you put that you
are requestmg 1000 stenle dIspenser brushes for each umt, the
supplIer would also proVIde you WIth InformatIon on how many of
those Items they could provIde for each umt AddItIOnally, the
mimmum number of packs and the pack SIze reqUIred by the MS IS
lIsted, as well as the correspondmg numbers offered by the supplIer
Umt pncmg should be completed for each mode ofdelIvery (sea, azr,
or local delzvery) In addItion, the number of days reqUIred for
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Quote Valid Until

Remarks

Manufacturer

Country of Orlgm
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delIvery by the specIfic mode should be stated

INVEC-2 automatIcally calculates the local umt pnce by sea, aIr, and
local delIvery based on the currency mformatIOn and the umt pnce
provIded by the supplIer The total local pnce IS calculated based on
the Items for each forecastmg penod If used, the foreIgn exchange
amount IS also dIsplayed

The date at whIch the supplIer wIll guarantee the quote of the Item
lIsted above

When accessed, thIs field dIsplays one lIne to mput mformatIOn that
can be used to contam any addItIonal InformatIOn concemmg the bId

The manufacturer of the Item may be placed here

Enter the country of ongm of the specIfic Item
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10 9 Award and Delivery Details

Tender ECDS!l4!15 Bidding InfDr-atlDn List nD 1

Supplier ACYl AMERICAn CYAnAMID COMPAny CDuntry P R

Itelll 9100Z Price 969

Umt-l Unit-Z Unit-3 Umt-4 TDtal
Request e 9 e 0= 9
Offer . 9000 9 • 9 • e = !Ieee

l11n Packs Pack Delivery Schedule
Beq 1 x 1 BOT
Offer 1 x 1 BOT Type Df Award aP Shipping • S 6!1
Lcl Del CDst Total Award Units '1990

Local Unit Price TDt
Sea 67 !lZ Delivery 1 ZZ59 39/98/'15
Air 9ee Delivery Z . 4500 • 39/19/!15
Loc 900 Delivery 3 ZZ59 31/1Z/'I5

QUDte Valid Until 39/96 Dehvery 4 . e I I
Manufacturer • -----------

Bellunder e -
Award 4 Del Detuls In

PIS Prillary or Selondary Award

FIgure 10 8 Award and DelIvery Detal1s

When accessed, tins page dIsplays delIvery InfOrmatIOn based on the award status of tins partIcular
supplIer Ifthe supplIer w111 be awarded thIs Item, speCIfy that InfOrmatIOn In the field labeled Type
ofAward ThIs InformatIon IS prOVIded by an optIOn WIndow where your chOIces WIll be No Award,
Przmary, or Secondary Ifthe Item has been awarded to tins supplIer, the shIppIng method (sea, air
or local) must also be entered here An optIOn WIndow IS proVIded AddItIonally, you WIll enter the
total number ofumts awarded to thIs supplIer FInally, complete the delIvery schedule based on the
InfOrmatIOn proVIded by the supplIer
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10 10 Product Details

Tender ECDS9495 Bidding Information List no 1

Suppher • ACYl AMERICAn CYAnAMID COMPAny Country • P R

Itell 91eGZ Price 990

Unlt-l Unit-Z Umt-3 Unit-4 Tobl
Request e
Offer . Brandnalle aTYLEIIOL 13 9eoe

nanuCacturers Code 93-54T'i
nl Registration lIull • C

Req 1 Test Required • n • USD
Offer • 1 Test Received n Z 71&9
Lcl Del Test Passed II /97/94

Local Value
Sea eo
Air Logo Required • 'i eo
Loc 99
quote Val
I1anuCactu

Award 0\ Del Detuls InCo Added Details • InCo

I

Figure 10 9 Product DetaIls
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The Product DetaIls field also displays a page providing you With additIonal infOrmatIOn about thIs
particular Item for the tender process You would enter the brand name for the Item, the
manufacturer's code, the registratIon number, Ifany tests were reqUIred, If they were received, and
Ifthe Item passed the test AdditIonally, you would indicate whether a logo IS reqUIred for thIs Item
ThIs InformatIon IS used by INVEC-2, once thIs has been awarded, to update the Inventory and
SupplIer master database files After all thIs infOrmatIOn has been entered, thIs process can be
repeated for any other supplIer bidding on Items for thIs tender
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11.0 REPORTS
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As stated earlIer, INVEC-2's reportmg module can be extremely helpful In evaluatIng and
momtonng stock quantItIes and cost expendItures Tills menu optIon provIdes access to the vanous
reportIng modules The followmg IS a descnptIOn ofeach menu optIOn avaIlable under the reports
optIon

11 1 INVEC-2 Standard Reports

ThIs optIon contams over 30 standard reports to assIst you willIe you keep track of all pertInent
InformatIon needed to manage the MS It IS Important to remember that, as good as tills feature IS,
It can only generate reports based on the InfOrmatIOn entered by the users ThIs makes It ImperatIve
that the InfOrmatIOn entered be correct and up-to-date

The follOWIng IS a bnef descnptIOn of all the standard reports generated by INVEC-2

FACILITY - Accounts ReceIvable
ThIs report generates a lIst of all accounts receIvables by facIlItIes sorted by date WIth theIr
correspondIng mVOlce numbers It also provIdes a detaIl lIstmg ofthe dates Items were receIved and
sillpped You may pnnt tills InfOrmatIOn for one faCIlIty only, by speclfymg the faCIlIty name In the
InteractIve query mode

FACILITY - By Code
Tills report generates a lIst of all faCIlItIes sorted by theIr code number The faCIlIty name and
address, phone number, and contact person are lIsted for each faCIlIty code When pnnted, tills
report can be used to proVIde qUIck access to tills InfOrmatIOn m places where the system IS not
readIly aVaIlable You may pnnt tills InfOrmatIOn for one faCIlIty only, by speclfymg the faCIlIty
name In the InteractIve query mode See AppendIx B for detaIls

FACILITY - By Name
ThIs report generates a lIst of all facIlItIes sorted by theIr name The faCIlIty name and address,
phone number, and contact person are lIsted for each faCIlIty When pnnted, thIS report can be used
to proVIde qUIck access to thIS mformatIOn m places where the system IS not readIly aVaIlable You
may pnnt tills InfOrmatIOn for one faCIlIty only, by specIfymg the faCIlIty name m the mteractIVe
query mode See AppendIx B for detaIls

FACILITY - DelIvery Routes
ThIs report provIdes delIvery route mformation

mSTORY ISSUES BY FACILITY

1
~,
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ThIS report generates a detaIled hIstory of Issues by facIlItIes sorted by mventory code The
descnptIOn, date, quantIty ofeach Item, the delIvery pnce and mVOIce assocIated WIth each Issue are
also lIsted for each facIlIty You may pnnt thIs mformatIOn for one facIlIty only, by specIfymg the
facIlIty name m the mteractive query mode

HISTORY RECEIPTS BY SUPPLIER
ThIS report generates a detailed hIstory of receIpts by supplIer Data IS sorted pnmanly by supplIer
code and then by mventory code The date, quantIty, delIvery pnce, receIvmg report code and
mVOIce assocIated With each receIpt are also lIsted for each facIlIty You may pnnt thIs mformatIOn
for one facIlIty only, by specIfymg the facIlIty name m the mteractIve query mode

POS - Pendmg by Item
ThIs report produces a lIst ofall pendmg orders sorted by Item You may specIfy m the mteractive
mode that you Wish to lIst all tender Items, non-tender Items, drugs, or any specIfic category of
Items You may also specIfy the time penod to be covered by the report

POS ~ Pendmg by Supplier
ThIs report IS sImIlar to the one above, but sorted by supplIer mstead ofby Item ThIS WIll allow you
to hIghlIght overdue Items As IS the case above, you may speCIfy any cntenon you Wish to
customIze m the report usmg the mteractive query mode

SALES INVOICE DETAILS
ThIs report generates a detaIled lIst of sales mVOIces, sorted pnmanly by mVOIce number The
faCIlIty code, date, mventory code, quantity requested, quantity allocated, quantity receIved, and the
cost are also lIsted for each facIlIty You may pnnt thIs mformatIOn for one faCIlIty only, by
specIfymg the facIlIty name m the mteractIve query mode

STOCK - ABC AnalysIs
ThIs report generates a lIst ofall prescnbed drugs based on the total past consumptIOn Drugs used
most frequently Will be aSSIgned as an A category, and drugs used the least asSIgned a C category
If you want to focus on a certam penod of time (by months), you may use the query to speCIfy the
months to mclude To do thIs, you must select MTH_IN_->MTH_YR m the query, and put the date
m the format YYYY- M (for example 1995-12 or 1996- 2) If the month you Wish to use IS a one­
dIgIt month, you must put a space before the dIgIt ofthe month For examples, see the consumptIon
section of the stock master database

STOCK - Adjustments by Code
ThIs report generates a vanance report sorted by name The mventory code, date, account, mVOIce,
actIOn, quantity, and tIme are also lIsted for product
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STOCK - Adjustments by Name
TIns report generates a varIance report sorted by name The mventory code, date, account, mVOIce,
actlOn, quantIty, and tlme are also hsted for product

STOCK - All Stock by Code
TIns report produces a hstmg of all Items m your Master Stock database, sorted by code for each
drug, medIcal supply, and other category Ifyou wIsh the report to mclude only drugs, or some other
cntena, use the mteractlve query mode to specIfy an additlOnal field on wmch the report should be
sorted

STOCK - All Stock by Name
TIns report produces a hstmg sImIlar to the one above, but sorted by the Item descnptlOn, rather than
by the Item code The same cntena optlOns are avaIlable

STOCK - Available (No Detail) by Code
Thts report generates a hst ofavaIlable Items sorted by CMS code The CMS code, descnptlOn, use
level, VEN class, current m Issue, stock urnt, earhest expIry, stock level, average montWy
consumptlOn, Issue umt cost and extended cost fields are also hsted m thIs report

STOCK - AvaIlable (No DetaIl) by Name
'j ThIs report generates a hst ofaval1able Items sorted by CMS code The CMS code, descnptlOn, use

level, VEN class, current m Issue, stock umt, earhest expIry, stock level, average montWy
consumptlon, Issue urnt cost and extended cost fields are also hsted m thIs report

STOCK - Detail by Lot by Code
For every aVaIlable (on hand) Item m your mventory, thIs report Will detaIl mformatlOn on all lots,
sortmg them by the Item code

STOCK - Detail by Lot by Name
TIns report pnnts out the same as the above report, but the Items are sorted by theIr descnptlOn rather
than by the Item code

STOCK - Expired Items by Code
ProVIdes a detaIl ofall aval1able Items whIch have expIred, or have no expiratlOn date hsted This
report IS sorted by the Item code

STOCK - Expired Items by Name
ThIs proVIdes a detaIl of all avaIlable Items WhIch have expued, or have no expuatlon date hsted
Thts report IS sorted by the Item descnptlOn

STOCK - List for Distribution by Code
Thts report generates a dIstnbutlOn hst of CMS stock sorted by code ThIs comprehensIve report
mcludes data such as CMS code, descnptlOn, strength, form, route, Issue umt, Issue SIze, use level,
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STOCK - List for DistributIOn by Name
Tlns report generates a detaIled dIstnbutlOn lIst of CMS stock sorted by product name In creatmg
thIs report, data such as CMS code, descnptlOn, strength, form, route, Issue umt, Issue SIze, use level,
VEN class, status and Issue urnt cost, are provIded

STOCK - Out of Stock by Code
ThIs report generates a lIst ofItems currently out ofstock, and specIfies the number ofdays the Item
has been out of stock ThIs lIst IS sorted by the Item code for each category (drug, medIcal supply,
and other)

STOCK - Out of Stock by Name
ThIs report produces a lIst sImIlar to the one above, but the Items are sorted by theIr descnptlOn
rather than the Item code

STOCK - Phys Inven AdJ by Code
After takmg Inventory, the adjustment sheet IS used to adjust your stock levels ThIs sheet IS sorted
by code for each category, and provIdes the current stock level In Issue urnts

STOCK - Phys Inven AdJ by Name
After takIng Inventory, the adjustment sheet IS used to adjust your stock levels ThIs sheet IS sorted
by Item descnptlon for each category, and provIdes the current stock level In Issue unItS

STOCK - Phys Inven Sheet by Code
ThIs sheet IS used for takIng Inventory ThIs report lIsts all Items that are In the Master Stock
database, and IS sorted by code for each category You may also want to sort the Items by locatIOn
whIch would make It eaSIer to use the sheet dunng the actual Inventory process

STOCK - Phys Inven Sheet by Name
ThIs produces the same count lIst as above, but the Items are sorted by theIr descnptlOn rather than
Item code ThIs IS helpful If your Items are stocked accordIng to therr names

STOCK - VALUATION
ThIS optIOn generates a Pharmacor-entrea Inventory ValuatIOn report whIch gIves the strength/value
ofeach drug based on product code Included In thIS report IS data on Inventory code, accepted name,
strength, form, route, stock (quantIty), average cost and extended cost

SUPPLIER - Accounts Payable
ThIs report IS used to produce a lIst ofall transactions made With each suppher These transactIons
Include completed and outstandIng payments

SUPPLIER - List of Suppbers by Code
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ThIS report may be used as a dIrectory of all supplIers In the Master SupplIers database file Thts
lIst IS sorted by the supplIer code

SUPPLIER - List of SupplIers by Name
Thts produces the same report as above, however the supplIers are sorted by name

VALIDATION REPORTS
These reports SImply lIst all InformatIon entered In each valIdatIOn database file For each report,
the InfOrmatIOn IS sorted by the code field The avaIlable valIdatIOn reports are

Customer Level
Inventory Group Headers
ProvInces and Districts
Responsible AuthoritIes

Storage LocatIOns
Store Branches
Therapeutic Class
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11 2 Generatmg INVEC-2 Standard Reports

INUEC2 Pr1nt Job Request

Report Nallle

Pr1nter/F11e Dest

FACILITY-Accounts Rece1uable

D

S

F11e Output Nallle

NUlllber of Cop1es • 1

Beg1n w1th page

Scope

Low Scope Ualue

H1gh Scope Ualue

Do You Want a Query S

PreU1ew • N

1 End page 999

Figure 111 Reports - Pnnt Job Request

To generate a standard report, select INVEC Standard Reports from the Reports Menu on the mam
screen From the R&R Pnnt Job Request wmdow press the <ENTER> key, to access the R&R
Master Control FIle browse wmdow ThIs wmdow contams the lIst ofall INVEC-2 standard reports
Once you've selected the report you wIsh to have generated, the INVEC-2 Reports SpecIficatIOn
wmdow WIll appear Use thIS wmdow to set up any specIal parameters for your report

The followmg IS a descnptIOn of the varIOUS parameters aVaIlable for you to generate the report

Report Name

Prmter/Flle
Destmatlon

SpecIfy the name of the report

ThIs optIon wmdow allows you to select the devIce to which your
output Will be dIrected If you Wish to have the report dIsplayed on
your computer screen, choose DISplay Choosmg ASCII file Will
cause your report to be sent to a file on your computer's hard dnve
ThIs IS useful If you Wish to have the report saved to dIsk, or If you
wIsh to pnnt the file at a dIfferent locatIOn ASCII files can be
pnnted out Without requmng the ongmal program SelectIOns 1-8
contam configuratIOn optIOns for vanous pnnters m your store
Dunng the setup process (see Chapter 2), the system was configured
based on the kmd of pnnter you would be usmg If you only have
one pnnter m your faCIlIty, you can probably assume that Pnnter #1
has been configured for that pnnter
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File Output Name

Number of Copies

Began With
Page I End Page

Scope

Low Scope Valuel
High Scope Value
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Ifyou select ASCII file as your output destmatlOn, enter the file name
to whIch you want to have the report saved

Enter the number ofCOpIes ofthe report you would hke the system to
pnnt Tills means that once the report IS generated, the system Will
pnnt the specIfied number of COpIes of the entire report

Choose the page number you want the system to start pnntmg For
example, Ifyou generated a report With 25 pages, but the mformatIOn
you specIfically wanted started on page 5, then enter page 5 m tills
field In addItIOn, If the report contams more pages than you Wish to
pnnt, use the END Page field to speCIfy the last page number to pnnt

Tills function establIshed the follOWing report parameters
S - As <S>aved With the Ongmal Report
o -<O>vende With Current Request
E - Report on <E>ntIre Database

If the Saved optIOn IS selected, the pop-up Window "Do You Want a
Query" appears dlsplaymg the above three scope parameters, as well
as tills chOIce

I - InteractIve Query Interface at RuntIme

Selectmg any of these optIOns wIll reveal the R&R Interactive
PreVIew Wmdow See PreVIew below for addItIOnal InformatIOn

These parameter optIOns are accessIble If <0> for Ovende With
Current Request IS selected m the Scope field
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Do You WantA
Query

Preview
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Tills optIOn allows you to customIze the report to your own
specificatlons and cntena, If necessary, m addItIOn to the standard
cntena For example, If you Wish to generate an out of stock report,
but you only want that mformatIOn for the Items m your database that
are consIdered medIcal supplIes, you would choose to enter the
mteractlve query mode, and specIfy "DMO='M'" See AppendIx B
for detaIls on creatmg additlonal quenes

The optIOn wmdow gIves you two chOlces, allowmg you to mdicate
whether you want to use the cntena establIshed With the Standard
Report (S), or buIld your own query usmg the InteractIve Query
Interface (1) The InteractIve mterface reqUlres a good working
knowledge ofR&R Report Wnter (see Appendix B for R&R query
commands) Once you've selected the deslfed cntena, INVEC-2 wIll
begm to generate the report

The PrevIew optIOn Window allows you to send a sample ofthe report
to the screen, before generatmg the actual report It mIght prove
beneficIal to prevIew the report before sendmg It to the pnnter Tills
would allow you to venfy that all the mformatIOn IS correct before
pnntmg Dependmg on the SIze of your database files, and the
speCIfic report requested, these reports can become extremely long
PrevIewmg would certamly save tlme and paper m the event you
would have to make changes to complete the report

OptIOn P causes the report to be dIsplayed m a grapillc mode ThIS
mode displays the report m a pIcture or snapshot format After
vIewmg the report m tills mode, press the <ESC> key and choose
eIther G to have the report generated and pnnted, or C to return to the
reports menu

OptIOn D causes the report to be dIsplayed m the standard R&R
mteractlve VIew ThIS VIew dIsplays the report m the same mode as
If choosmg to send the report to your computer screen See SectIOn
3 6 for dewls on the R&R screen commands Once you have
completed the preVIew, choose G to generate the report or C to cancel
and return to the reports menu

Optlon N should be selected when you have no need to preVIew the
report before pnntmg

Once you have completed the Prmt Job Request Form and have
accepted your changes, R&R wIll begm generatmg the report based
on the optIOns chosen
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11 3 Tender Reports

163

The Tender Report optIOn allows you to generate several reports whIch can be used to morutor the
tender procedures Selectmg this optIOn dIsplays an addItIOnal menu presentmg all aVaIlable reports
to be generated for the tender procedure The followmg IS a descnptIOn ofeach report aVaIlable

Tender Document - ThIs optIOn allows you to generate the document whIch Will be submItted to
the vanous supphers bIddmg on a speCIfic tender The document prOVIdes all detaIled mformatlOn
about the tender mcludmg the Item codes and descnptIOns lIsted m the tender, as well as packagmg,
delIvery reqwrements, and pncmg mformatIOn

Tender Checklist (by supplier) - ThIs report generates a lIst of all bIds receIved from supplIers
InformatIOn m this report mcludes the supplIer's mmllTIum package, pack SIze, and pnce quotes for
the vanous delIvery modes, as well as currency InformatIon ThIS report IS most helpful when
awardmg the bIds to speCIfic supphers

Comparison List (by Item) - Tlns report generates a hst ofItems mcluded m the tender For each
Item lIsted, supplIer quotatIOns are proVIded allowmg you to compare bIds on an Item-bY-item baSIS
ThIs IS most helpful If you mtend to award Items on the tender to dIfferent supplIers

Tender Acceptance List - Tlns final report generates the hst of Items awarded to each suppher
Once awarded, thIs report may be used to confirm the award and to venfy quotatIOns sent by the
supplIer

Generating Tender Reports

To generate tender reports, SImply select the tender code (browse Window avaIlable) for the
document you Wish to have pnnted and choose your output destmatIOn Ifyou selected to have your
report sent to the screen, see Section 3 6 for detaIls on usmg the R&R Screen DIsplay Commands
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11 4 History Files

The HIstOry files, when selected, provIde several optIOns from whIch you can obtaIn hIstoncal
InfOrmatIOn HIstOry files are for InfOrmatIOn purposes only, and are all dIsplayed In a browse
WIndow, therefore the InfOrmatIOn cannot be edIted In thIs portIOn of the program

Currency Change History - provIdes a browse Window contaImng the last date a rate change was
made for the vanous currenCIes lIsted It IS Important to note that currency rate changes made wIll
only affect new transactIons The system Will not update any old purchase orders, or tenders that
have already been actIvated

Stock Adjustment - lIsts all stock adjustments for Items In the stock database When selected, a
browse WIndows appears lIstIng the Item's code number, eXpIratIOn date, and lot number AddItIOnal
InfOrmatIOn Includes the amount added (negatIve adjustments are noted With a mInUS (-)), the new
balance, the specIfied reason, the user makmg the change, and the date and tIme of the change
Remember to use the nght arrow key to VIew any addItIOnal fields not VISIble In the browse Window

Stock TransactIons - dIsplays a browse Window lIstIng all transactIons processed, by the Item code
The InformatIon provIded Includes the transactIon date, quantIty processed, balance, urnt pnce,
locatIOn (If speCIfied), reCeIVIng report number, faCIlIty code, sales order number, and expIratIon
date Items shIpped to faCIlItIes Will lIst the sales order number, whIle Items receIved from supplIers
Will contaIn a reCeIVIng report number

Bank Transactions - dIsplays a browse WIndow lIstIng all transactIOns processed, by the bank
account number The InfOrmatIOn proVIded mcludes the amount of the transactIOn, the reference
number (receIVIng report # or PO #), the date of the transactIon, and the account balance
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The MedIcal Stores Summary IS mcluded as the last report m the Report optIon To access the
summary form select Medical Stores Info from the Reports menu ThIs form contams an up-to- date
summary account statement ofall purchase and sale transactlons made ThIs summary screen allows
you to track your expendItures and the Impact they have had on the medIcal store's budget To
obtain a pont out of this form, press the <ShIft> and <Prt Sc> (pont Screen key)

At the begmmng ofthe fiscal year, data on the MS and faCIlIty budgets should be entered by the MS
manager m SupervIsor Mode Budgets can be adjusted dunng the year m the same way All other
mfonnatIon on the MedIcal Stores Summary fonn IS generated by INVEC-2

As data on orders Issued and receIved are entered mto the system, INVEC-2 WIll automatIcally
update the fields on this fonn

I tI E D I CAL S lOR E S S U tI tI A R Y I
PURCHASES Budget th1S Year Rece1ued th1S Yeap 1'I0nth to Date

Drugs o 00 o 00 9 90
Supphes • o 09 o 90 9 90
Other • 000 9 90 9 00
Total o 00 o 00 9 80

Pa1d to Supp11ers Balance Supp11ers Funds Rvulable -
9 09 o 90 9 99

SALES Budget th1S Year Sh1pped th1S Yeap 1'I0nth to Date

Drugs • 8 80 o 90 9 09
Supphes • o 00 o 90 o 00
Other • 000 090 o 80
Total 800 o 08 9 80

Pa1d by Fac1l1t1es Balance to Rece1ue Sales ShU ReqU1red -
800 o 00 9 80

Stock Cost Pr1ce Stock Sales Pr1ce Ualue on Order
000 o 00 o 00

Figure 11 2 MedIcal Stores Summary

11 6 Delivery Reports

TIns menu optIOn prOVIdes reports on the delIvery ofIssues by provmce and by dIStnct The pnmary
screen reqUIres that you setup the report or pnnt To setup thIs report, you must speCIfy the type of
report, provmce, a partIcular dIStnct or all dIStnCtS WithIn that provmce, and the speCIfic dates you
want mcorporated mto tIns report To pnnt a delIvery report, you must enter the same mfonnatlon
as m the Setup report process and select pnnter, dIsplay (on screen) or RR Wmdow as the report
destlnatIOn
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11 7 Medical Stores Budget

Budget InformatIon IS only accessIble by authonzed personnel

11 8 Crosstab Menu

The Crosstab menu prOVIdes you With a senes ofreport optIons that have been cross referenced With
other areas of the program

Reports System Setup tla:Lntenance

INUEC Standard Reports
Tender Reports
H:Lstory F:Lles
tled:Lcal Stores Info
Del:Lvery Reports
tled:Lcal Stores Budge
Cross Tab tlenu
Usage Reports

Crosstab Data Create
Prov:Lnce Report
Hosp:Ltal Report
Prov:Lnce/Hosp:Ltal

1- D:Lstr:Lct Level
Fund:Lng Sources
Generate Quarter
Quarterly Issues

Figure 11 3 Crosstab Screen

To run the cross-tab report, the cross-tab data create optIOn must first be used Many ofthese reports
are desIgned to use certam codmg systems m the facIlItIes' and supplIers' codes, so they may not
work for all users For example, the reports assume that the facIlItIes are coded With two dIgItS for
the provmce+two dIgItS for the diStrICt+2 dIgIts for the locatIOn Ifa dIfferent codmg system IS used,
the cross-tab reports Will not work unless the report ItselfIS edIted usmg the Report Wnter software

Crosstab Data Create
ThIs optIon generates crosstab data To compIle thIs report, you must specIfy the startmg date ofthe
report, the endmg date, and a descnptIOn of the report The process field uses the mformatIOn
entered to pull the report together ThIs screen also gIves you the optIOn of specIfymg If you want
to mclude budget InformatIOn m your report

Province Report
ThIs optIOn dIsplays the dIstrIbutIOn ofproduct to each provmce ThIs report screen reqUIres that

you specIfy the destmation ofthe report as pnnter, dIsplay (on screen) or RR Wmdow
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Hospital Report
Thts optIOn IS utIlIzed to generate a central hospItal report ThIs report screen reqwres that you
specIfy the destmatIOn ofthe report as pnnter, display (on screen) or RR Wmdow

Provmce/Hospltal
ThIs optIOn produces an aggregate report ofboth the provmces and the hospItals ThIS report screen
reqUIres that you specIfy the destmatIOn ofthe report as pnnter, dIsplay (on screen) or RR Wmdow

District Level
ThIs optIOn provIdes a report of each provmce by dlstnct The screen reqUIres you to specIfy the
provmce codes to be mcluded m the report For example The first code would be the code for
provmce 01, and the last code would be for provmce 08 Once the appropnate data IS selected, you
must specIfy the destmatIon of the report as pnnter, dIsplay (on screen) or RR Wmdow

Fundmg Sources
ThIs optIOn produces a lIst of fundmg sources by provmce ThIs screen reqwres that you enter the
provmce code, and specIfy the begInnIng and endmg dates you want mcluded In the report Once the
appropnate data IS entered, you must specIfy the destInatIOn of the report as prInter, dIsplay (on
screen) or RR Wmdow

Generate Quarter
ThIs optIOn creates a quarterly report USIng accumulated data INVEC-2 automatIcally dIsplays the
date of the last quarter To produce thIs report, SImply press <Enter>

Quarterly Issues
ThIs optIon produces a report of Issues for the quarter You have the optIOn of generatmg a report
based on a speCIfic category or leaVIng the field blank to Include all categones Once your selectIon
IS made, mdlcate the number of quarters to be Included m the report and specIfy the destmatIon of
the report
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11.9 Usage Reports

Usage Reports provIdes you With a senes ofreport optIOn The folloWing IS a bnef descnptlOn of
these reports

Reports System Setup Ma:Lntenance He III

INUEC Standard Reports
Tender Reports
H:LStOl~y F:Lles
Med:Lcal Stores Info
Del:Luery Reports
Med:Lcal Stores Budgets
Cross Tab Menu
Usage Reports

Fac:LI:Lty Issues
Prou:Lnc1al Issues
Product Issues
Product Orders/Rece1pts
Product Rece1pts
Suppl1er Products
Inuentory POS:Lt1on
Inuentory Lot/Exp:Lry

L...-------------IABC Ualue Analys1sL Stock Returns by Ualue
Stock Returns by Item
Annual Drug Order
CMS Performance

-------------IOut of Stock

Figure 11 4 Usage Reports Screen

FacIlity Issues
ThIs report gIves you a lIstIng ofall Issues for selected facIlItIes

Provincial Issues
Generates a report of all Issues made from eMS to a partIcular proVInce

Product Issues
Generates a report of whIch facIlItIes receIved each product

Product Orderl Receipts
Generates a report of orders and receIpts for a speCIfic penod

Product Receipts
Generates a product receIpt report

Supplier Products
Generates a supplIer products report

Inventory Position
Generates an Inventory posItIon report
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Inventory Loti Expiry
Generates a report that detaIls mventory by lot and expIry date

ABC Value AnalysIs
Generates an ABC Value AnalysIs report

Stock Returns by Value
Generates a report ofreturns by value

Stock Returns by Item
Generates a comprehensIve lIst of all returned stock

Annual Drug Order
Generates a report of annual drug reqUIrements

CMS Performance
Generates a report on eMS performance

Out of Stock
Generates a report of all out of stock Items

1110 Sample INVEC-2 Standard Reports
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The folloWIng pages contam a sample of the reports that may be generated usmg the INVEC-2
Standard Reports optIOn
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FACILITY INFORMATION - 29/10/94

Query Include all records

COMPOUNDING SECTION(3604)
C M S
Telephone 82060
Contact Person(s) 0 ST JEAN

H LIBURD

ROSEAU HEALTH DISTRICT (3605)
ROSEAU HEALTH CENTRE
ROSEAU, DOMINICA, W I
Telephone 83042
Contact Person(s) EDMOND SEVERIN

PORTSMOUTH HEALTH DISTRICT (3606)
PORTSMOUTH HEALTH CENTRE
PORTSMOUTH, DOMINICA, W I
Telephone 55016
Contact Person(s) MR PAUL PETER

MRS YOLANDE CASIMIR

MARIGOT HEALTH DISTRICT(3607)
MARl GOT HEALTH CENTRE
MARIGOT, DOMINICA, W I
Telephone 57271
Contact Person(s) MR HERMAN JAMES

GRAND BAY HEALTH DISTRICT(3608)
GRAND BAY HOSPITAL
GRAND BAY, DOMINICA W I
Telephone 63706
Contact Person(s) MRS T SHILLINGFORD

DR NASIRO

LA PLAINE HEALTH DISTRICT(3609)
LA PLAINE HEALTH CENTRE
LA PLAINE, DOMINICA, W I
Telephone 62051
Contact Person(s) MR CLOVEL DAVID

CASTLE BRUCE HEALTH DISTRICT(3610)
CASTLE BRUCE HEALTH CENTRE
CASTLE BRUCE, DOMINICA, W I
Telephone 60112
Contact Person(s) MR MC DONALD BANNIS

Page No 1



LIST OF ITEMS AVAILABLE (SORTED BY CODE) - 29-0ct-1994

Query Include all records where (MASTER->STOCK lS

greater than '0") LEVEL CURRENT STOCK EARLIEST STOCK AVG AVG
LEVEL MONT CONS UNIT COST

CMS CODE DESCRIPTION OF USE IN ISSUE UNIT EXP DATE
01002 CHLORAMPHENICOL 25MG/ML SUSP (PO) H 31 BOTT Sep-1997 NOT USED 0 7 4310
01003 CHLORAMPHENICOL 250 MG TAB (PO) H 900 TAB Nov-1995 NOT USED 0 o 1382
01004 CHLORAMPHENICOL 1 G INJ H 110 VIAL Nov-1996 NOT USED 0 3 4355
01005 ERYTHROMYCIN 250 MG TAB (PO) F 27490 TAB Apr-1995 27 2 1012 o 1492
01007 GENTAMYCIN 80MG/2ML AMP H 1772 AMP Jan-1997 77 0 23 o 2583
01009 STREPTOMYCIN SULPHATE 1 G INJ (INJ) F 75 VIAL Mar-1996 NOT USED 0 1 3967
01010 TETRACYCLINE HCL 250 MG CAP (PO) F 2000 CAP Jul-1995 NOT USED 0 o 0457
01011 AMOXICILLIN 250 MG TAB (PO) F 24500 TAB May-1996 8 4 2905 o 1281
01012 AMPICILLIN 500 MG AMP (INJ) F 315 AMP Jun-1996 22 5 14 1 1193
01014 PENICILLIN G BENZATHINE 2 4 MU VIAL (PO) F 356 VIAL Sep-1996 2 1 124 1 5888
01015 PENICILLIN G SODIUM 1 0 MU VIAL (INJ) F 544 INJ Mar-1995 NOT USED 0 2 5900
01016 CLOXACILLIN SODIUM 250 MG TAB (PO) F 20900 TAB Feb-1997 98 1 213 o 1484
01017 CLOXACILLIN SODIUM 25MG/ML SUSP (PO) F 369 BaTT Sep-1996 30 8 12 3 1087
01018 CLOXACILLIN SODIUM 500 MG INJ (INJ) F 2708 AMP Jun-1996 NOT USED 0 1 3668
01020 PENICILLIN V 25MG/ML SUSP (PO) F 82 BaTT Mar-1995 6 8 12 2 3417
01021 PENICILLIN G PROCAINE 4 8 MU INJ (INJ) F 345 VIAL Nov-1995 31 4 11 3 9367
01022 RIFAMPICIN 300 MG TAB (PO) F 600 TAB Jul-1995 NOT USED 0 o 4030
01024 GRISEOFULVIN 125 MG TAB (PO) H 1000000 TAB Sep-1996 NOT USED 0 o 0891
01026 NYSTATIN 5MU TAB ( PO) F 400 TAB Oct-1995 NOT USED 0 o 1557
01027 NYSTATIN 1 MU SUSP (PO) F 185 BOTT Sep-1995 92 5 2 6 8711
01028 RIFAMPICIN 150 MG TAB (PO) F 1500 TAB Jun-1996 NOT USED 0 o 2445
01030 ERYTHROMYCIN ETHYL SUCCINATE 25 MG/ML SUSP (PO) F 303 BaTT Mar-1996 3 2 95 4 4350
01034 CYTARABINE 100MG VIAL (INJ) H 5 VIAL Jul-1991 EXPIRED o 0 0 25 7146
01036 CEPHALEXIN 500MG CAP (PO) H 1000 CAP Feb-1995 NOT USED 0 o 6208
01037 CEPHALEXIN 250MG TAB (PO) H 2000 TAB Feb-1995 NOT USED 0 o 2589
01038 CEPHALEXIN 500MG AMP H 800 AMP Sep-1996 20 0 40 2 4142
01039 AMOXICILLIN 500MG TAB (PO) F 13000 TAB Nov-1996 29 2 445 o 2436
01040 TIGARCILLIN 3G INJ (INJ) H 20 AMP Nov-1992 EXPIRED o 0 0 29 1870
01041 PENICILLIN G BENZYL 5 MU INJ (INJ) F 600 VIAL Apr-1997 NOT USED 0 2 1838
01042 AMOXICILLIN 25MG/ML SUSP (PO) F 926 BaTT Dec-1997 46 3 20 2 8360
01044 DOXYCYCLINE CAPSULE 100MG CAP (PO) H 2500 CAP Sep-1994 EXPIRED NOT USED 0 o 1797
01045 CLOXACILLIN 500MG CAP (PO) F 13000 CAP Feb-1997 32 2 404 o 2968
02005 MORPHINE SULPHATE BP POW (CPD) R 100 TIN Nov-1993 EXPIRED NOT USED 0 20 4458
02007 PETHIDINE HCL 50MG/ML AMP (INJ) F 2400 AMP May-1998 NOT USED 0 o 9724
02008 PETHIDINE HCL 100MG/ML AMP (INJ) F 1710 AMP Jun-1998 NOT USED 0 1 1410
02012 MORPHINE MIXTURE 0 1 % MIXT (PO) F 3 LITRE NOT USED 0 22 5300
02013 FENTANYL CITRATE 50MCG/ML AMP (DD) H 200 AMP Oct-1996 NOT USED 0 3 4619
03002 DEXTROSE/SODIUM CHLORIDE 4 3~/0 18 INJ F 2 EACH Dec-1994 NOT USED 0 3 1827
03004 DEXTROSE IN WATER 5% IV ( IV) F 445 VIAL Nov-1994 NOT USED 0 3 3104
03005 DEXTROSE IN WATER 10 "6 VIAL (INJ) F 96 VIAL Feb-1995 NOT USED 0 3 5420
03006 HARTMANS B P VIAL (INJ) F 815 VIAL Sep-1995 34 0 24 6 3531
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C \TEMP\MASTER DBF
Pr1nted 29/10/94 07 05

STOCK DATABASE SORTED BY CODE

Query Include all records

STORE
U V FAC

BUD- S E ORDERED SECUR- FOR
ORDER

CODE
FROM

UNIT
DESCRIPTION
STATUS COST

STRENGTH FORM ROUTE

ISSUE

UNIT

ISSUE

SIZE GET E N FROM

STORE

TEMP NATURE ITY EX CLASS

01001 Amphoter1c1ne B 250 mg TAB PO TAB D H N F C
o 48

01002 Chloramphen1col 25MG/ML SUSP PO BOTT D H N F None C
7 43

01003 CHLORAMPHENICOL 250 MG TAB PO TAB D H N F C
o 14

01004 CHLORAMPHENICOL 1 G INJ VIAL D H N F B

3 44
01005 ERYTHROMYCIN 250 MG TAB PO TAB D F N F A

o 15
01007 GENTAMYCIN 80MG/2ML AMP AMP 2 ML D H N F C

o 26
01009 STREPTOMYCIN SULPHATE 1 g INJ INJ v1al D F N F C

1 40
01010 TETRACYCLINE HCL 250 mg CAP PO CAP D F N F C

o 05
01011 AMOXICILLIN 250 mg tab PO tab D F N F A

o 13
01012 AMPICILLIN 500 MG AMP INJ AMP D F N F A

1 12
01013 AMPICILLIN 25 mg/m1 SUSP PO BOTT 100 ml D F N F C

2 46
01014 PENICILLIN G BENZATHINE 2 4 MU VIAL PO VIAL D F N F C

1 59
01015 PENICILLIN G SODIUM 1 0 MU VIAL INJ INJ D F N F B

2 59
01016 CLOXACILLIN SODIUM 250 MG TAB PO TAB D F N F B

o 15
01017 CLOXACILLIN SODIUM 25MG/ML SUSP PO BOTT 100 ML D F N F B

3 11
01018 CLOXACILLIN SODIUM 500 MG INJ INJ AMP D F N F A

1 37
01019 PENICILLIN V 250 MG TAB TAB TAB D F N F C

o 06
01020 PENICILLIN V 25MG/ML SUSP PO BOTT D F N F

-..'!.
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C

01021

01022

01023

01024

01025

2 34
PENICILLIN G PROCAINE

3 94
RIFAMPICIN

o 40
AMPHOTERICIN B

o 00
GRISEOFULVIN

o 09
GRISEOFULVIN

o 37

4 8 MU

300 mg

50 mg

125 mg

500 mg

INJ

tab

vla1

tab

tab

INJ VIAL

PO tab

INJ vlal

PO tab

PO tab

D

D

D

D

D

F N

F N

H N

H N

F N

F

F

F

F

F

B

C

C

C

B

PO TAB01026

01027

NYSTATIN
o 16

NYSTATIN
6 87

5MU

1 MU

TAB

susp PO BOTT 60 ML

D

D

F N

F N

F

F

C

C

01028

01029

01030

01033

01034

01035

RIFAMPICIN
o 24

PENICILLIN G BENZATHINE
o 65

ERYTHROMYCIN ETHYL SUCCINATE
4 44

DAUNORUBICIN
127 97

CYTARABINE
25 71

CEPHALEXIN
5 38

150 mg

1 2 MU

25 MG/ML

20mg

100mg

25MG/ML

tab

INJ

SUSP

vlal

vlal

SUSP

PO tab

INJ AMP

PO BOTT

INJ vlal

INJ vlal

PO BOTT

D

D

D

D

D

D

F N

F N

F N

H N

H N

H N

F

F

F

F

F

F

C

C

B

C

C

C

01036

01037

01038

CEPHALEXIN
o 62

CEPHALEXIN
o 26

CEPHALEXIN

500MG

250MG

500MG

CAP

TAB

AMP

PO

PO

CAP

TAB

AMP

D

D

D

H N

H N

H N

F

F

F

B

C

C

.,...."",

2 41
01039 AMOXICILLIN

o 24
01040 TIGARCILLIN

29 19
01041 PENICILLIN G BENZYL

2 18
01042 AMOXICILLIN

2 84
01044 DOXYCYCLINE CAPSULE

o 18
01045 CLOXACILLIN

o 30
01046 CEFTAZIDINE

a 00
02002 COCAINE HCL

500mg

3G

5 MU

25mg/m1

100MG

500MG

BP

TAB

INJ

INJ

susp

CAP

CAP

VIAL

pow

PO TAB

INJ AMP

INJ VIAL

PO BOTT

PO CAP

PO CAP

VIAL

CPD VIAL

50 ML

100 ML

25 GM

D

D

D

D

D

D

D

D

F N

H N

F N

F N

H N

F N

H N

R N

F

F

F

F

F

F

F

F

A

C

B

B

C

A

C

C





C \TEMP\MASTER DBF
Pr~nted 29/10/94 07 05

Query Include all records

STORE

STOCK DATABASE SORTED BY CODE

U V FAC

BUD- S E ORDERED SECUR- FOR
ORDER

CODE
FROM

UNIT
DESCRIPTION
STATUS COST

STRENGTH FORM ROUTE

ISSUE

UNIT

ISSUE

SIZE GET E N FROM

STORE

TEMP NATURE ITY EX CLASS

01001 Arnphoter~c~ne B 250 mg TAB PO TAB D H N F C
o 48

01002 Chloramphen~col 25MG/ML SUSP PO BOTT D H N F None C
7 43

01003 CHLORAMPHENICOL 250 MG TAB PO TAB D H N F C
o 14

01004 CHLORAMPHENICOL 1 G INJ VIAL D H N F B
3 44

01005 ERYTHROMYCIN 250 MG TAB PO TAB D F N F A
o 15

01007 GENTAMYCIN 80MG/2ML AMP AMP 2 ML D H N F C
o 26

01009 STREPTOMYCIN SULPHATE 1 g INJ INJ v~al D F N F C
1 40

01010 TETRACYCLINE HCL 250 mg CAP PO CAP D F N F C
o 05

01011 AMOXICILLIN 250 mg tab PO tab D F N F A
o 13

01012 AMPICILLIN 500 MG AMP INJ AMP D F N F A
1 12

01013 AMPICILLIN 25 mg/ml SUSP PO BOTT 100 ml D F N F C
2 46

01014 PENICILLIN G BENZATHINE 2 4 MU VIAL PO VIAL D F N F C
1 59

01015 PENICILLIN G SODIUM 1 0 MU VIAL INJ INJ D F N F B
2 59

01016 CLOXACILLIN SODIUM 250 MG TAB PO TAB D F N F B
o 15

01017 CLOXACILLIN SODIUM 25MG/ML SUSP PO BOTT 100 ML D F N F B

3 11
01018 CLOXACILLIN SODIUM 500 MG INJ INJ AMP D F N F A

1 37
01019 PENICILLIN V 250 MG TAB TAB TAB D F N F C

o 06
01020 PENICILLIN V 25MG/ML SUSP PO BOTT D F N F

"\.J",



C 2 34
01021 PENICILLIN G PROCAINE 4 8 MU INJ INJ VIAL D F N F

3 94
01022 RIFAMPICIN 300 mg tab PO tab D F N F

o 40
01023 AMPHOTERICIN B 50 mg vla1 INJ vla1 D H N F

o 00
01024 GRISEOFULVIN 125 mg tab PO tab D H N F

o 09
01025 GRISEOFULVIN 500 mg tab PO tab D F N F

o 37
01026 NYSTATIN 5MU TAB PO TAB D F N F

o 16
01027 NYSTATIN 1 MU susp PO BOTT 60 ML D F N F

6 87
01028 RIFAMPICIN 150 mg tab PO tab D F N F

o 24
01029 PENICILLIN G BENZATHINE 1 2 MU INJ INJ AMP D F N F

o 65
01030 ERYTHROMYCIN ETHYL SUCCINATE 25 MG/ML SUSP PO BOTT D F N F

4 44
01033 DAUNORUBICIN 20mg vlal INJ vlal D H N F

127 97
01034 CYTARABINE 100mg vJ.al INJ vlal D H N F

25 71
01035 CEPHALEXIN 25MG/ML SUSP PO BOTT D H N F

5 38
01036 CEPHALEXIN 500MG CAP PO CAP D H N F

o 62
01037 CEPHALEXIN 250MG TAB PO TAB D H N F

o 26
01038 CEPHALEXIN 500MG AMP AMP D H N F

2 41
01039 AMOXICILLIN 500mg TAB PO TAB D F N F

o 24
01040 TIGARCILLIN 3G INJ INJ AMP 50 ML D H N F

29 19
01041 PENICILLIN G BENZYL 5 MU INJ INJ VIAL D F N F

2 18
01042 AMOXICILLIN 25mg/ml susp PO BOTT 100 ML D F N F

2 84
01044 DOXYCYCLINE CAPSULE 100MG CAP PO CAP D H N F

o 18
01045 CLOXACILLIN 500MG CAP PO CAP D F N F

o 30
01046 CEFTAZIDINE VIAL VIAL D H N F

o 00
02002 COCAINE HCL BP pow CPD VIAL 25 GM D R N F

~
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LIST OF ITEMS AVAILABLE (SORTED BY NAME) - 29-0ct-1994

Query Include all records where (MASTER->STOCK 1S

greater than "0") LEVEL CURRENT STOCK EARLIEST STOCK AVG AVG
LEVEL MONT CONS UNIT COST

CMS CODE DESCRIPTION OF USE IN ISSUE UNIT EXP DATE
08002 ACETAZOLAMIDE 250 MG TAB (PO) H 1500 TAB NOT USED 0 o 0687
06074 ACETONE B P LIQ (CPD) R 10 LITRE NOT USED 0 6 4800
04137 ACETYLCYSTINE 200MG/ML INJ 20 VIAL Mar-1994 EXPIRED NOT USED 0 5 4598
08003 ACETYLSALICYLIC ACID 300MG TAB (PO) F 1029000 TAB Aug-1996 177 1 5810 o 0209
08157 ACETYLSALICYLIC ACID 600MG TAB (PO) F 12000 TAB Apr-1996 NOT USED 0 o 0469
08004 ACETYLSALICYLIC ACID SOLUBLE 75 MG TAB (PO) F 14000 TAB NOT USED 0 o 0135
07001 ACRIFLAVINE B P POW (CPD) R 92 TIN NOT USED o 35 5579
04133 ACTINOMYCIN 500 MCG INJ (INJ) H 9 VIAL NOT USED 0 39 6652
06036 ALCOHOL 95 % LIQ (TOP) H 861 LITRE 430 3 2 3 5386
06035 ALCOHOL ETHYL 70 % LIQ (TOP) F 10 LITRE NOT USED 0 2 2100
08006 ALLOPURINOL 100 MG TAB (PO) F 1000 TAB Aug-1996 NOT USED 0 o 0498
08158 ALLOPURINOL 300 MG TAB (PO) F 1100 TAB Apr-1995 NOT USED 0 o 0948
07070 ALUMINIUM HYDROXIDE B P POW (CPD) R 25 KG NOT USED 0 8 8122
07053 AMARANTH B P POW (CPD) R 790 KG NOT USED 0 50 0000
04058 AMINOPHYLLINE 25 MG/ML AMP (INJ) F 1256 AMP May-1995 NOT USED 0 o 9611
07077 AMINOPHYLLINE B P POW (CPD) R 250 KG NOT USED 0 195 0000
08007 AMINOPHYLLINE 100 MG TAB (PO) F 6000 TAB May-1994 EXPIRED NOT USED 0 o 0170
08008 AMITRYPTILINE 25 MG TAB (PO) F 40000 TAB Dec-1998 13 8 2905 o 0122
07002 AMMONIUM BICARBONATE B P POW (CPD) R 45 TIN o 0 0 8 6479
07056 AMMONIUM CHL 99-100~ FINE B P POW (CPD) R 10 TIN NOT USED 0 6 4845
01011 AMOXICILLIN 250 MG TAB (PO) F 24500 TAB May-1996 8 4 2905 o 1281
01039 AMOXICILLIN 500MG TAB (PO) F 13000 TAB Nov-1996 29 2 445 o 2436
01042 AMOXICILLIN 25MG/ML SUSP (PO) F 926 BOTT Dec-1997 46 3 20 2 8360
01012 AMPICILLIN 500 MG AMP (INJ) F 315 AMP Jun-1996 22 5 14 1 1193
05002 ANISE OIL B P LIQ (CPD) R 1 BOTT NOT USED 0 29 1060
05021 ANTACID BP MIXT (PO) F 4 LITRE NOT USED 0 4 8300
09025 ANTI-D IMMUNOGLOBULIN 250 UVIAL (INJ) H 11 VIAL Aug-1995 NOT USED 0 117 8175
05003 ARACHIS OIL B P LIQ (CPD) R 340 BOTT NOT USED 0 7 8691
07003 ASCORBIC ACID B P POW (CPD) R 101 TIN NOT USED 0 22 4796
08009 ASCORBIC ACID 50 MG TAB (PO) F 53200 TAB 29 4 1807 o 0073
06034 ASERBINE B P LOTIO (TOP) F 3 LITRE NOT USED 0 3 0861
08156 ATENOLOL 100 MG TAB (PO) H 7000 TAB Oec-1996 7 0 853 o 1187
06092 ATROPINE SULFATE 1 % DROP (OPTH) F 59 DROPP Jun-1996 NOT USED 0 2 1661
04003 ATROPINE SULPHATE 0 6 MG/ML AMP (INJ) F 1733 AMP Oct-1995 NOT USED 0 o 4081
08010 AZATHIOPRINE 50 MG TAB (PO) H 400 TAB Nov-1998 NOT USED 0 1 4723
06106 BACITRACIN ZINC OINT (TOP) H 6400 GM NOT USED 0 o 0053
04098 BALANCE SALT SOLUTION B P INJ (INJ) H 76 VIAL NOT USED 0 13 2789
07082 BARIUM SULPHATE B P POW R 50 EACH NOT USED 0 10 6852
09001 BCG VACCINE M D VIAL (INJ) F 255 VIAL Sep-1995 8 0 32 1 1477
06140 BECLOMETHASONE INHALER 5MCG/DOSE INHAL (INH) 48 EACH May-1995 NOT USED 0 21 1837
05004 BELLADONA TINCTURE B P LIQ (CPO) R 13 LITRE NOT USED 0 17 6700
08012 BENDROFLUAZIDE 5 MG TAB (PO) F 52500 TAB Jun-1998 8 2 6399 o 0122

-::s
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08182 BENDROFLUAZIDE 2 5 MG TAB (PO) F 51500 500 Aug-1998 120 6 427 o 0104
08013 BENZHEXOL HCL 2 MG TAB (PO) F 1500 TAB NOT USED 0 o 0124
08139 BENZHEXOL HCL 5 MG TAB (PO) F 500 TAB Feb-1997 NOT USED 0 o 0155
07004 BENZOIC ACID B P POW (CPD) R 11 TIN NOT USED 0 14 5088
Page No 1
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C \TEMP\MASTER DBF STOCK DATABASE SORTED BY NAME
PrJ.nted 29/10/94 07 06

Query Include all records
U V FAC

STORE
ISSUE ISSUE BUD- S E ORDERED STORE SECUR- FOR

ORDER UNIT
CODE DESCRIPTION STRENGTH FORM ROUTE UNIT SIZE GET E N FROM TEMP NATURE ITY EX CLASS

FROM STATUS COST

16106 2898 9/0 SUT SUR BOX 12 SUT M N F
364 59

13898 4 MOLAR KCI FILL SOLUTION 477428-000 LAB EACH 0 N F
124 23

13494 4-DIMETHYLAMINOBENZALDEHYDE SOL 500ML LAB BOTT 0 N F C
159 60

13002 4C PLUS NORMAL 6 ML LAB KIT 0 N F C
113 33

13569 4G SUDAN BLACK LAB TIN 100 G 0 N F C
91 26

16092 759B 4/0 sut SUR BOX 12 SUT M N F C
5 17

16091 766B 3/0 sut SUR BOX 12 SUT M N F C
5 17

16107 7799G 10/0 SUT SUR BOX 12 SUT M N F
o 00

13036 ABN SERUM 5 ml LAB EACH 0 N F C
28 93

13922 ABNORMAL URINE CONTROL EACH 0 N F
o 00

13201 ABRASIVE LAB EACH 0 N F C
61 26

13670 ABRASIVE POWDER COARSE LAB EACH 0 N F C
29 52

13050 ABRASIVE POWDER FINE LAB BOTT 0 N F C
462 46

13701 ABSORBENT PADS LAB EACH 0 N F
71 62

13627 ABSORBENT PAPER LAB EACH 0 N F C
82 96

12198 ABSORBENT POINTS #501 DEN EACH 0 N F C
o 07

15375 ACCESSORY KIT FOR NEBULIZER SCHUCO SUR EACH MedJ.c N F
10 03

13756 ACCU-FREEZE LAB EACH 0 N F
297 18

--~



13005 ACCUVETTES II LAB VIAL 35 ML 0 N F C
o 40

04070 ACEDAPSONE 150 mg/m1 amp INJ AMP 5 ml D H N F C
1 00

08002 ACETAZOLAMIDE 250 mg tab PO tab D H V F C
o 07

13053 ACETIC ACID GLACIAL ANALAR LAB LITRE 0 N F C
23 74

13573 ACETIC ACID GLACIAL GPR 2 5 L LAB LITRE 0 N F C
29 78

06074 ACETONE B P l1q CPD lJ.tre D R N F C
6 48

13288 ACETONE ANALAR LAB LITRE 0 N F C
25 66

05079 ACETYLCYSTEINE SOLUTION 4ML EACH D H N F C
o 00

04137 ACETYLCYSTINE 200MG/ML INJ VIAL 4ML D N F
5 46

08003 ACETYLSALICYLIC ACID 300MG TAB PO TAB 1000 TAB D F N F
o 02

08157 ACETYLSALICYLIC ACID 600mg tab PO tab D F N F C
o 05

08004 ACETYLSALICYLIC ACID SOLUBLE 75 mg tab PO tab D F V F C
o 01

13579 ACID PHOSPHATASE REAGENT LAB EACH 0 N F C
12 29

06033 ACRIFLAVINE 01% lotJ.o TOP lJ.tre D F N F C
o 56

06076 ACRIFLAVINE B P ernul TOP LITRE D F N F C
7 67

07001 ACRIFLAVINE B P pow CPD tJ.n 100 gm D R N F C
35 56

12156 ACRYLIC MATERIAL FOR TEMP CROWN DEN each 0 N F C
382 48

12131 ACRYLIC TRIMMERS DEN each 0 N F C
30 76

13170 ACTIN LAB EACH 0 N F C
24 73

04133 ACTINOMYCIN 500 MCG INJ INJ VIAL 3 ML D H N F C
39 67

13142 ACUTIP PASTUER PIPET LAB EACH 0 N F C
88 12

12387 ADAPTIC REGULAR KIT 1I2754 EACH 0 N F
203 34

13246 ADAPTOR LAB EACH 0 N F C
29 13

07085 ADEPS LANAE HYDROUS KG D R N F C
26 28

~



13510 AEROBIC VENTING UNITS LAB EACH 0 N F C
o 00

12185 aeros1te protect1ve 1ense DEN EACH 0 N F C
6 15

Page 1
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STOCK DETAIL BY BATCH (SORTED BY CODE) 29-0ct-1994

Query Include all records where (INVSTOCK->QTYONHAND ~s

greater than "0")

ISSUE UNIT
DESCRIPTION STOCK / UNIT COST
CHLORAMPHENICOL 25MG/ML SUSP (PO) /BOTT

31 BaTT x 7 34

CHLORAMPHENICOL 250 MG TAB (PO) /TAB
900 TAB x 0 12

=======

Total Stock 900 TAB Stock Value

CHLORAMPHENICOL 1 G INJ /VIAL
110 VIAL x 2 44

=======

Total Stock 110 VIAL Stock Value

ERYTHROMYCIN 250 MG TAB (PO) /TAB
490 TAB x 0 15

27000 TAB x 0 15
=======

Total Stock 27490 TAB Stock Value

107 59 100 CAP Nov-1995 NVP/
=================== AVG Use/Month Stock Level

107 59 0 TAB Not Used

268 08 100 VIAL Nov-1996 COLI
=================== AVG Use/Month Stock Level

268 08 0 VIAL Not Used

Last Lead T~me=61 Days From AJI/DIR

Stock Level Suggested Order
29 6 0 TAB

Last Lead T~me=138 Days From AJI/DIR

Pot Stock Level Suggested Order
o BaTT

Last Lead T~me=36 Days From NVP/

Pot Stock Level Suggested Order
o TAB

Last Lead T~me=33 Days From COLI

Pot Stock Level Suggested Order
o VIAL

Pot

PACK
SIZE EXP DATE SUPPLIER

1 BaTT Sep-1997 PHA/
AVG Use/Month Stock Level

o BaTT Not Used

500 TAB Apr-1995 PHA/
500 TAB Jul-1995 PHA/

AVG Use/Month Stock Level
1012 TAB 27 2 Month(s)

227 62

227 62

BATCH
VALUE

4,122 68

73 49
4,049 19

Stock Value31 BaTTTotal Stock

01005

01003

CMS CODE
01002

01004

Total Stock 1772 AMP Stock Value

01009 STREPTOMYCIN SULPHATE 1 G INJ (INJ)
75 v~al x 1 21

=======

Total Stock 75 v~al Stock Value

01010 TETRACYCLINE HCL 250 MG CAP (PO) /CAP
2000 CAP x 0 05

=======
Total Stock 2000 CAP Stock Value

01011 AMOXICILLIN 250 MG TAB (PO) /TAB
24500 tab x 0 13

=======
Total Stock 24500 tab Stock Value

-\;3

01007 GENTAMYCIN 80MG/2ML AMP 2 ML/AMP
1772 AMP x 0 50 877 55 100 AMP Jan-1997 PHA/

=================== AVG Use/Month Stock Level
877 55 23 AMP 77 0 Month(s)

/VIAL
90 82 50 VIAL Mar-1996 COLI

=================== AVG Use/Month Stock Level
90 82 0 v~al Not Used

91 60 1000 TAB Jul-1995 NVP/
=================== AVG Use/Month Stock Level

91 60 0 CAP Not Used

3,138 45 1000 CAP May-1996 NVP/
=================== AVG Use/Month Stock Level

3,138 45 2905 tab 8 4 Month(s)

Last Lead T~me=33 Days From PHA/

Pot Stock Level Suggested Order
77 0 o AMP

Last Lead T~me=64 Days From COLI

Pot Stock Level Suggested Order
o v~al

Last Lead T~me=62 Days From CAR/

Pot Stock Level Suggested Order
o CAP

Last Lead T~me=36 Days From NVP/

Pot Stock Level Suggested Order
8 4 0 tab



500 MG AMP (INJ) /AMP
315 AMP x 1 06

01012 AMPICILLIN

Total Stock
Page No 1

?f:

315 AMP Stock Value

334 63 100 VIAL Jun-1996 SAN/
=================== AVG Use/Month Stock Level

334 63 14 AMP 22 5 Month(s)

Last Lead T1me=54 Days From SAN/

Pot Stock Level Suggested Order
22 5 0 AMP



STOCK DETAIL BY BATCH (SORTED BY NAME) 29-0ct-1994

Query Include all records where (INVSTOCK->QTYONHAND 1S
greater than "0")

13494 4-DIMETHYLAMINOBENZALDEHYDE SOL 500ML (LAB) /BOTT
1 BaTT x 0 18 o 18 1 BaTT SST/DIR

======= =================== AVG Use/Month Stock Level
Total Stock 1 BaTT Stock Value o 18 o BaTT Not Used

13569 4G SUDAN BLACK (LAB) 100 G/TIN
1 TIN x 91 26 91 26 1 TIN BDH/DIR

======= =================== AVG Use/Month Stock Level
Total Stock 1 TIN Stock Value 91 26 o TIN Not Used

16091 766B (SILK) 3/0 SUT (SUR) 12 SUT /BOX
5 BOX x 5 17 25 84 1 BOX ETH/DIR

======= =================== AVG Use/Month Stock Level
Total Stock 5 BOX Stock Value 25 84 o BOX Not Used

ABRASIVE POWDER FINE ( #M7436-2) (LAB) /BOTT
12 BaTT x 462 46

ABRASIVE POWDER COARSE ( #M7436-l) (LAB) /EACH
12 EACH x 29 52

4 MOLAR KCI FILL SOLUTION 477428-000 (LAB) /EACH
1 EACH x 124 23

Last Lead T1me=234 Days From BRY/DIR

Pot Stock Level Suggested Order
o BOX

Last Lead T1me=16 Days From BIO/DIR

Pot Stock Level Suggested Order
o EACH

Last Lead T1me=28 Days From SST/DIR

Pot Stock Level Suggested Order
o BaTT

Last Lead T1me=147 Days From BDH/DIR

Pot Stock Level Suggested Order
o TIN

Last Lead T1me=180 Days From AMD

Pot Stock Level Suggested Order
o BOX

Last Lead T1me=180 Days From AMD

Pot Stock Level Suggested Order
o EACH

Last Lead T1me=16 Days From SST/DIR

Pot Stock Level Suggested Order
o EACH

Last Lead T1me=33 Days From SST/DIR

Pot Stock Level Suggested Order
o BaTT

Last Lead T1me=70 Days From SST/DIR

BIO/DIR
Stock Level

Not Used

SST/DIR
Stock Level

Not Used

SST/DIR
Stock Level

Not Used

AMD/DIR
Stock Level

Not Used

PACK
SIZE EXP DATE SUPPLIER

1 BOX Jul-1996 BRY/DIR
AVG Use/Month Stock Level

o BOX Not Used

1 EACH
AVG Use/Month

o EACH

1 EACH
AVG Use/Month

o EACH

6/PK
AVG Use/Month

o EACH

1 BaTT
AVG Use/Month

o BaTT

124 23

124 23

354 19

354 19

BATCH
VALUE

7,291 79

7,291 79

2,285 51

2,285 51

5,549 53

5,549 53

Stock Value

Stock Value

Stock Value

Stock Value

Stock Value

1 EACH

20 BOX

12 EACH

79 EACH

12 BaTT

5 ML (LAB) /EACH
79 EACH x 28 93

ISSUE UNIT
DESCRIPTION STOCK / UNIT COST
2898 (ETHILON) 9/0 SUT (SUR) 12 SUT /BOX

20 BOX x 364 59

ABSORBENT PADS (LAB) /EACH

ABN SERUM

Total Stock

Total Stock

Total Stock

Total Stock

Total Stock

13036

13898

CMS CODE
16106

13670

13050

13701

:');J,



8 EACH x 2 86

Total Stock

Page No 1
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8 EACH Stock Value

22 92 25/PKG
=================== AVG Use/Month

22 92 0 EACH

SST/DrR
Stock Level

Not Used
Pot Stock Level Suggested Order

o EACH



LIST OF ITEMS OUT OF STOCK (SORTED BY CODE) - 29-0ct-1994

Query Include all records where (MASTER->TOTSTOCK 1S
equal to "0") # OF DAYS AVERAGE MONTHLY LAST LAST

SUPPLIER SHIPMENT
CMS CODE
01001
01013
01019
01023
01025
01029
01033
01035
01046
02002
02003
02004
02006
02010
03001
03003
03008
03010
03011
03012
04031
04038
04039
04046
04048
04053
04061
04067
04070
04072
04078
04084
04086
04087
04088
04091
04101
04102
04108
04116
04118
04128

~
~

DESCRIPTION
AMPHOTERICINE B 250 MG TAB (PO)
AMPICILLIN 25 MG/ML SUSP (PO)
PENICILLIN V 250 MG TAB (TAB)
AMPHOTERICIN B 50 MG VIAL (INJ)
GRISEOFULVIN 500 MG TAB (PO)
PENICILLIN G BENZATHINE 1 2 MU INJ (INJ)
DAUNORUBICIN 20MG VIAL (INJ)
CEPHALEXIN 25MG/ML SUSP (PO)
CEFTAZIDINE VIAL
COCAINE HCL BP POW (CPD)
MORPHINE SULPHATE 10 MG/ML AMP (INJ)
MORPHINE SULPHATE 15 MG/ML AMP (INJ)
PETHIDINE 50MG TAB (PO)
DF 118 30 MG TAB (PO)
DEXTROSE 20% AMP (INJ)
DEXTROSE/SOD CHLORIDE 5/0/9% IV ( IV)
MANNITOL IN WATER 20 % VIAL (INJ)
SODIUM CHLORIDE 0 9 % INJ (INJ)
SODIUM CHLORIDE 5 % INJ (INJ)
DEXTRAN/DEXTROSE 10-5% VIAL (INJ)
HYDROXYPROGESTERONE HEXANATE 250 MG/ML AMP (INJ)
MECHLORETHAMINE HCL 0 5 MG/ML AMP (INJ)
METHOTREXATE SODIUM 2 5 MG/ML AMP (INJ)
PARALDEHYDE 50 MG/ML INJ (INJ)
PHENOBARBITONE 200MG/ML INJ ( INJ)
PROMETHAZINE 25 MG/ML INJ (INJ)
THIOPENTONE SODIUM 0 5 G/VIAL VIAL (INJ)
PARENTROVITE 1M B P PAIR (INJ)
ACEDAPSONE 150 MG/ML AMP (INJ)
METARAMINOL BITARTRATE 10 MG/ML AMP (INJ)
HYDROXY PROGESTERONE HEXANATE 500 MG/ML AMP (INJ)
VERAPAMIL HCL 2 5 MG/ML INJ (INJ)
CALCIUM CHLORIDE 10 % AMP (INJ)
CALCIUM CHLORIDE 20 ~ AMP (INJ)
DEXTRAN, IRON 50 MG/ML AMP (INJ)
METHOTREXATE 2 5 MG/ML AMP (INJ)
L-ASPARGINASE 10000U/VI INJ (INJ)
TRIAMCINOLONE ACETONIDE 40 MG/ML AMP (INJ)
LIDOCAINE W EPINEPHRINE 2% INJ (INJ)
ATRACURIUM 10MG/ML AMP (INJ)
VALLERGAN 6MG/ML AMP (INJ)
EPHEDRINE 30MG (INJ)

OUT OF STOCK STOCK/ISSUE UNIT
o TAB
o BOTT
o TAB
o VIAL
o TAB
o AMP
o VIAL
o BOTT
o VIAL
o VIAL
o AMP
o AMP
o TAB
o TAB
o AMP
o VIAL
o VIAL
o VIAL
o VIAL
o VIAL
o AMP
o AMP
o AMP
o AMP
o VIAL
o AMP
o VIAL
o PAIR
o AMP
o AMP
o AMP
o AMP
o AMP
o AMP
o AMP
o AMP
o VIAL
o AMP
o VIAL
o AMP
o AMP
o AMP

CONSUMPTION
o TAB
o BOTT

445 TAB
o v1al
o tab
o AMP
o v1al
o BOTT
o VIAL
o VIAL
o AMP
o AMP
o TAB
o tab
o AMP
o VIAL
o VIAL
o v1al
o v1al
o v1al
o AMP
o AMP
o AMP
o AMP
o VIAL
o AMP
o v1al
o pa1r
o AMP
o AMP
o AMP
o AMP
o AMP
o AMP
o AMP
o AMP
o v1al
o AMP
() VIAL
() AMP

~ AMP
o AMP

CPM
APO/
SAN/
N A
BRY/

SFL
SAN/

CRW
PHA/
ANT/PHA

COL

BRY/
CHR/DIR
BRY/
COL
PHS
N A

IDA
JOL/DIR
BRY/DIR
IDA/DIR
IMP
COLI
CPC
COL
PHS
N A
COL
COL
PHA/DIR
CPM
LAM/DIR
PAM/
PAM/
BWE/
STO/DIR
PHA/DIR



04129
04130
04131

PROPRANOLOL INJ 1MG/ML (INJ)
CAPREOMYCIN 1G INJ (INJ)
BETHANECOL CHLORIDE 5MG/ML INJ (INJ)

o AMP
o VIAL
o VIAL

o AMP
o VIAL
o VIAL

BRY/OIR
AMD/OIR
PHA/OIR

Page No 1

~

~



LIST OF ITEMS TO EXPIRE OR WITH NO EXPIRY DATE (SORTED BY CODE) - 29/10/94

Query Include all records where (INVSTOCK->QTYONHAND 1S
greater than "0') and where (INVSTOCK->EXPIRY 1S
less than or equal to TODAY)

Jul-1991 PHA/DIR EXPIRED
01034

01040

01044

CYTARABINE 100MG VIAL (INJ) /VIAL
5 v1a1

=======

TOTAL TO EXPIRE 5 v1a1

TIGARCILLIN 3G INJ (INJ) 50 ML/AMP
20 AMP

=======
TOTAL TO EXPIRE 20 AMP

DOXYCYCLINE CAPSULE 100MG CAP (PO) /CAP
200 CAP

Nov-1992 PAM/

Sep-1994 COLI

EXPIRED

EXPIRED

TOTAL TO EXPIRE 200 CAP

02005

02012

03007

03009

MORPHINE SULPHATE BP POW (CPD) 100 GM/TIN
50 TIN
50 TIN

=======
TOTAL TO EXPIRE 100 TIN

MORPHINE MIXTURE 0 1 % MIXT (PO) 1000 ML/LITRE
3 11tre

=======
TOTAL TO EXPIRE 3 11tre

DEXTROSE IN WATER 10% (INJ) 250ML/VIAL
64 VIAL

=======
TOTAL TO EXPIRE 64 VIAL

DEXTROSE IN WATER 5% (INJ) 250ML/VIAL
126 VIAL

=======
TOTAL TO EXPIRE 126 VIAL

COL/DIR NO DATE
Nov-1993 COL/DIR EXPIRED

COS/DIR NO DATE

ETZ/DIR NO DATE

Apr-1993 ETZ/DIR EXPIRED

03013 DEXTROSE/SOD CHLORIDE 5/0 225% IV (IV) 500ML/VIAL
100 VIAL BRY/ NO DATE

TOTAL TO EXPIRE 100 VIAL

-=..;;;~

S

03014 CHLORURE DE SODIUM o 9% INJ (INJ) 3000ML/VIAL
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INVENTORY ADJUSTMENT SHEET (SORTED BY CODE FOR EACH DRUGS/MEDICAL SUPPLIES/OTHERS CATEGORY) - 29-0ct-1994

Query Include all records

CMS CODE DESCRIPTION STOCK/ISSUE UNIT EXP DATE SUPPLIER
WAREHOUSE TOTAL TOTAL

PACK BIN CARD COUNT
WAREHOUSE

SUPP EXP DATE PACK

--..,£;)

01001

01002

01003

01004

01005

01007

01009

01010

01011

01012

01013

AMPHOTERICINE B 250 MG TAB (PO) / TAB
TAB

TOTAL IN STOCK 0 TAB
CHLORAMPHENICOL 25MG/ML SUSP (PO) /BOTT

31 BOTT Sep-1997 PHA/

TOTAL IN STOCK 31 BOTT
CHLORAMPHENICOL 250 MG TAB (PO) /TAB

900 TAB Nov-1995 NVP/

TOTAL IN STOCK 931 TAB
CHLORAMPHENICOL 1 G INJ /VIAL

110 VIAL Nov-1996 COLI

TOTAL IN STOCK 1041 VIAL
ERYTHROMYCIN 250 MG TAB (PO) /TAB

490 TAB Apr-1995 PHA/
27000 TAB Jul-1995 PHA/

TOTAL IN STOCK 28531 TAB
GENTAMYCIN 80MG/2ML AMP 2 ML/AMP

1772 AMP Jan-1997 PHA/

TOTAL IN STOCK 30303 AMP
STREPTOMYCIN SULPHATE 1 G INJ (INJ) /VIAL

75 v~a1 Mar-1996 COLI

TOTAL IN STOCK 30378 v~a1

TETRACYCLINE HCL 250 MG CAP (PO) /CAP
2000 CAP Jul-1995 NVP/

TOTAL IN STOCK 32378 CAP
AMOXICILLIN 250 MG TAB (PO) /TAB

24500 tab May-1996 NVP/

TOTAL IN STOCK 56878 tab
AMPICILLIN 500 MG AMP (INJ) /AMP

315 AMP Jun-1996 SAN/

TOTAL IN STOCK 57193 AMP
AMPICILLIN 25 MG/ML SUSP (PO) 100 ML/BOTT

NO DATE

TOTAL

1 BOTT

TOTAL

100 CAP

TOTAL

100 VIAL

TOTAL

500 TAB
500 TAB

TOTAL

100 AMP

TOTAL

50 VIAL

TOTAL

1000 TAB

TOTAL

1000 CAP

TOTAL

100 VIAL

TOTAL

TAB

_____ , I BOTT

_____ , 1 TAB

__________ 1 VIAL

________I TAB

____ , 1 AMP

__________ 1 v~a1

____ , 1 CAP

________ I tab

_____ , 1 AMP
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INVENTORY COUNT LIST (SORTED BY NAME FOR EACH DRUGS/MEDICAL SUPPLIES/OTHERS CATEGORY) -

Query Include all records

10/29/94

CMS CODE DESCRIPTION STOCK/ISSUE UNIT EXP DATE SUPPLIER
WAREHOUSE TOTAL TOTAL

PACK BIN CARD COUNT
WAREHOUSE

SUPP EXP DATE PACK

04070

08002

06074

05079

04137

08003

08157

08004

06033

06076

-C

~

ACEDAPSONE 150 MG/ML AMP (INJ) 5 ML/AMP

ACETAZOLAMIDE 250 MG TAB (PO) /TAB
APO/

ACETONE B P LIQ (CPO) /LITRE
HAL/OIR

ACETYLCYSTEINE SOLUTION 4ML /EACH

ACETYLCYSTINE 200MG/ML INJ 4ML/VIAL
COL/OIR

ACETYLSALICYLIC ACID 300MG TAB (PO)
APO/
APO/

ACETYLSALICYLIC ACID 600MG TAB (PO) /TAB
PAM/

ACETYLSALICYLIC ACID SOLUBLE 75 MG TAB (PO) /TAB
NA

ACRIFLAVINE 0 1 % LOTIO (TOP) /LITRE
COS/OIR

ACRIFLAVINE B P EMUL (TOP) /LITRE
COS/DIR

TOTAL

500 TAB

TOTAL

1 l~tre

TOTAL

TOTAL

1 EACH

TOTAL

500 TAB
1000 TAB

TOTAL

1000 TAB

TOTAL

1000 TAB

TOTAL

1 11tre

TOTAL

1 LITRE

TOTAL

____ , 1 AMP

________I tab

__________ 1 11tre

_____ , 1 EACH

_____ , 1 VIAL

_____ , I TAB

_____ , I tab

________ I tab

_____ , I lltre

____ , I LITRE
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VARIANCE REPORT (SORTED BY CODE)- 29/10/94

Query Include all records

INVCODE DATE ACCOUNT INVOICE ACTION QUANTITY TIME

CHLORAMPHENICOL 25MG/ML SUSP (PO) /BOTT
01002 29/07/94 1
01002 29/07/94 1

3 09 25 53
-13 09 26 49

CHLORAMPHENICOL 250 MG TAB (PO)
01003 29/07/94
01003 29/07/94
01003 29/07/94

/TAB
5
1
1

800
-400

-1000

09 27 34
09 28 05
09 28 21

CHLORAMPHENICOL 1 G INJ /VIAL
01004 29/07/94 1
01004 29/07/94 1

ERYTHROMYCIN 250 MG TAB (PO) /TAB
01005 29/07/94 1
01005 29/07/94 5

-195 09 28 59
-5 09 29 17

-25000 09 35 26
29000 09 35 43

GENTAMYCIN 80MG/2ML AMP 2 ML/AMP
01007 29/07/94
01007 29/07/94
01007 29/07/94
01007 29/07/94

5
1
1
1

782
-2000

-490
-94

09 38 31
09 38 47
09 39 01
09 39 10

TETRACYCLINE HCL 250 MG
01010 29/07/94
01010 29/07/94

CAP (PO) /CAP
1
1

-4000
-1000

10 02 57
10 03 09

AMOXICILLIN 250 MG TAB (PO) /TAB
01011 29/07/94
01011 29/07/94
01011 29/07/94
01011 29/07/94

5
3
1
1

5500
-300

-7500
-200

08 57 23
08 58 35
09 02 27
09 04 03

AMPICILLIN 500 MG AMP (INJ) /AMP
01012 29/07/94 1
01012 29/07/94 1
01012 29/07/94 1
01012 29/07/94 1
01012 29/07/94 1

-2650
-2000
-2000

-21700
-2346

09 08 23
09 14 54
09 15 21
09 15 36
09 15 48

-;::;

PENICILLIN G BENZATHINE 2 4 MU VIAL (PO) /VIAL
01014 29/07/94 5 110 09 47 53
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C \TEMP\AP DBF INVEC - SUPPLIER DATABASE
Pr1nted 29/10/94 07 12

Query Include all records

CODE NAME
ADDRESS

PHONE FAX TELEX CONTACT(Sj

ABB/DI ABBOTT
PUERTO RICO INC

809-750-5454 809-257-4429
POBOX 4706 CAROLINA

MS JOANNE MELENDEZ
PUERTO RICO 00984-4706

ABB/DI ABBOTT
DIAGNOSTIC

MS CYNDI FURO
22ND STREET & RT 41 BLDG K2 NORTH CHICAGO, IL 60064

ACS/DI A C SHILLINGFORD & CO LTD
POBOX 123

82481 - 5
ROSEAU DOMINICA

ACY/

ADI/DI

AMERICAN CYANAMID COMPANY
POBOX 29227

373 BLYTHEVILLE AVENUE

809 752 0379
65 INFANTRY STA , RIO PIEDRAS

407-860-1578 407-860-2223
DELTON, FLORIDA 32725, USA

ELVIN ORTIZ GALARZA
P R

AJI/DI AUSTIN JAMES INTERNATIONAL LTD (0903)815500 0903 816244 877719 AJI G ROGER BRIDGE
OLIVER HOUSE 77-79 HIGH STREET, STEYNING, WEST SUSSEX BN44 3RE

PHILLIP HOARE
ENGLAND

ALC/ ALCON PHARMACEUTICALS LTD
GPO BOX 3791

809 792 3524
SAN JUAN, P R 00936

MR F R ALONSO
P R

ALS/DI A L S COMPUTER SYSTEMS, INC
121 N BEACON STREET

617-254-0003 617-783-1423
BRIGHTON, MA 02135 USA

AMD/DI AN-MED INTERNATIONAL
3383 S W 11TH AVENUE

AMS/DI AMES COMPANY

305 462-3901 305-764-5272 441712
FT LAUDERDALE, FLA 33315

MR DON ANDERSEN MR BRUCE ANDERSEN
USA

ANM/ AN-MED INTERNATIONAL
3383 S W 11TH AVENUE FT LAUDERDALE FLORIDA 33315 USA

ANT/CO ANTIGEN/COLLINS
POBOX 203

ANT/PH ANTIGEN OVERSEAS LTD/PHARMACY
WHITEPARK ROAD

429 3507
28 BROAD ST , BRIDGETOWN

427-5083
BRIDGETOWN

ABOVE

J RODNEY EMTAGE

PETER F H BOURNE
BARBADOS

BARBADOS

".s:>
~

APO/ APOTEX INC 416 749 9300
EXPORT DEPT , 150 SIGNET DRIVE WESTON, ONTARIO M9L 1T9

MR MICHAEL ASH

'.

CANADA



APO/DI APOTEX INC
EXPORT DEPARTMENT,

Page 1
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416-749-9300
150 SIGNET DRIVE

MR MICHAEL ASH
WESTON, ONTARIO,M9L 1T9 CANADA



INVEC-2 Customer Level Report
Valldatl0n Flle
C \TEMP\CUSTLEVE DBF
Prlnted 10/29/94 07 14

Query
Code
2
3
4
5
6
7
1

Include all records
Descrlptl0n
Dlstrlct Health Centre
Medlcal Laboratory
Dental SerVlces
Psychlatrlc Unlt
Compoundlng Sectlon
Mlscellaneous
P M H

Records prlnted 7

Page 1
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INVEC-2 Storage Locat~ons Report
Val~dat~on F~le

C \TEMP\STORLOC DBF
Pr~nted 10/29/94 07 14

Query

Code
001
002
003
004
005
006
007
008
009
010
011
012
013
014
015
016
017
018
019
020
021
022
023
024

Include all records

Name
ANTIBIOTICS
COMPOUNDING FINISH
COMPOUNDING RAW MAT
CONTROLLED DRUGS
DENTAL SUPPLIES
ENT & SYRUPS
FRIDGE #1
FRIDGE #2
FRIDGE #3
FRIDGE #4
INJ FRIDGE
INJECTIONS
IV FLUIDS
LAB COLD ROOM
LAB FRIDGE #1
LAB FRIDGE #2
LAB REAGENTS
LABORATORY SUPPLIES
MEDICAL SUPPLIES #1
MEDICAL SUPPLIES #2
MEDICAL SUPPLIES #3
MEDICAL SUPPLIES #4
SUTURES
TABLETS & CAPSULES

Records pr~nted 24

Page 1

%



INVEC-2 TherapeutIc Class Report
ValIdatIon FIle
C \TEMP\THERA DBF
PrInted 10/29/94 07 14

Query
Class
86 00

4 00
8 08
8 12
8 16
8 24
8 32
8 36
8 38

10 00
12 04
12 08
12 12
12 16
12 20
20 04
20 12
24 04
24 08
24 12
28 04
28 08
28 10
28 12
28 16
28 24
36 00
38 00
40 08
40 12
40 20
40 28
40 40
48 00
52 04
52 08
52 10
52 16
52 20
52 24

~

Include all records
DescrIptIon
ANTIASTHMATIC DRUGS
ANTIHISTAMINES
ANTHELMINTICS
ANTIBIOTICS
ANTITUBERCULARS
SULPHONAMIDES
ANTITRICHOMONAL AGENTS
URINARY ANTI-INFECTIVES
ANTILEPROTICS
ANTINEOPLASTICS
CHOLINERGIC AGENTS
ANTICHOLINERGIC AGENTS
ADRENERGIC AGENTS
ADRENERGIC BLOCKING AGENTS
SKELETAL MUSCLE RELAXANTS
IRON PREPARATIONS
ANTICOAGULANTS & COAGULANTS
CARDIAC DRUGS
HYPOTENSIVE AGENTS
VASODIALATING AGENTS
GENERAL ANESTHETICS
ANALGESICS/ANTIPYRETICS
NARCOTIC ANTAGONISTS
ANTICONVULSANT AGENTS
PSYCHOTHERAPEUTIC AGENTS
ANXIOLYTICS, SEDATIVES & HYPNO
DIAGNOSTIC AGENTS
DISINFECTANTS (NOT SKIN)
ALKALINIZING AGENTS
REPLACEMENT SOLUTIONS/AGENTS
CALORIC AGENTS
DIURETICS
URICOSURIC (ANTIGOUT) AGENTS
ANTITUSSIVES/EXPECTORANTS
EENT ANTI-INFECTIVES
EENT ANTI-INFLAMMATORY
CARBONIC ANHYDRASE INHIBITOR
EENT LOCAL ANESTHETICS
MIOTICS
MYDRIATIC/CYCLOPLEGIC
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Chapter 12 System Setup

12 1 System Defaults

12.0 SYSTEM SETUP

205

TIns feature IS used to customIZe your system program envIronment to run m your country OptIons
selected here WIll affect how INVEC-2 performs Much consIderatIOn IS needed when selectmg
options m thIs sectIOn and should only be done by the MS manager Some ofthIs mformatlOn only
needs to be specIfied once (such as the country name or date format), whIle other settmgs may be
changed to reflect changes m MS procedures These settmgs, usually called default settmgs, m many
cases can be ovemdden by other mformatlOn gIven elsewhere m the program To customIze your
system, or make changes to the current default settmgs, select System Setup from the Mam Menu
The followmg IS a descnptlon of the optIOns presented m the System Defaults WIndow

NOTE ALL THE PARAMETERS IN THE SYSTEM SETUP WILL NOT BE EFFECTIVE
UNTIL YOU EXIT AND RE-ENTER THE PROGRAM

I
SYSTEM DEPAULTS

Passwopd CN Date Poplllat • B
Countpy • ST LUCIA Cuppency Code • EC$

I Nallle of Inst1tut10n • MEDICAL SUPPLIES UNIT
Bpanch Code • 1 CENTRAL MEDICAL STORES

Cost1ng Method • AUG Auto-Update Un1t Pp1ce • Y
Mapkup on Pupchase I • 15
Mapkup on Sales/Type A· 0 Mapkup on Sales/Type B • 25

/Type C • 0 /Type D • 0
ABC A Categopy I • 70 ABC B Categopy I • 20
Use Issue Un1t Pp1C1ng • Y Include PO Hand11ng • YInclude Issues Hand11ng • Y Issues PaPallleteps • Info

Tendep PaPallleteps • Info

Month End Update • 30/11/97 YeaI' End Update • 01101198
Repopts L1bpap1es • Info
Backup • * DB* * RP1 *.EKE * POP RH* * * INI * UDP

Ma1hng Addpess • Info Heopdep Pactops • Info
Sh1pp1ng Rddpess • Info MellloPY Usage • Info

I
u want the Passwopd Feature of progralll

Figure 12 1 System Defaults
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Password

Date Format

INVEC-2 System Manual

IndIcate whether you Wish to use the password feature ofthe program
by typmg Y or N The password feature, when activated, allows you
to control whIch users m your store can gam access to the system If
you have a large staff at your MS, we recommend that you use thIs
feature One of INVEC-2's powerful features IS that It can track
whIch users made certam transactIOns Ifpasswords are not used, the
system cannot track who made the changes, and m the event of a
mIstake, It Will be dIfficult to tell where the mIstake was made
Another consIderation for usmg passwords IS the secunty feature
added to the system ThIs allows users to assIgned dIfferent levels of
access Passwords can be establIshed by selecting the Mamtenance
Menu, then selectmg User Lzst Fzle Passwords must be entered m all
capItal letters when loggmg mto the system See Chapter 13 for more
detaIls

When you press <ENTER> at thIs field, a browse Window appears
from whIch you can select the date format you WIsh to use You have
five chOIces for displaymg and entenng mformatIOn on dates

• B-BntIsh
• A-Amencan
• I-ItalIan
• F-French
• N-ANSI

dd/mmlyy
mm-dd-yy
dd-mm-yy
dd/mmlyy
yymmdd

Country

Currency Code

Name of
Institution

Branch Code

Make sure everyone m your faCIlIty understands the correct setup and
uses the same format

Enter the name of your country ThIs mformatIOn Will appear on all
your reports

Enter the code for the currency used m your country (e g $)
INVEC-2 Will convert the pnces of Items purchased mto your local
currency ThIs field IS lInked to the Rates of Exchange valIdation
file, thus a browse IS aVaIlable See Section 7 19 (Rates ofExchange)
for mformatIon on settmg exchange rates for foreIgn currency

Enter the name used for your MS ThIs mformatIon WIll appear on
all generated reports

Type the code for the appropnate MS Branch ThIs code can be
selected from a browse Window



Chapter 12 System Setup

Costmg Method

Update
Umt Price

Markup on
Purchase

Include
Budget

Markup on Sales

ABC AlB
Category %

Use Issue Umt
Prlcmg

Include PO
Handling

207

Select the method used for computmg pnces SupervIsor EdIt IS
needed to change the method An optIon wmdow IS avaIlable IIstmg
the three methods from wlnch you can choose (A VG - weIghted
average, LIFO - Last In FITst Out and LOT) See AppendIX C for a
descnptIOn ofeach term

Use tlns field to mdicate whether you want INVEC-2 to automatIcally
re-calculate the Issue urnt pnce each tIme the product IS receIved
Tlns WIll cause the urnt cost field, m the Stock database to change
based on the pnce of the new Items receIved Enter Y or N, as
appropnate SupervIsor EdIt must be used to enter tlns mformatIOn

If you order through a procurement agency, enter the percentage of
markup used by the agency m tlns field For example, If the agency
adds 10% to the cost of your orders, you would enter 10% here
Enter 0 If you do not purchase Items through such an agency

Tlns optIOn allows you to speCIfy whether you want to use
budgetmg mformatIon Issues HandlIng must be used to actIvate tlns
optIOn

Enter the percent markup on all Issues to health faCIlItIes You may
set up to four types of sales markup (A-D) When settmg up the
FaCIhties master database file, you may speCIfy whIch type ofmarkup
should be applIed to all Issues to the faCIlIty INVEC-2 WIll
automatIcally add tlns percentage when calculatmg totals on sales
orders to the health faCIlItIes

Enter the percent lImIt value you WIsh deSIgnated for A and B Items
You can then speCIfy wlnch categones (A, B, or C) stock Items fall
under and INVEC-2 wIll categonze all Items consumed mto the
categones accordmg to the value of theIr annual usage

IndIcate by entenng Y or N whether you Wish to use Issue urnt
pncmg INVEC-2 normally chvides the pack pnce by the number of
urnts per pack to obtam the urnt pncmg

Type Yat thIS field Ifyou Intend to use the Purchase Order module
OtherWIse, type N Keep In mmd that one of the many features of
INVEC-2 IS Its abIlIty to dynamIcally update database files based on
InfOrmatIon gathered from PO's that have been processed If you
enter Nhere, then you Will have to update all files m the system each
tIme a slnpment for a PO IS receIved
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Type Y at tlus field If you mtend to use the Sales Order module
OtheIWlse, type N Sales order processmg IS another one of the
excellent features ofINVEC-2 If you Will be receIvmg orders from
VariOUS faCIlIties, INVEC-2 can track the entIre process more easIly
than It can be done on paper Usmg thIS feature can cut down on your
order processmg time

When selected, thiS option displays an additional page used to set
specIfic optIOns Ifthe Sales Order module IS used See SectIOn 12 2
for more detatls

When selected, tlus optIOn dIsplays an addItional page used to set
specIfic optIOns pertaImng to the Tender module The addition page
has 3 options Include Tender Module - Type Yat tlus field If you
WIsh to mclude the Tender module OtherWIse, type N Usmg the
Tender module allows you to track the entire bIddmg process from
begmmng to end If you do not place Items on tender, then you do
not need to use thIs option
Forecast Accepted From # Umts - At thIs field, mdicate the number
ofstore branches for whIch you want to accept tender forecasts You
have the capabIlIty to accept forecasts for up to 10 umts ThIs IS
helpful If you have to manage several branch stores
ForeIgn Exchange ReqUIrements - Type Y at tlus field Ifyou WIsh
to mclude mformatIOn concermng foreIgn exchange reqUirements

DIsplays the date the last month-end update was performed ThIs
process mvolves calculatmg monthly consumptIOn and other month­
to-date figures Ifthe date IS not WIthm the current month, INVEC-2
Will dIsplay an optIOn Window at the begmmng of each seSSIOn
requestmg to perform end-of-month updates Choose Yes to have the
calculations performed, or No to contmue usmg INVEC-2 Only the
SupervIsor may edIt the date

Displays the date the last year-end update was performed ThIS
process mvolves calculatmg annual consumptIOn and other year-to­
date figures Ifthe date IS not WItlun the current year, INVEC-2 Will
dIsplay an optIOn wmdow at the begmmng ofeach seSSIOn requestmg
to perform end-of-year updates Choose Yes to have the calculatIOns
performed, or No to contmue usmg INVEC-2 Only the SupervIsor
may edit the date
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ThIS field, when accessed, dIsplays an addItIOnal page contammg the
names of the TransactIOn, Tender, and Cross Tab and Usage report
hbranes INVEC-2 uses this mformatIOn to name and later reference
the groups of reports assocIated With the specIfic lIbrary

ThIS field dIsplays the hst of file types which INVEC-2 should
backup Ifyou plan to use the INVEC~2 backup feature, you should
enter the followmg file types * db* * rp1 * exe * ovl * pop rr* * * mi
* udf The file types entered here Will be backed up usmg the backup
feature under the Mamtenance optIOn

This field, when accessed, dIsplays an addItIOnal page used to enter
the maIhng address of your mstitutIOn ThIS mformatIOn can
sometimes be dIfferent from the shIppmg address, so It IS
recommended that you enter both This entry can contain up to five
hnes of mformatIon

ThIs field, when accessed, dIsplays an addItional page used to
enter the shIppmg address ofyour mstItutIOn This entry can contam
up to five lmes of mformatIOn and Will be pnnted on all purchase
orders One possIble format for this mformatIOn IS

Attn TItle OfPerson
Name ofFacIhty
Street Address
CIty, Country, Postal Code

ThIs field, when accessed, dIsplays an addItional page used to set
reorder standards See SectIOn 12 3 for more detaIls

ThIs field, when accessed, dIsplays an addItional page contaImng
mformatIOn about the memory resources currently aVailable See
SectIOn 12 4 for detaIls
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12 2 Issue Parameters

Tlus optIOn allows you to set up the Issues module enVIronment OptIOns chosen here wIll affect
how Issues are processed at a later date Although these optIons may be changed, It IS recommended
that selectIOns made here be changed only m extreme cases OtherwIse, you wIll have
mconsistencies m how Issues are processed The followmg IS a dIScussIon of each parameter

I'I Issues Module Para~eters

In1t1al1se Requ1s1t10n No. Fro~ Order No. CN
Use of Dec1~als 1n Quant1t1es D1sallowed • N
Author1zat10n of Requested Quant1t1es Requ1red • YAuthor1zat10n of Quant1t1es Dur1ng Order Entry • NPut Lots on Hold when Quant1t1es are Allocated • NCheck Fac111ty Issues aga1nst Yearly Max1mu~s • N
Auto-Generate Issue II • N Method •
Next Issue II • Process

Auto-Generate IU II • N Method •
Next IU II • Process

Is Pr1nt1ng of P1ck L1sts Requ1red • YUse Collect10n Sl1p for Attract1ue Ite~s • YNext Collect10n Sl1p II • Process

W9S/NI Path to RRW •

Figure 12 2 Issues Module Parameters

Imtlallze
ReqUISition
No from
Order No

Use of DeCimals In

Quantities
Disallowed

Authorization of
Requested
Quantities ReqUired

Choose Yes or NO If Yes IS chosen here, the system WIll generate
requIsItIOn numbers referencmg the sales order number For examle,
If the ongmal sales order number was 2404, then the reqUIsItIon
number for this sales order would be 2404-RI

Choose Yes If you want the system to only use whole Issue urnt
numbers

If Yes IS chosen here, the field QuantItIes Authonzed m the Item
DetaIls screen of the Issues module must be completed before the
Issue voucher can be processed by INVEC-2
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IfYes IS chosen here, sales order Items may be authonzed dunng the
ImtIal data entry process

If thIs optIOn IS set to Y, INVEC-2 WIll Immediately put lots on hold
when quantIty to allocate field IS completed Ifthe optIon IS set to N,
then the lots are not put on hold untIl OptIOn 2 QuantItIes Authonzed
process IS run Please note that thIs optIOn IS only avaIlable when
"AuthonzatIOn" ofquantItIes dunng order entry IS set to Y If set to
N, lots are always put on hold when quantItIes are allocated

If thIs optIOn IS set to Y, quantItIes must be completed for each
faCIlIty for each Item m the stock m the Product InformatIOn screen
INVEC-2 wIll check how much has been Issued to a faCIlIty each
tIme an Issue IS done, and warn you Ifthe Issue wIll cause the total to
exceed the yearly maxImum for the faCIlIty It IS stIll pOSSIble to
Issue the stock smce the INVEC-2 only proVIdes a warmng

ThIs optIOn IS used to determIne If you want INVEC-2 to generate
your order reference numbers automatIcally If you choose Yes, the
method must be speCIfied ThIs IS done VIa an optIOn Window lIstmg
the chOIces Sequentzal or Faczlzty Code Prefixed

If Sequentzalis chosen as the method, then the Next Issue # field
must be completed

If Faczlzty Code Prefixed IS chosen, INVEC-2 WIll automatIcally
generate order numbers m sequentIal order based on the faCIlIty code
For example, If you had a faCIlIty whose code was 3606 and the
faCIlIty sent m an order, the first Issue ref# would be 3606-00001
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Is Prmtmg of Pick
Lists Required

Use Collection Slip
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Use tlns optIOn If your MS uses mternal voucher numbers and you
want INVEC-2 to generate the numbers for you Internal voucher
numbers are usually used m MS that have several branches It
provIdes a way of trackmg wlnch branch stores are gettmg orders
from facIlItIes If you choose Yes, then a method Will need to be
chosen An optIOn wmdow IS aVaIlable lIstmg the chOIces
Sequential or Branch Code Prefix

If Sequentzalis chosen as the method, then the Next IV # field must
be completed

If Branch Code Prefix IS chosen, INVEC-2 Will automatIcally
generate IV numbers m sequentIal order based on the branch code

Choose whether you reqUIre a pIck lIst to be pnnted IfYes IS chosen,
the system Will reqUITe that a pIck lIst IS pnnted for all sales orders
Tlns means optIOn #3 m the Sales Order OptIOns Window cannot be
skIpped and quantitles Will not be confirmed untIl a pIck lIst IS
pnnted

Tlns optIOn can only be actlvated If pnntmg pIck lIsts IS reqUIred
Choosmg Yes Will cause the system to pnnt secunty Items on a
separate collectIOn slIp when pIck lIsts are pnnted In addItIOn, the
system Will automatlcally generate the next collectIOn slIp number

If you are runnmg Wmdows 95 or Wmdows NT, and usmg Report
Wnter for Wmdows, entenng the path to the Report Wnter program
Will allow you to pnnt dIrectly to Report wnter Tlns Will also allow
non-EnglIsh alphabet character to be pnnted

12 3 Reorder Factors

Tlns optIOn allows you to set standards wlnch INVEC-2 needs m order to calculate reorder quantitles
for drugs and medIcal supplIes The follOWing IS a descnptIOn ofeach factor All responses should
be m months, unless specIfied otherWIse
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Fo~ecast1ng Months.
CA Opt1on (1-12) Months 6 Numbe~ of months to

B Opt1on • 9 cons1de~ when calcu-
c. Opt1on • 3 lat1ng the auerage
D Opt1on • 12 monthly consumpt1on

Procu~ement Per10d
A Opt1on (1-12) "onths • 4 Number of months
B Opt1on • 2 between two orders
C Opt1on • 6 for a spec1f1c stock
D Opt1on • 1 1tem

"1n1mum Stock ("onths) -u • 3 M1n. Stock Leuel to
-E • 2 be kept at anyt1me
-N • 1

ProJected Lead 11me <Days) • 60 Per10d expected for
suppl1e~ to del1uer

AdJustment Factor • 1 00

Fac1l1ty "1n Stock ("onths) • 2 "1n. Stock Leuel to
keep by fac1l1ty

Figure 12 3 Reorder Factors
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Forecastmg Months

Procurement Period

The number of months to consIder when calculatmg the average
monthly consumptIOn You are able to estabhsh four dIfferent tIme
mcrements (OptIons A-D) These tIme mcrements must be dIsplayed
by months (I e enter the number 3 to specIfy a 3 month tIme penod)
specIfied by 1-12 These default forecastmg penods tell INVEC-2
the number of months of prevIous data you want to use for
forecastmg Item orders

The number of months to elapse between two orders for a specIfic
stock Item INVEC-2 allows you to estabhsh four dIfferent tIme
mcrements (OptIOns A-D) When you enter Items mto your
mventory, you WIll specIfy the procurement penod for that Item For
example, If you order Items on two schedules tWIce a year (a
procurement penod of 6 months) and four tImes a year (a
procurement penod of3 months) asSIgn a value of6 months to A and
3 months to B When you enter Items mto your mventory, assIgn the
value of A or B to the Item dependmg on the ordenng schedule To
change the procurement penod, you can eIther change the default
settmgs usmg System Defaults or modIfy the procurement penod for
each mdIVldualitem m the Product InformatIOn screen
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Minimum Stock ThIS IS the default value for the mImmum stock and IS expressed In
months by VEN category INVEC-2 uses thIs number to calculate
the mImmum amount of stock for each specIfic Item ThIS allows
you to specIfy the buffer stock level to be kept at any tIme for each of
the three VEN categones For thIs optIOn to work, each stock Item
must be IdentIfied as V, E, or N In the Supplementary InformatIOn
screen If there IS no VEN category speCIfied, the program WIll
default to the value speCIfied for V Items ThIs amount WIll be
factored Into the formulas for both maxImum stock level and quantIty
to reorder

Projected Lead Time ThIs IS the default value for non-contract supplIers ThIs value WIll
be ovemdden If a lead tIme IS speCIfied for a supplIer Most
contracted supplIers specIfy an average lead tIme

Adjustment Factor ThIs optIon allows a global change that can be made to all Items at
once, to Increase or decrease the quantIty to be ordered ThIs WIll
also change the stock level The default value for thIs optIOn IS 1,
whIch IndIcates no change To Increase the factor by 10%, enter 1 1
To decrease the value by 15%, enter 85

FaCIlity Mm Stock ThIs IS the default value for the mInImum stock level to be kept for
each faCIlIty ThIs value IS defined In months and can be ovemdden
for speCIfic facIlItIes
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12 4 Memory Usage
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When selected, thIS optIon dIsplays a page descnbIng the types ofmemory avaIlable for use on your
machIne These optIOns are hardware specIfic and should be set dunng mstallatIOn of the system
ChoOSIng the nght optIon IS Important because It can affect the way INVEC-2 runs on your system
There are three optIons aVaIlable from whIch you can choose whIch type ofRandom Access Memory
your system has aVaIlable to use Enter Yor N to IndIcate whIch partIcular memory type you WIsh
to use Check WIth your hardware provIder If you are not sure about what you have on your
machIne

EMS - Expanded Memory SpeCIficatIOn ThIs optIOn reqUIres that you have speCIal deVIce drIvers
loaded on your system If you use thIs optIon, you must also have a memory manager program
runmng on your machIne

XMS - Extended Memory SpeCIficatIon ThIs optIOn should be used If you have more than 1024
bytes of RAM on your machIne and you are not USIng EMS Ifyou choose thIs optIOn, INVEC-2
WIll use the addItIonal memory, whIch can Improve the load and response tIme ofthe applIcatIOn and
certaIn files

UMB - Upper Memory Blocks These are small pockets of free memory In your machIne These
blocks reSIde m a reserved memory area of your machIne not normally used to store applIcatIons
Usmg thIs optIon may Improve performance on your system, however you could have other deVIce
COnflICtS
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12 5 Screen Savers

Screen Saver Control

Idle Time
Screen Saver Format
Redraw Speed
Clear Screen?
Hame to Display

B
3 - Hammer
3

H
ADS/Interactive

Figure 124 Screen Saver OptIOns Wmdow

The program has a buIlt-m Screen Saver that Will take control of your screen after a set penod of
keyboard and mouse mactlvlty You have the optIOn of selectmg from several different formats

Idle Time

Screen Saver
Format

Number of mmutes the system will walt Without a keypress or mouse
actIvity before the screen saver IS activated The system default IS 5
mmutes Zero to turn off the screen saver

There are several different screen saver formats that you can select

1 Banner ThIs routme displays a senes ofcolorful blocks With a
message or name displayed mSlde each block

2 ConfettI A colorful spnnkhng of confettI on the screen Very
dIfferent effects when Speed IS set at 0 or at 5

3 Hammer Watch as your apphcatton screen gets hammered

4 Weave A bnght weave ofcolor on the screen

5 VertIcal Bars Colorful bars systematIcally overwnte your screen

6 Push A march of colorful bars pushes your screen nght off the
momtor

7 Squares An artIStIC pattern ofcolor IS dIsplayed Agam, changmg
the Speed settmg makes this an mterestmg effect

8 Box A smgle box movmg on the screen, but With a message or
name and a touch of tantalIzmg color

9 DIzzy A slow honzontal roll of the screen

o InSIde Out A dIfferent treatment to the eXIstmg screen
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Redraw Speed How qUickly new actIOn takes place, m seconds Any value from 0 to 15
WIth the ConfettI format, this determmes how often the pamt color
changes

Clear Screen? Set to Y If you want the applIcatIOn screen cleared before Screen Saver
actIVIty Tlus would normally be left as N unless you are nervous about
your program lookmg strange Does not apply m Hammer format and
always applIes m Box format

Name to Display The name to be dIsplayed If screen format 1 or 8 IS selected VISIble only
WIth the Names and Box format If a name IS not speCIfied, a senes of
default messages Will be used

12 6 Backup Files

When workmg With any software applIcatIOn, It IS absolutely essentlal to back up the data files on
a regular basIS TIns IS the only way you can msure agmnst data loss m the event ofa power fmlure
or hardware/software problem TIns optIOn allows you to back up all pertment data and program files
to a floppy dnve usmg the PK.ZIP shareware program When selected, the system prompts you to
choose the correct dnve to save the backup to (A or B) Before you select a dnve, make sure you
have a dIskette m the correct dIsk dnve

TIns process formats the dIskette m the selected dnve, removmg any data prevIOusly on the dIskette
Make sure you eIther have a blank dIskette or have no need for the data currently on the dIskette you
are about to use After your first backup, you should use a second set ofdIskettes and rotate between
the two sets for all subsequent backups Ifyour faCIlIty has a heavy work load, DAILY BACKUPS
are essentlal' How often to do backups Will determme how much data you Will lose If a problem
anses Backups only take 5 - 10 mmutes to perform--compare that to the amount oftlme It Will take
to reenter a week's worth of InformatIOn'

12 7 Color Setup

Color Setup allows you to change the program color schemes for your workmg enVIronment wmch
WIll be dIscussed m more detaIl below Each optIon dIsplays a foreground and background color
Use the left and nght arrows to select your foreground colors, and the up and down arrows to select
your background color

GraphiCS

Data Fields

TIns optIon WIll determme the border and lme draw colors of your
screen Select the Graphzcs field to change the current color scheme

TIns optIOn allows you to set background and foreground colors for
Data fields dIsplayed on the screen, but are not currently bemg edIted
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Enhanced

Screen Text

Exploding Windows

Grapillcs
Data FIelds
Enhanced
Screen Text
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The Enhanced optIOn allows you to set your colors for fields that are
currently selected

Changmg tills field affects the way your field defimtions are
dIsplayed Any text on your screen not found WithIn a data field Will
be affected by changes made on this optIOn

Explodmg Wmdows start from a central posItIOn and expand outward
untIl the entire wmdow IS dIsplayed Selecting No for tills optIOn Will
sImply cause each wmdow to mstantly appear on the screen ThIs
feature IS a cosmetIc feature sImply based on preferences

Cyan on Black
Bnght Cyan on Black
Yellow on Blue
Bnght Red on Black

NOTE ONCE YOU HAVE CHANGED THE COLOR SETUP, IT WILL NOT BE
EFFECTIVE UNTIL YOU EXIT THE PROGRAM, AND RE-START IT
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The System Utlhtles menu contams optIOns that allow you to customIze your system enVIronment
UnlIke the System Constants many of these optIOns do not affect your INVEC-2 program
enVlfonment Itself, but can be used to enhance your workmg enVIronment

l'Ia:a.ntenance Help

Backup F:a.les
Restore Backup F:a.les
Month End Procedure
Vear End Procedure
Reindex F:a.les
Update Files
Update Reorder Leuels
Arch:a.ue Files
Un-Arch:a.ue F:a.les
User List F:a.le
Check Con£':a.g.Sys
MePiory 8: D:a.sk
Mu1t 1S 1tes
IPiport ECPRO Data
ESTIMED Export

Figure 10 1 Mamtenance Screen

The followmg IS a dISCUSSIOn of all aVaIlable optIOns m the System UtIhtIes menu

13 1 Backup Files

ThIs optIOn IS used to backup all files specIfied In the BACKUP field of the System Setup optIon
The system uses the PKZIP program to compress the files, and copy them on to a floppy dIsk
SImply specIfy m whIch drIve (A or B) the backup dIskette IS located, and INVEC-2 WIll backup
your files on to the dIsk

13.2 Restore Backup Flies

Selectmg thIs optIOn WIll cause INVEC-2 to uncompress, and copy all files on the backup dIskette
(created usmg the Backup FlIes optIon) on to the computer's hard drIve SImply specIfy m whIch
drIve (A or B) the backup dIskette IS located, and the system WIll copy the files on to the hard drIve

13.3 Month End Procedure
TIus option WIll cause INVEC-2 to perform all month-to-date calculatIOns All fields contammg
month-to-date figures WIll be updated Once the process IS completed, the current date WIll be
entered m the Month End Update field m the System Setup screen
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134 Year End Procedure

Tills optIOn wIll cause INVEC-2 to perfonn all year-to-date calculatIOns All fields contammg year­
to-date figures wIll be updated Once tills process IS completed, the current date Will be entered m
the Year End Update field m the System Setup screen

13 5 Relndex Files

Use tills optIOn to have INVEC-2 reset the System Index files INVEC-2 uses Index files to sort
Items m a database OccasIOnally, as you add and remove files from the system, the Index files may
become outdated and you may not be able to find new files m the system Select tills optIOn to have
the system files remdexed Tills feature should be selected whenever the system has been mterrupted
as m the case m a power faIlure

AddItionally, tlus process should be perfonned on a regular basIS (weekly at a mimmum), and
whenever there has been a lot of transactIOns perfonned, m a short penod of time

Pack and Remdex
All Files

136 Updates Files

Press <ENTER> here to have all System files remdexed, or you may
choose a specIfic file to remdex from the lIst m the option Window
Once you have made your selectIOn, press <ESC> to begm the
process Dependmg on the SIze of your files, It may take up to
several mmutes to complete the process Once INVEC-2 has
completed the remdex process, the program WIll return to the
Mamtenance Menu

ThIs optIOn updates the Master Stock file, the quantItIes on hold based on all the pendmg Issues, and
quantities on order based on all pendmg POs Fmally It updates your current stock on hand and
stock level There are no other screens assocIated WIth this optIOn Selectmg tills optIon causes a
small Window to be dIsplayed specIfymg Update Master FIle Select this wmdow and INVEC-2 Will
start the updatmg process Once the process IS completed, the system Will return to the Update
Master FIle Window Press <ESC> to return to the Mamtenance Menu

137 Update Reorder Levels

Tills optIOn updates all reorder levels based on past transactIOns When you select thIS optIOn,
INVEC-2 Will recalculate all reorder quantItIes (QuantIty to Order) There are no other screens
associated WIth tlus optIon All small Window IS dIsplayed askmg you to confinn the recalculatIOn
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13 8 Archive Files
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TIns optIon should be used to reduce the SIze of the databases, and therefore speed up the
performance ofINVEC-2 You can specIfy WhIch files (e g, Issues or purchase orders) should be
archived, and what date to use as the cut-offdate for the files For example, you can tell the computer
to archIve all purchase orders that are dated 1 July 1995, or earlIer The files Will be removed from
the database and stored m a compressed format m a user-specdied locatIOn Items or transactIOns that
are not completed Will not be archIved If necessary, you can restore the files back to the mam
database We recommend that users archIve records at least twice a year, or whatever IS consistent
With the level oftransactIOns at the store, and the reportmg schedule the store follows You must re­
mdex the files after the archIvmg process IS completed

13 9 Un-Archive Files

TIns optIon allows you to restore the data removed from the program through the archIve function
We strongly recommend that the archIve/un-archIve functIOns be used only With careful thought and
planmng You must re-mdex the files after usmg eIther optIon

13 10 User List File

When thIs optIon IS selected, a browse Window IS displayed contammg a lIst ofdefined User Names
and the correspondmg full name Selectmg a user from thIs lIst Will display the Authonzed Users
LISt page whIch proVIdes detailed mformatIOn about the user and hIs or her secunty access
pnvI1eges

CEHTRAL ItEDICAL STORES - - CEHTRAL ItEDICAL STORES

[ I
ller 1 1

USER ACCESS

Full Hallie aJean-Pierre Sa lIet
I- User "allle SALLET 3 Contacts

Password
I- 12345&789 les
HRIA Security YYYY'i'iW'i <Y>es or <">0 ackup Files
lim Procedure

Security Access Details Procedure
1 Stock lies
2 FaCIlities les
3 Suppliers up
4 Issues (Sales Order or S I U ) Inl
5 Validation Flies and Currency Factors fIg Sys
& Purchase Orders (P 0 ) and Recell/lng Reports DIsk
7 Repnrts

+11 8 Tenders ~

9 Systell Setup Hanth/Year Ends Update Users

<F1>Help <F3>Stock <F4>Ca leu lator <F9>Go to DOS

Enter fu 11 nalle of Author .zed User

Figure 131 User LIst FIle

I
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The authonzed users lIst, avaIlable to the System SupervIsor and those authonzed by the SupervIsor,
allows you to set the user's password, as well as hts or her secunty access to vanous files WIthtn the
INVEC-2 system Ifusmg the Password optIOn, users must enter theIr passwords mall capItal letters
dunng the logm process

The Secunty field contams mne characters, each correspondmg to the lIst of secunty access detaIls
lIsted below the field For example, a secunty field WIth the stnng "YYYYYYYYN" would mdlcate
that the user has the pnvilege to access all optIOns except System Setup, MonthNear Ends, Updates
and User LIst FIle The files lIsted m optIOn 9 should be restrIcted to the system supervIsor

13 11 Check Conflg Sys

ThIs optIOn SImply checks your PC's system configuratIOn file (CONFIG SYS) to make sure the
correct FIles= statement IS entered The file should contam a mImmum entry of 75 (FIles=75) m
order for INVEC-2 to run effectIvely If the Config Sys file does not contam the correct number,
you Will be prompted by INVEC-2 to eIther make the changes yourself, or allow INVEC-2 to do It
If It does contaIn the correct number, the system Will return to the Mamtenance Menu If changes
have been made to the file, you must restart your computer for the changes to take effect

13 12 Memory and Disk

ThIs optIon mforms you ofthe total aVaIlable space m memory and on your hard dIsk Selectmg thts
optIOn allows you to access the Memory and Hard DIsk StatIstIcs page The follOWing mformatIOn
IS dIsplayed

Total Available
Character Space

Total Contiguous
Space

Total Disk
Space Available

Thts number mdlcates the amount of free random-access memory
(RAM) currently aVaIlable on your system Thts mfonnatIon lets you
know Ifthere IS enough memory avaIlable to run the applIcatIon See
page 11 on System ReqUIrements for the mlmmum values

The largest block of free RAM avaIlable on the system

ThIS number mdlcates how much free dIsk space IS avaIlable on your
hard dIsk As your master files become larger, thts number WIll
become smaller You should check the aVaIlable dIsk space regularly
and be prepared to purge old files, should you begm to run out ofhard
dIsk space
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Thts optIon allows you to export and Import data for the ValldatlOn files, the Stock List,
Inventory Details, Supp11er List, Faclhty LIst, Facl11ty Stock detail, Purchase Orders, Recelvmg
Reports, and Items on Contract You must specIfy the filename to export to or Import from, and the
dnve where the file should be stored After data IS Imported, INVEC-2's files must be re-mdexed
lInmedmtely

1314 Import ECPRO Data

Thts optIon only works Ifa file that has been exported from ECPRO-2 IS aval1able The data that can
be Imported are the tenders and theu detal1s When selected, this optlOn prompts you to enter the
diskette contalmng the data file to Import The Import file must be named Product db/, or the
process w111 not work

13 15 ESTIMED Export

Tills optIon IS only useful IfESTIMED IS also mstalled The data that can be exported mc1udes the
stock 11st, valldatlOn files, therapeutIc c1asslficatlOn file, and faclhty 11st Tills feature saves data entry
m ESTIMED When selected, you Will be prompted to enter the dnve letter and path to where you
want the file exported
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14.0 SYSTEM MANAGEMENT AND TROUBLESHOOTING
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TIns sectIOn covers the dIfferent procedures for managmg, protectmg and troubleshootmg your
INVEC-2 system These procedures can be dIvIded mto 3 categones

1 Mamtammg up-to-date mformatIOn,
2 PrecautIons to guard agamst data loss due to system faIlure, and
3 Recovenng from system or INVEC-2 program faIlures

The pnmary purpose oftrus chapter IS to provIde solutIOns for commonly encounteredproblems, and
troubleshootmg advIce for pOSSIble problems that may occur when usmg INVEC-2 The followmg
IS a dISCUSSIOn of each ofthe above lIsted categones

141 Maintaining Up-lo-Date Data In INVEC-2

Most ofthe mformatIOn entered Into INVEC-2 IS used ImmedIately to update all files For example,
when you actIvate a reCeIVIng report, INVEC-2 updates all stock and supplIer databases to reflect
the arrIval ofdrugs or medIcal supplIes SImIlarly, when reqUISItIons are actIvated, Issues ofdrugs
or medIcal supplIes to health faCIlItIes WIll be regIstered, and stock levels and faCIlIty InfOrmatIOn
Will be adjusted accordIngly

However, some INVEC-2 vanables are not updated ImmedIately Some calculatIOns reqUIre a great
deal ofprocessmg tIme and would slow down normal operatIOns If they were computed each tIme
data were entered mto the system Other calculatIOns only need to be done at the end ofa partIcular
tIme penod such as monthly updates or yearly updates Fmally, certam updatmg procedures mvolve
correctmg errors In data entered Into INVEC-2 and Will reqUIre the aSSIstance of the MS manager
or supervIsor
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1 Monthly and Yearly Updates

Monthly Updates

Yearly Updates

At the begmmng ofeach month, INVEC-2 w111 ask you to update the
files Ifthere are pendmg transactIOns from the prevIOus month to be
entered, complete those fIrst, actIvate them Ifnecessary, and process
any payments receIved, then choose Yes If you choose No, the
system wIll prompt you WIth the same message each tlme you start
the program

When INVEC-2 updates the files, all month-to-date (MTD) data
fields Will be reset to 0 Any screens displaymg a 12 month penod
w111 be updated to mclude the data from the prevIous month

This step should be performed at the end of the financIal year
INVEC-2 Will ask you to update the files on the next day that the
system IS started folloWing the end of the financial year Agam, If
there are pendmg transactIOns from the preVIOUS year to be entered,
complete those first, actIvate them If necessary, and complete all
processes requIred by the specIfic transactIOn, then choose Yes ThIs
optIOn causes INVEC-2 to update all year-to-date (YTD) data fields,
as well as the mformatlon dIsplayed on the MedIcal Stores Summary
screen (Reports menu) If you choose No, the system WIll prompt
you WIth the same message each tlme you start the program

2 MaIntenance OptIOns

The Maintenance menu contains the Updates and Remdex Fzles optIOns (see Chapter 13), which may
be performed at any bme These optIOns should be used any tlme the system has been mterrupted
(power outage, hardware failure) and has been restarted, m the event that calculatIOns were not
completed, or data files mIght have become corrupted Both processes are tlme consummg, but are
essentlal to mamtaIn up-to-date mformatIOn m the system

3 CorrectIng INVEC-2 Data In Supervisor Mode

MaIntaImng accurate INVEC-2 data records Will sometlmes mvolve correctmg mformatIOn that was
entered mcorrectly or entenng basIC data to begm a new penod (such as budgetmg mformatIOn for
the medIcal store)

Some data fields, such as those generated by INVEC-2, cannot be modIfied m the User Mode, and
reqUire supervIsory access to be changed For example, dunng the Imtlal setup ofINVEC-2, data
that m the future Will be automatIcally generated by INVEC-2 must be entered (such as the Issue urnt
cost), so that you can be provIded WIth certam future mformatIOn The SupervIsor Mode allows you
to make these adjustments Only those mdividuais WIth knowledge of the special SupervIsor's
password may make any such adjustments
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14 2 Precautions Backmg Up INVEC-2 Data Files
When workmg With INVEC-2 (and any other software applIcatIOn), It IS absolutely essential that the
data files are backed up on a regular basis TIns IS the only way you can msure agamst data loss m
the event of a power fmlure or hardware/software problem

Backup procedures should be establIshed at the same tIme the INVEC-2 system IS Installed
Dependmg on the work load at your medical store, data files should be backed up, at the very least,
at the end of every week If your facIlIty has a heavy work load, then DAILY BACKUPS should
be performed The frequency ofyour backups will determme how much data you may loose m the
event ofa problem Ifyou perform dmly backups, then m the event ofa system fallure, you Will only
lose a day's work On the other hand, If you only perform weekly backups, then you stand to lose
a week's worth ofwork Consldenng that a backup should not take more than 5 to 10 rmnutes to
execute, you be the Judge'

Data should be backed up on some type ofremovable media, such as floppy diSks or tape cartndges
Once the backup has been performed, store the media m a safe place to prevent any damage to your
data There are several ways m whIch you may backup your data INVEC-2 comes With a backup
optIOn on the Mamtenance menu Below are two other optIOns you may use, dependmg on your
faCIlIty needs See SectIOn 12 1 for the lIst of files that must be backed up regularly

1 Third Party Software Packages

There are many commercially available software packages which will perform backups Some
packages can be setup to automatically start the procedure on a certam day or at a certam time
These packages are usually easy to use and can prOVide you With vanous options, such as only
performmg a backup on data that has changed smce the last backup PC Tools and Norton UtilItIes
are among some of the most popular brands

2 Usmg the DOS BACKUP Command

The DOS (Disk Operatmg System) you are usmg usually has a backup utilIty mstalled With It ThIs
utllIty can be used to backup the entIre C dnve or only certam dtrectones Below IS an example of
the command to be used to backup the INVEC-2 directory only

BACKUP C \INVEC2\* * A
The above command Will cause the system to prompt you to enter a disk m dnve A If any
additIOnal disks are needed, you Will be prompted by the system Be sure to label additional disks
With the correct sequence number

To restore the files usmg DOS utilIties, type the follOWing command at the C > prompt
RESTORE A C \INVEC2

The Restore program Will ask you for the disks m the proper sequentIal order Any data currently
m the directory wIll be ovenvntten
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14 3 Recovermg From System or Program Failures

System Failures Ifthere IS a power faIlure while you are workIng m INVEC-2, you
must re-mdex the INVEC-2 files before domg more work on the
system Use the Remdex FlIes optIOn under the Mamtenance menu
After you have mdexed your files, you should check your data to
make sure that none has been lost In the event of a severe system
failure (such as a hard dISk failure), after restorIng the hardware to
workIng condItIOn, restore your data files from your last backup
ThIs IS why It IS extremely Important to maIntam up-to-date data files,
and backup the files on a regular baSIS'

INVEC·2 Program
Failures

The INVEC-2 program has been tested extensIvely prIor to your
mstallatlon However, as WIth any computer program, problems may
stIll occur If you have any problems, follow the steps deSCrIbed
below DO NOT TRY TO CHANGE ANY OF THE FILES IF
THE FOLLOWING PROCEDURES DO NOT WORK, GET IN
TOUCH WITH THE MSH SUPPORT CONTACT WrIte down all
mformatlon about the problem, mcludmg exactly what you were
domg when the problem occurred and all computer responses Note
any error messages which may appear on the screen IfpOSSIble, pnnt
out any error messages that appear on the screen

1 If the screen freezes and you cannot move your cursor (a SImple way to detect this IS If your
computer beeps If you press any key for 15 seconds), re-start the computer by pressmg the
<Ctrl> <ALT> and <DEL> keys at the same tIme Ifthe system stIll does not respond, push the
reset button or turn your computer offand then back on again After the system has successfully
restarted, try to access INVEC-2 agam

2 Ifyou are havmg trouble accessmg data or callIng up mformatIOn, re-mdex the files usmg the
optIOn under the Mamtenance menu Try to access INVEC-2 agam

3 Ifthe problem perSIsts after you have mdexed the files or restored your files from backup dISks,
contact the MSH INVEC-2 support person
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APPENDIX A - TUTORIAL
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TIns chapter IS desIgned to act as a tutonal to the INVEC-2 program The followmg are step- by­
step mstructIOns on performmg specIfic functIOns m INVEC-2 As you complete each step, It IS
nnportant that you read each screen thoroughly, and enter the mformatIOn m the correct field Ifyou
need an explanatIOn of what IS reqUIred m a specIfic field, refer to the reference sectIOn of thIs
manual (Chapters 4-10) to obtam clanficatIOn Use the NOTES portIon to lIst any mformatIOn
pertalmng to your own procedures

General AdVice And Information

When you want to practIce WIth INVEC-2, from the C> type CD TRAINING and then at the
C \TRAINING> type INVEC2 When you want to enter real mformatIOn mto INVEC-2, type CD
INVEC2 from the C > prompt and then INVEC2 from the C \INVEC2> prompt

Every day when you start INVEC-2, make It a habIt to remdex the files If somethmg unexpected
happens when usmg INVEC-2, remdex the files

BACKUP YOUR DATA IN INVEC-2 EVERY DAY'" You may use the backup procedure
establIshed for you for thIs purpose

EstablIsh a routme to process your S I V sand POs m INVEC-2 and make It a pnonty to get accurate
mformatIon mto the computer as soon as pOSSIble

Make a separate file folder for each facIlIty and each supplIer WIth whom you deal and put the
paperwork pertalmng to each m the proper file

Ifyou have any problems or questIOns, call one ofthe people lIsted m the Contacts menu m INVEC­
2
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Addmg An Item To The Stock Database

1 Access FIles from the Mam Menu

INVEC-2 System Manual

2 Select Stock and Press <Ins>

Enter the followmg mformation m the specIfied field, and press <ENTER> after each entry

3 Enter a umque code for the Item

4 Choose Its category from the optIOn wmdow Drug, MedIcal Supply, or Other

5 Enter the genenc name of the Item and a supplementary name, If apphcable

6 Enter the strength or SIze for the Item

7 Enter the form and route of the Item (Pressmg <ENTER> or the left arrow (+- ) on eIther of
these Will gIve access to a hst ofchOIces for the Item)

8 Enter the Issue umt/size of the Item (Pressmg <ENTER> or the down arrow ( !) on eIther of
these Will gIve access to a hst of chOIces for the Item)

9 Enter the preset mimmum and maxImum stock level m Issue umts

10 Enter the forecast penod and procurement penod of the Item

11 Accept your entnes (ThIs IS done by choosmg Accept from the ActIOn optIOn wmdow )

Once steps 1-11 are completed, INVEC-2 Will eXIt the product mformatIOn screen, and return to the
Stock DetaIls screen

THE FOLLOWING STEPS MAY BE COMPLETED ATA LATER TIME

12 To add or delete the quantIty of the Item, access stock detaIls and fill m the mformatIOn,
mcludmg the quantIty on hand

13 For the reason for stock adjustment, press <ENTER> for access to a hst of chOIces

14 FIll m the Item's locatIOn, pressmg <ENTER> Will gIve a hst of chOIces

15 Accept your entnes (OptIOn Window)

16 On the mam screen ofthe Item, choose AlternatIve Items and fill m any alternatIves to the Items
m the event that your current Item IS not avaIlable

17 In Supplementary InformatIOn, add the InformatIOn that you have and use, mcludmg any
FOREX reqUIrements

18 If you use It, fill m the FaCIlIty Forecasts from the maIn screen of the Item
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NOTE SOME OF THE FIELDS ON THE MAIN SCREEN OF THE ITEM ARE NOT
EDITABLE BECAUSE THEY ARE AUTOMATICALLY UPDATED BY INVEC-2 SEE
APPENDIX C FOR AN EXPLANATION OF THESE FIELDS

NOTES
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Adding A FacIlity To The FacIlities Database

1 Access FLies from the Mam Menu

INVEC-2 System Manual

2 Access Facllztles and press <Ins>

Enter the followmg mformatIOn m the specIfied fields, and press <ENTER> after each entry

3 Enter a umque code for the facIlIty

4 Enter the contact mformatIOn (name, address, phone & fax) for the facIlIty

5 Enter the correct code correspondmg to the percent markup to be charged to the facIlIty

6 Choose the account type from the optIOn wmdow Member, Group, or Smgle If Member IS
chosen, the Account Holder field must be completed

7 Browse wmdows for GMS branch and customer level are aVaIlable by pressmg <ENTER> m
the blank for each one

8 Enter the populatIOn figures These are not reqUIred, but they are useful for calculatIons and
reports on level of use, etc

9 Enter the provmce, dIStrIct, and responsIble authonty, pressmg <ENTER> WIll access a browse
wmdow IIstmg all chOIces for each If your area IS not dIVIded mto provmces or dIStrICtS, be
sure to enter a code of 00 m the valIdatIOn file, and choose that optIOn here

10 Accept your entrIes (OptIOn WIndow)

Once steps 1-10 are completed, INVEC-2 WIll eXIt the FaCIlIty InformatIon screen, and return to the
FaCIlIty DetaIls screen

The BudgetIFmancIaI screen may be completed at a later date, and the two remaImng form wmdows
(Monthly HIstOry, and Current Stock) are completed by INVEC-2 automatIcally based on
transactIOns performed elsewhere m the system

NOTES
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Adding A Supplier To The Suppliers Database

1 Access FlIes from the Mam Menu
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2 Access Supplzers and press <Ins>

Enter the followmg mformatIOn m the specIfied field, and press <ENTER> after each entry

3 Enter a umque code for the supplIer

4 FIll m as much mformatIOn about the supplIer as you know Enter the supplIers
Name, MaIlmg Address, Country, Phone, Fax, Telex, and Contacts

5 IndIcate whether the supplIer wIll be provIdmg Tender Items Remember, If the supplIer WIll
be proVIdmg tender and non tender Items you may need to create two records, one for each type

6 Enter the SupplIers currency A browse WIndow lInked to the Rates of Exchange file IS
aVaIlable If the supplIers currency IS not lIsted m the file, INVEC-2 WIll allow you to add It
here

7 Enter payment terms If known

8 Enter L for Local or F for foreIgn Is thIs a local or foreIgn supplIer? An entry must be made
here, m order to contmue

9 IndIcate whether the supplIer IS also a manufacturer, by entermg Y or N

10 Enter the Average, Latest, and Stated lead tImes If known

11 Accept your entrIes by choosmg Accept from the ActIOn OptIOn Wmdow

Once steps 1-11 are completed, INVEC-2 WIll eXIt the SupplIers InformatIOn screen, and return to
the SupplIers DetaIls wmdow

The Purchase and Payments fields may be completed at a later date, and the remaInIng form wmdow
(HIStOry) WIll completed by INVEC-2 automatIcally based on transactIOns performed elsewhere m
the system

NOTES
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Addmg Items To The Validation Files

1 Access Fzles from the Mam Menu

2 Access ValzdatlOn Fzles

3 Select an Item from the lIst of files

INVEC-2 System Manual

4 Add or delete Items m each file by pressmg <Ins> or <Del>, respectIvely, so that the
mformatlon m each category matches your system Remember The pnmary purpose ofusmg
valIdatIOn files, IS to provIde consIstency when entenng data m the system Be sure to use codes
and descnptlOns that best fit your medIcal store termmology

NOTES
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Adding Rates of Exchange

1 Under FIles, choose Rates ofExchange

2 Press <Ins> to add a rate of exchange

3 F111 m the proper mformatIon, makIng sure that you are convertmg the money properly

REMEMBER You must add your own currency wIth a value of1 0000 to the database, so that
INVEC-2 wIll have a base rate to convert to/from

NOTES
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Adding A Store Issue Voucher (5 I V)

Be sure to follow all procedures prevIously establIshed for your office

1 Choose TransactIOns from the Mam Menu

INVEC-2 System Manual

2 Choose Issues, press <Ins> to add an S I V

3 FIll m the facIlIty by typmg m Its code or pressmg the <ENTER> or down arrow (1) to access
a lIst ofchOIces

4 The order reference number IS requIred, as IS the person by whom the order was prepared

5 FIll m the date receIved and accept your entrIes by choosmg Accept from the ActIOn Option
wmdow

At thIS pomt, the computer WIll automatIcally go to the S I V Item Detazls screen

6 FIll m the reqUisItIOn number ThIs IS the number on the form receIved from the facIlIty, and
IS reqUired to complete thIS Issue

7 FIll m the Code ofthe Item bemg ordered, pressmg <ENTER> or the down arrow (1) WIll gIve
a lIst ofchOIces

8 FIll m the facIlIty stock level, Ifyou were gIven this mformation

9 Enter the amount of the Item requested by the facIlIty, and accept your entries by choosmg
Accept from the ActIon OptIOn wmdow

At this pomt, INVEC-2 Will record the mformatIon, and clear the screen allowmg you to enter
another Item ordered by the facIlIty Repeat steps 6-9, untIl all Items are entered, then press <ESC>
after you have completed the last Item
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Re-access the S I V and select OptIOns to follow your usual procedure You may

1 Pnnt an AllocatIOn Fonn - After reVIewmg the fonn to make certam all quantItIes are
correct, It should be gIven to the MS manager for approval Once approved, return to the
Item DetaIls screen of the S I V and enter the quantItIes authonzed

2 Authonze QuantItIes - Tills optlOn processes the Issue voucher (puts Items "on hold" m the
mventory) and enters the current date m the date processed field The Issue voucher Will
not be processed untIl you have completed the quantItIes authOrIzed field for each Item
ordered

3 Pnnt a PIck LIst and CollectIOn Shp If tills optIOn was selected m System Setup Use thIS
optIOn to venfy the actual quantItIes collected from the MS supply The shp should be
sIgned be the MS staff person, who filled the order

4 Continn ShIppmg QuantItIes - tills process allows you to venfy the actual quantItIes
shipped, after completmg tills step, enter the current date m the date shipped field

5 Pnnt a copy of the Store Issue Voucher If you Wish a dehvery notIce to be sillpped along
With the Items ordered

6 ActIvate the Store Issue Voucher (subtracts Items from mventory) ThIs optlOn should only
be chosen after you have completed all necessary store Issue procedures

7 Pnnt RequlSltIOns - you may also pnnt a sales order reqwsitIon hst

We recommend that you use all ofthese optIons, mcorporatmg them mto your present routme

NOTES
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Addmg A Purchase Order (PO)

INVEC-2 System Manual

Follow any and all procedures prevIOusly establIshed for your office

1 Access TransactIOns from the MaIn Menu

2 Choose Purchase Order and press <Ins> to add a new purchase order

3 Enter a urnque number for the PO

4 Enter the supplIer, pressIng <ENTER> or the down arrow (1) wIll access a browse wmdow
lInked to your SupplIer Master Ftle

5 FIll In the blanks wIth your InfOrmatIOn INVEC-2 completes the ordered field WIth the current
date, If It IS dIfferent, change It now

6 Choose CIF or FOB from the optIOn WIndow, to IndIcate the supplIer cost method

7 Choose whether the Items beIng ordered are tender or non tender Items If the Items are on
tender status, you WIll be prompted to enter the tender code PressIng <Enter> In the tender
code field WIll actIvate a browse WIndow lInked to the tender module

8 FIll In the currency, preSSIng <ENTER> or the down arrow (1) WIll gIve a lIst of chOIces

At thIS pomt, the computer wlll automatIcally go to the PO detml screen

9 Add the Items that you are orderIng To fill In the Items, press <ENTER> or the down arrow
to access a browse WIndow lInked to your Stock Master FIle Choose the Items you WIsh to
order Note, Ifthts IS a tender PO, the Item lIst wIll be generated from those entered on the
tender code chosen In step 7

10 FIll In the mtmmum order ofthIS Item from thIs supplIer, the quantIty must be greater than zero
Be careful when speCIfyIng pack SIze A good rule of thumb IS that the first number WIll
generally be smaller than the second number, 1 e ,IX 1000 Tabs

11 FIll In the detaIls the manufacturer, etc

12 FIll In the cost, Ifknown, for sea, aIr, and local, and the mode of shIpment ofthts Item If you
only fill In the pnce for one mode ofshIpment, that must be the mode that you choose for thts
Item Expected pnces should be entered for the mlmmum order reqUIred

13 FIll In the number of packs you WIsh to order, It must be greater than zero INVEC-2
automatIcally enters the Expected Pnce of MIn Order, If you entered a value earlIer for
expected pnces, and then calculates the expected urnt pnce

14 Accept your entnes (choose Accept from the OptIOn WIndow)

The computer wlll automatIcally provIde another blankformfor the next Item you WIsh to order

15 When you are done entenng Items, press <ESC> untIl you return to the MaIn Menu
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16 You can re-access the PO to make changes to It until you actlVate It You actIvate It by
choosmg OptIOns and thenAct1vate TIns IS done when the PO IS sent out to a suppher, or when
the suppher confirms that It Wlll be sendmg the Items

17 When you receIve the Items, you re-access the PO by choosmg TransactIOns from the Mam
Menu, and then Purchase Orders Select the number of the PO on wmch you receIved Items,
and choose Recelvmg Reports

We recommend thatyou ass1gn a Rece1vmg Report number that 1S a combmatwn ofthe PO number
and wh1ch receptIOn number th,s 1S on th,s PO That 1S, PO Number + R + a number For example,
7169R1 would be rece1pt number 1 on PO number 7169

18 Enter the receIvmg report #, the mVOIce number (from the suppher), the AWB/BOL reference
number, and the mitIals of the mdividuals who unpacked and venfied the Items receIved
Complete all currency, charges and any dISCOunt and tax InformatIOn that apply or appear on
the mVOice Complete all freIght, msurance, and other charge mformatIOn IfavaIlable Accept
your entnes by choosmg Accept from the ActIOn OptIon Wlndow

The computer Will automatically go to receiVing Items

19 Enter the mformatIon on the Items you receIved Venfy that what you ordered was exactly what
you receIved If any of the Items were damaged, or not shIpped, be sure to enter that
InformatIon where appropnate Fmally enter all pncmg mformatIOn from the supphers mVOIce

20 Accept your entnes (OptIOn wmdow)

21 When you are sure of your mformatIon, place the Items m stock and update the system by
actIvatmg the receIvmg report ThIs IS done by gomg to the PO, then to ReceiVingReports, then
to the speCIfic receIvmg report, then to Activate ReceiVing Report, and acceptmg the actIvatIOn

22 To regIster payments on a purchase order, go to the PO, choose Payments and fill m the
mformatIOn You must fill m the receIvmg report number and who made the payment

23 Accept your entnes (OptIon Wlndow)

NOTE IT IS POSSIBLE TO RECEIVE PARTIAL SIDPMENTS ON AP 0 , YOU SIMPLY
HAVE TO CREATE MORE THAN ONE RECEIVING REPORT
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APPENDIX B - R&R INTERACTIVE QUERY

249

The R&R InteractIve Query Mode IS only aVaIlable when you choose I - <I>nteractIve Query from
the Want a Speczal Query? optIOn wmdow wlule makmg your INVEC-2 reports specIficatIOn
chOIces By defimng a set of rules called a query, you can specIfy that only certam records WIll be
mcluded m a report The query you define IS used to generate a report contaImng only those records
that meet the query cntena The query chosen must be defined each tIme you WIsh to run a specIal
report

ThIs sectIon explaInS how to use the InteractIve Query mode to select the composIte records that WIll
be mcluded m a report WIth thIs command, you can define a set ofselectIOn rules called a query
When you generate the report, R&R WIll mclude only those records that meet the selectIOn cntena
For example, the sample query below consIsts of two selectIOn rules tellmg R&R to select the
records for all tagged Items m the Stock database WIth a 0 stock level

Include all records where (MASTER->CHKD IS equal to "*") and where (MASTER­
>STOCKLEVEL IS equal to "0")

The first sectIOn oftlus appendIx explaIns the structure ofquenes The next two sectIons cover the
Query commands

• EdIt, and
• Reset

The fmal sectIOn Illustrates the use of quenes by offenng examples of query technIques
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Query Structure

SelectIOn Rilles

Each query consIsts ofone or more selectIOn rules, and each selectIOn rule consIsts ofthree elements

• A field from the composIte of record, Some reports are generated from several records
found m several databases, a composIte record mcludes all fields m all databases wluch are
used to compIle the report

• A companson operator such as equal to, and

• A companson value, wInch can be a field, value, lIst ofvalues, or range to wInch the first
field IS bemg compared

To buIld a rule, you must select or enter elements usmg the browse menus explained m the next
sectIOn For the first element, you select a field For the second element, you select one of the
companson operators lIsted m the text box below For the tInrd element, you specIfy a companson
value

FIelds

You begm to buIld a query rule by selectmg a field from the browse menu that dIsplays After you've
chosen to use the Interactive mode whIle generanng your report ThIs menu contains all the fields
from the databases used m your report It also contains many calculated and total fields created m
R&R See the sectIOn m tIns appendIx on query technIques for more mformatIOn on calculated and
total field quenes

Companson Operators

Below IS a lIst ofthe companson operators proVIded by R&R Note that these compansons are case
msensinve
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Companson Values

The final step m creatmg a query rule IS to enter or select a companson value Dependmg on the
field and operator you have prevIOusly selected, the value can be

• A field of the same data type as the first field you selected,

• A constant value such as a number or character stnng,

• If you have selected equal to, not equal to, In the lzst, or not In the llst, a character stnng
that defines a pattern usmg * and/or? as wIldcard characters (see the sectIOn m thIs
appendIx on query techmques),

• A lIst of constant values, any of whIch can be a character stnng mcludmg wIldcards (see
query techmques), and

• A parr of constant values that define a range
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Selechon rules can beJomed WIth the connectors andor or lotnlng two or more selectIOn rules With
and means that records must meet the cntena establIshed by all selectIOn rules m order to be
mcluded m the report lOlmng selectIOn rules With or means that records must meet the cntena for
at least one of the selectIOn rules m order to be mcluded m the report

When R&R processes a query, connectors are evaluated left to nght You can change thIs order of
evaluatIOn by usmg parentheses as descnbed below

Parentheses

You can use parentheses to mdicate the order for evaluatmg connectors m a query The connectors
WIthm parentheses are evaluated first, from the Innermost level of parentheses outward, and from
left to nght WIthm any set of parentheses WIthout parentheses, connectors are evaluated left to
nght

For example, m the followmg query, or IS evaluated before and

Include all records where (FORM IS equal to "TAB") and where ((ISSUE_UNIT IS equal to
"BaTT") or where (STOCKLEVEL IS equal "0"))

The result IS that the report lIsts only those Items that are m the form oftablets and are Issued m urnts
of bottles or the current stock level IS 0

If the parentheses were elImmated from this query, the resultmg report would be dIfferent The
report would lIst all Items that are m the form oftablets But It would also lIst all Items that are m
the form oftablets whose stock level IS 0, regardless of the Issue urnt
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Query Commands
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Selectmg ChOIces from Menus

Select chOIces from menus by pomtmg to them and press <ENTER> or the nght arrow <--> Press
<ESC> or the left arrow <....> to return to the prevIOus menu or the query text

After you have made your selectIOns from the first three menus, a selectIOn rule WIll dIsplay on the
screen, Just below the Control Panel, and the Connector menu WIll dIsplay Select and or or to Jom
another selectIon rule, select done to complete the query Selectmg done WIll return you to the
Query menu

Entenng a Data-Entry ChOIce

To enter or change a constant m the data-entry chOIce field m the thIrd menu, pomt to the data-entry
chOIce Then eIther type a new value and press <ENTER>, or press <F2> to edIt the current value
To enter a blank value, If the field IS empty Just press <ENTER> To change an eXIstmg value to
a blank value, press <F2>, <ESC>, and <ENTER>

Note that character constants, whIch can be up to 50 characters long, should not be enclosed m
quotes For example, enter CA mstead of"CA" to match a two-character field contaImng CA You
can enter characters m upper or lower case

Note that when you have selected an equahty companson (equal to, not equal to, m the lzst, not m
the lzst), you must enter the exact value you WIsh to match For example, TAB matches TAB, not
Tablets For apprOXImate matchIng, use WIldcards as descnbed m the sectIOn on query technIques
later m thIs appendIx

Entenng Values m a LIst

Ifyou are entenng a lIst ofdata-entry chOIces, the rules above apply, but several addItIonal keys are
actIve You can press <ENTER> or <1> to enter a value and move down m the lIst Pressmg <1>
WIll enter a value and move you up m the lIst To delete a lIst entry, pomt to It and press <Del> A
lIst can contaIn up to ten entnes To enter a blank value, you must press <F2> before you press
<ENTER>, smce pressmg <ENTER> by Itself ends the lIst

EnterIng Values to Define a Range

To enter two values that define a range, enter the first value, press <ENTER> to move to the next
lme, enter the second value, and press <ENTER> agam NeIther value can be blank
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Jommg Another SelectIOn Rule

To add another selectIOn rule to one you have already created, select and or or from the Connector
menu and contmue to define another selectIOn rule

Insertmg Parentheses

Parentheses can be mserted m the appropnate posItIOns as you bul1d your query You can type a left
parenthesIs while selectmg a field from the first menu and a nght parenthesIs whIle selectmg a
connector from the Connector menu In addItIOn, parentheses can be mserted m an eXIstmg query
by pomtmg to the appropnate place and typmg them

Completmg a Query

When you have defmed all the selectIon rules you want to use m a query, select done from the
Connector menu You w111 be returned to the Query menu, where you can select Go to complete the
mteractIve mode process, and have INVEC-2 generate your report

EdItmg a Query

When a completed query IS dIsplayed on the screen, you can edIt It by selecting Edu from the Query
menu Pomt to the selectIOn rule, connector, or parenthesIs you want to change by usmg the keys
hsted below

After you have pomted to part of a query, you can msert, append, or delete selectIOn rules,
connectors, and parentheses To dIsplay the query menus descnbed above, you can press <F2> or
press <ENTER> Select or enter values as the appropnate Windows dIsplay
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Insertmg m a Query

To msert a new selectIOn rule and connector before the one you have lnghlIghted, press <Ins> and
select the appropnate chOIces from the menus that dIsplay Before you have made your chOIces,
R&R dIsplays ( ) to represent a blank selectIOn rule and to represent a blank connector For
example

Include all records where ( ) (STQCKLEVEL IS equal to "0")

To msert a parenthesIs, pomt to the place you want to msert It and type (or) Do not press <Ins>

If you do not complete both the new selectIOn rule and ItS connector, R&R deletes the blank parts
when you press <ESC> Tlns feature prevents you from savmg an mcomplete query

Appendmg a SelectIOn Rule

To add a selectIOn rule at the end ofa query, press <End> followed by <....> Then select a connector
from the Connector menu Contmue the query by defimng the next selectIOn rule

Deletmg Parts of a Query

To delete part of a query, pomt to It and press <Del> to delete the lnghlIghted part or <BKSP> to
delete the preVIOUS part R&R dIsplays ( ) III place of a deleted rule and m place of a deleted
connector Whenever you have deleted a rule and an adjacent connector, R&R removes both blank
parts from the dIsplay
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Query Techniques

Summary

In adchtIOn to selectmg records that match specIfied database field values, R&R quenes can select
records that match character or date patterns, total field values, and calculated field values The
sectIOns below explam these query technIques

Pattern-Matchmg

Wddcard Characters

A pattern-matchmg query selects all records where the value m the selected character or date field
matches (or doesn't match) a pattern you enter usmg specIal characters called Wildcard characters
For example, to select all records where the value m the STOCK CODE field starts With the 1, you
can create the query "Include all records where (INVCODE IS equal to "1 *")" The astensk (*) IS
tills query IS a Wildcard character that stands for any group ofcharacters, Itke the astensk m the DOS
command DIR H* DBF

Below IS a Itst of the Wildcard characters used to define patterns m R&R quenes

~ ~-4(J' r.-- _ -_ f;z--=~.._ ..:::;" - -.4 ~_..;;-~..z:::....:::: a.--

-~ - - --:; ...... -_...::'-...--=-

-:: - -;:~-:.- ~--::- -- """,$ -z-.

:~-?-- ~~~~~~~--:-~:a~~~f~~~q~~tj1ateii~~-~:~~;m~~~same;=i

% ~-z~~-_~~ :---~~@~;~~~e~~~;E~- --;-j~~=i~~~~T!?~ii _,? __ ~-~~~~~-_=;: ~£O ~ ~
_-~!: -_ ---~-z-1-_~ -In~~fer-or~o q~jnatch~1~ooP?~~_ -_~~- -_- ­

-_ -=. - T:_ ~ _ ~ (meludin&n0 Ch.a:raCte'fs):-:ol!fa«am~~.matcl1es @Y''ValUe-in::that:pa:rt-

>_-~:~_~~:-=~~~~of)~~~~.~~~~~)~:_~;;- ~_ :-~:=~- ---:~~i~~ ---~~_~~_~
_7'=@._ -= - - -:=-:fu_~-aate qUerY,i!Ifdches-any.Yatueihatco~ds tQtbat-part:Df1lie ---,
~~~:: --'::c-=--::--~-:-s~~[a~i~.{~~):-'; --- -~ 7_:;:~~ -=- :c ---- "--=--- ~ -

~ :t oz - <.=---:::- $.."Z- _- _ ~-::.~ ....-". ~ __ _ -_:: -_--=::~-:~_ :: ,w -;.., : __~ - -.z..-:;.::::

NOTE WILDCARDS CANNOT BE USED WITH NUMERIC OR LOGICAL FIELDS

Usmg Wddcards m Character FIeld Ouenes

If the companson you have selected IS an equalIty companson (equal to, not equal to, m the lzst, or
not m the lzst), you can use the WIldcard characters * and ? to select records WIth character values
that match the pattern you have entered Several examples are gIven below
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xyz*

*xyz

*x?z*

*x?z*

*xyz*

To Include All Records

Startmg WIth xyz

Endmg WIth xyz

Startmg With, endmg With, or
contalmng xyz

Conslstmg of the letter x followed by
any character followed by the letter z

ContaInmg the letter x followed by
any character followed by the letter z

Usmg WIldcards m Date Quenes

You can use the * and/or the @ Wildcard character to enter specIal date selectIon rules Use * m
place ofany part ofthe date, as m 12/*/90 meanmg "any day m December 1990" Use @ to sIgmfy
a part of the current DOS date at tIme ofpnntmg, as m @/15/90 meamng "the 15th of this month
m 1990" It IS useful to think of @ as thzs month, day, or year and * as any month, day, or year

j

Example

1 To select any date m 1990, enter */*/90

2 To select any date m June of any year, enter 06/*/*

3 To select the first day of any month, enter */01/*

4 To pnnt a report for all Items ordered this month, you would use the followmg selectIOn
rule

(DATEORD IS equal to n@l*/*n)

ThIs rule would mclude m the report only those Items m whIch the order date field had a
value of thIs month, any day, and any year

5 To pnnt a report of all new customers that you have SIgned up for the month, you would
use the followmg selectIOn rule

(SIgnup IS equal to n@/*/@,,)

ThIs rule would mclude m the report only those records m whIch the Signup field had a
value of thIs month, any day, this year

6 To pnnt a report of all customers who SIgned up m a selected year, you would use the
follOWing selectIOn rule

(SIgnUp IS equal to "*/*/1990")
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Tills rule would mclude m the report only those records m whIch the Slgnup field had a
value of any month, any day, m 1990

Usmg Wl1dcards m Memo FIeld Quenes

R&R also allows you to use wl1dcard characters With query equahty compansons (equal, not equal,
In the hst, and not In the hst) to search for and select records based on text m a memo field
However, the * character must be the first and/or last character of the selectIOn value

For example, to mclude records that contam text startmg With the word "MedIcal" m the
Stock database memo field, enter the selection rule

(DMQ IS equal to "Medlcal*")

Note that memo field quenes are based only on the text of the memo field Itself, not on any values
contamed m embedded data fields

Querymg for Wl1dcard Characters

You can use the backslash (\) escape character With query equalIty compansons (equal, not equal,
In the lzst, and not In the lzst) to select character stnngs that contam eIther the astensk (*) or questIOn
mark (?) Wildcard characters Entered before the Wildcard character m the data entry field, the
backslash tells R&R to treat the WIldcard character hterally (1 e, not as a pattern mdlcator)

For example, to match records that have a value In the Name field conslstmg of a questIOn mark,
create the follOWing query

Include all records where (Name IS equal to "\?")

NOTE SINCE THE BACKSLASH IS ALSO USED AS A SPECIAL CHARACTER IN
QUERY RULES, YOU MUST SELECT CHARACTER STRINGS CONTAINING
BACKSLASHESINTHESAMEWAY FOREXAMPLE,\\*WILLMATCHANYSTRING
STARTING WITH A BACKSLASH

Querymg on Total Values

Total SelectIOn Rules

R&R allows you to select records based on total field values

• Reports Without pre-processedtotals can mclude total-related quenes only on grand runnmg
sums and counts

• Reports With one or more pre-processed totals can mclude total-related quenes only on pre­
processed totals that reset on the hIghest level (most mcluslve) group field for whIch a pre­
processed total has been defined
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RunnIng vs Pre-Processed Totals

In order to create effectIve total field quenes, you need to understand the dIfference between runmng
and pre-processed totals

Any total field you create WIth the /FIeld Total Create command IS by default a runnmg total, a field
whose value IS calculated cumulatIVely as each record contnbutmg to the total IS read WhIle you
can create quenes usmg runmng counts and sums WIth a "Grand" reset level, these quenes may be
dIfficult to formulate smce only those records that meet the query WIll contnbute to the total In
addItIon, SInce R&R tests the current record agamst the query before computmg the runmng total
for that record, the query WIll be apphed based on the total value as ofthe prevIOUS record See the
sectIOn below for an example of a runnIng total query

Many total fields you create can be modIfied WIth the /FIeld Total Options ProcessIng command to
make them pre-processed totals, fields whose final values are calculated before the records In the
report are pnnted Quenes on pre-processed total fields are much eaSIer to formulate, SInce all
records that contnbute to the total WIll be read before the query IS apphed
The only restnctIOn on such quenes IS that they can use only those pre-processed totals that reset at
the hIghest (most InClUsIve) group level at whIch a pre-processed total IS defined For example, you
cannot query on a pre-processed group total Ifyour report contaInS a pre-processed grand total (your
pre-processed grand total would be mvahdated by exc1udmg records based on the pre-processed
group total) See the sectIon below for examples of pre-processed total quenes

Pre-Processed Total Quenes

In reports that contam pre-processed totals, you can query on any pre-processed total that resets at
the hIghest group level at whIch a pre-processed total has been defmed You cannot query on any
runnmg totals or on any other pre-processed totals m the report

For example, m an InVOICe report In whIch each mVOIce total IS a pre-processed, order number group
total, you could create a query that selects only those mVOIces WIth totals of $500 or more In an
order hst grouped by customernumberand contammg a pre-processed, customer number group total,
you could create a query that selects only those customers WIth 10 or more orders Because of the
way m whIch R&R accumulates pre-processed totals, none of the runmng totals In these reports
would be avaIlable for querymg In addItIon, the quenes on the pre-processed order and customer
totals would be mvahd IfeIther report contaIned hIgher level pre-processed totals An error message
WIll notIfy you of InvalId quenes when you try to dIsplay or pnnt such a report

RunnIng Total Ouenes

In reports that contam no pre-processed totals, you can query on grand runmng sums and counts
However, be aware that the total for the current composIte record WIll not have been calculated
before the query IS applIed Therefore, R&R's deCISIOn as to whether to mclude the record WIll be
based on the total value as of the preVIOUS composIte record
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For example, when you query on a runmng count, the count for the current composIte record WIll
not have been calculated before the query IS applIed In order to use the query to select the first N
records, you must specIfy that the count field value be less than N rather than less than or equal to
N

To select the first three records usmg the Counter runmng total field, whIch counts the Name field,
specIfy the followmg query rule

(Counter IS less than "3")

WIthout the query, the report would mclude the folloWIng contnbutors, sorted by contnbutIOn m
descendmg order

NAME CONTIDBUTION

Warren 150
Clark 125
MortImer 120
SmIth 100
Jones 50

WIth the query, the records selected for the report would be

NAME CONTIDBUTION COUNTER

Warren 150
Clark 125
MortImer 120

1
2
3- (value of COUNTER field

for thts record not calculated
untIl after query IS applIed)

Querymg on Calculated FIelds

Calculated FIeld SelectIon Rules

R&R allows you to select records based on calculated field values except those that

• Use the Pageno() or Recno() functIon, or

• Use totals that cannot be quened on

ComparIng a FIeld to an ExpressIOn

You can compare a field to an expressIon by usmg a calculated field m a query For example, to
define a query that selects all records where the value m the Amount field equals the value of the
expressIon DISCount * Rate, create a calculated field name DlscRate whose expressIon IS DIscount
* Rate Then select DlscRate() as the value m the query, as follows

Include all records where (Amount IS equal to DlscRate(»
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Creatmg A Sample INVEC-2 Query
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Once you have accepted your chOIces m the INVEC-2 Reports SpecIficatIOn screen, the system WIll
automatIcally take you the R&R query bUIldmg screen To define a query, select EdIt from the menu
optIOns at the top of the screen You may then begm to bUIld your selectIon rules In the followmg
example, the standard report Stock - All Stock by Name, WIll be customIzed to only mclude those
Items that have been "tagged"

I At the R&R query screen, choose EdIt A small WIndow contammg a Itst ofall fields m the
database ofthe report WIll be dIsplayed Select the field called CHKD and press <ENTER>

2 The next WIndow that WIll be dIsplayed WIll contam a lIst of optIons whIch you may use
to make your compartson Choose equal to and press <ENTER>

3 The thIrd menu that WIll appear contams the lIst of aVaIlable chOIces needed to complete
your cntena The first chOIce IS a blank lIne, type the * key and press <ENTER>

4 To complete the query, choose done from the fourth menu ThIs WIll cause you to be
returned to the mam query menu

Below IS a copy of the screen you should see, once you have completed steps 1-4 Note the query
statement Just below the solId lme If your statement matches the one lIsted below, you have
successfully completed the query

Report FACLIST - by Code
Highlight chOice press FZ to edit Enter to select

Include all records where (CHKD is equal to ",,")

FIgure B 1 R&R InteractIve Query Screen

At tlus pomt, you may now generate your report by choosmg Go from the mam query menu
INVEC-2 WIll begm processmg your query, and eIther dIsplay the results on your screen, or send It
to your pnnter, dependmg on the optIOns you selected In the INVEC-2 Reports SpecIficatIOn screen

HELPFUL HINT
As you move through the lIst offields In the first browse wmdow, R&R WIll provIde a defimtIon of
each field, In the upper left hand comer ofyour mteractIve query screen, Just below the report name
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INVEC-2 IS an advanced program., but lIke any computer program. It does not respond well to
ambIgUIty INVEC-2 expects that all data entnes wIll be done m a standard format folloWing certam
rules whIch Will allow INVEC-2 to recogmze and use the mformatlOn and that all entnes wIll be
consIstent over time The program. uses several concepts and terms whIch are specIfic to managmg
drug supply and It performs many calculatlOns as It tracks MS operations INVEC-2 generates
Information automatIcally whIch appears m specIfic data fields throughout the program.

The folloWing section defines key INVEC-2 terms and concepts and INVEC-2 formulas and
calculatIons In order to process mformatlOn on mventory levels, reorder pomts, and payments,
INVEC-2 needs to have standardIzed 1) Urnts for Defirnng QuantIties, 2) Methods for Evaluatmg
and Morntonng Stock, and 3) Methods for Morntonng Costs and ExpendItures
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Units for Defmmg Quantity

Issue DOlts - Tlus IS a VItal concept In INVEC-2, SInce thIs field defmes what INVEC-2 IS countIng
In the Inventory records If your INVEC-2 stock record says you have 50,000 In stock, It IS a
meanmgless number Without answenng the questIOn "50,000 of what?"

When 1 ofany Item IS receIved or Issued In INVEC-2, INVEC-2 understands that to mean 1 of the
Issue unIt as defined In the Master FIle For example, for tablets and capsules an entry of 1000 Issue
unIts means that you are shIppmg or reCeIVIng 1000 tablets For lIqUld forms, 1000 may mean 1000
bottles or vIals, for others It may mean 1000 lIters

ThIs feature allows INVEC-2 to use one master file record to track an Item whIch may be stocked
In several dIfferent wmehouse pack SIzes However, Ifyou want to use the pack SIze as your Issue
unIt, you would have to create a new record every tIme you receIve a new pack SIze

See SectIOn 1 1 2 for addItIOnal InfOrmatIOn on USIng Issue unIts It IS most Important that you
understand these urnts and that the standards be followed when new Items are added to the Master
FIle

Issue DOlt SIZe - Issue urnt SIzes are often stated m mIllIgrams, grams, or kilograms for solId dosage
form drugs, In mIllIlIters or lIters for lIqUlds, and In number ofpIeces for Items whIch are not readIly
compared by weIght or volume For example, a syrup whIch has an Issue urnt of "bottle" may have
an Issue urnt SIze of 60ml or 100ml Please note that for Items where the form IS "tablet," the Issue
urnt IS "tablet" and the Issue urnt SIze IS one tablet Tlus InfOrmatIOn IS used to compare pnces
between dIfferent pack SIzes of the same drug ThIS mformatIOn faCIlItates pnce compansons
between the same Items With dIfferent pack SIzes

Pack SIZe - Tlus IS the number ofIssue urnts whIch are In the manufacturer's package For tablets,
the warehouse pack mIght be 100,250,500, or 1000 tablets For InJectIons, It could be 10,25, or
100 amps or VIals

For lIqUlds, the SIze mIght be 1 bottle or 5 lIters, here It IS Important that you remember the Issue urnt
Involved Ifthe Issue urnt IS 1 lIter, the pack may be from 1 to 1000 lIters, but It can never be 100ml

If you see a record whIch has an Issue urnt of 1 lIter and a pack SIze of 100ml, you can be sure that
the average Issue unIt cost reported by INVEC-2 IS Incorrect ThIs record should be edIted to
conform With INVEC-2 rules See SectIOn 1 12 for further detaIls

MInimum Order - If a supplIer reqUlres that you order a mInImum number of warehouse packs
when plaCIng a purchase order, thIS should be entered on the Stock DetaIl Form For example, If
your supplIer requIres that you purchase ampicillm 100ml suspensIOn m packs of 12 bottles, your
pack would be coded as 1 bottle and your purchase pack as 12 In most cases, there IS no
reqUIrement for mirnmum orders and the entry WIll be 1 of the warehouse pack
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Evaluation and Momtormg Stock
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Total ConsumptIOn (m Issue umts) - Total consumptIOn IS equal to the quantIty ofIssue umts Issued
by the MS over a gIven penod ThIs mformatIOn IS updated every tIme a transactIOn IS actIvated
These values, as well as the monthly consumptIOn for the last 12 months, are dIsplayed m the
HIstOry form wmdow m the Stock - Product InformatIOn screen

Average SaIe/Month (m Issue umts) - Average monthly consumptIOn IS equal to the total
consumptIOn for a gIven penod dIVIded by the number ofdays the Item was m stock dunng the same
penod The average monthly consumptIOn IS updated every tIme you access Stock mformatIon for
an Item or when you globally update the reorder amount (see Chapter 13 on Mamtenance)

Avg SalelMth =Total ConsumptIOn / [FP - (Stock Out/30 5)]

FP =Forecastmg penod

Lead Time (m days) - Lead tIme IS the number ofdays between the date an Item IS ordered and the
date the order IS receIved INVEC-2 uses three lead tIme vanables

Contract Lead Time - The lead tIme specIfied by the contractor for a tender Item Tender Items can
have both sea and aIr shIpment contract lead Items The longest lead tIme (sea shIpment) IS used m
lead tIme calculatIOns

Last Lead Time - The lead tIme for the last order of an Item

Default Lead Time - The lead tIme used by INVEC-2 when no contract or last lead tIme IS avaIlable
for an Item

The lead tIme used m INVEC-2 calculatIOns IS determmed m the followmg manner

• If an Item IS a tender Item, the last lead tIme replaces the contract lead tIme If It IS greater than
the contract lead tIme The contract lead tIme used IS the longest lead tIme (sea shIpments)
when there are both aIr and sea lead tImes for a partIcular Item

• If the Item IS a non tender Item, the last lead tIme replaces the default lead tIme If the last lead
tIme was greater than the default and If the Item IS reordered from the same suppher

Mmlmum Stock (m Issue umts) - Mimmum stock IS your safety stock expressed m Issue umts
Your current stock should not fall below thIs value You determme your mImmum stock by settmg
a default through the Setup option (see Chapter 12) Normally your mlmmum stock should be at
least equal to the average lead tIme multlphed by the average monthly consumptIon

Mm Stock = Safety Factor X Avg SalelMonth
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MaXimum Stock (m Issue umts) - MaxImum stock IS the safety stock plus the number ofIssue umts
expected to be used withm the procurement penod The value for maxImum stock Will depend on
the procurement penod for each drug A default procurement penod IS assigned through the Setup
optIOn The maximum stock IS calculated accordmg to the follOWing formula

MInImum Stock + (procurement Penod X Average Monthly ConsumptIOn)

On Hand (m Issue UnIts) - On hand IS the total number of Issue UnIts which INVEC-2 shows m
stock for each Item, mcludmg all batches from all supplIers

Quantity on Order (m Issue umts) - Quantity on order IS the total number of Issue UnIts that you
have currently on order from all supplIers for each Item

QuantIty to Order (m Issue umts) - Quantity to order Will give you the number of Issue umts you
need to order to bnng back your stock level to the maximum stock level It IS calculated accordmg
to the follOWing formula

(Lead Time + Procurement Period) X Average Monthly ConsumptIOn +
MInImum Stock -(Current Stock + Quantity on Order)

Stock Level (m months) Stock level tells you how many months of stock you have m your
mventory for each Item ThIs value IS equal to your current stock diVided by the average monthly
consumptIOn

Stock Level =Current Stock / Avg Sale/month

Stock Out Days (m days) - Every tIme an Item goes out of stock, INVEC-2 keeps track of the
number of days untIl the next shipment arrIves ThIs mformatIOn IS used to calculate the average
monthly consumption With more accuracy

Forecast (m Issue UnItS) - The forecast for an Item IS the amount you are expected to order dunng
the upcommg procurement cycle, takmg mto consideratIOn current stock levels, quantIty on order,
quantIty to eXpire, and estimated consumption based on current average monthly consumptIOn To
calculate the annual forecast, you must establIsh both the Forecastmg Penod and the Procurement
Penod usmg the INVEC-2 Setup optIOn

Procurement Penod (m months) - The number ofmonths which elapse between two orders For
example, the procurement penod IS SIX months Ifyou order drugs twice a year INVEC-2 allows you
to establIsh four different procurement penods usmg the Setup optIOn Each Item on your mventory
IS then assigned a procurement penod based on your ordenng schedule These default values can
be modified on mdIvldualltems or on all Items If your ordenng schedule needs to change
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Forecast Period (m months) - INVEC-2 gIves you the chOIce of definmg the number of preVIOUS
months' data you want to use for forecastmg drug orders Forecasts Will most often be made based
on the last 12 months of data However, INVEC-2 allows you to specIfy four dIfferent forecast
penods usmg the INVEC-2 Setup optIOn SpecIfymg a shorter forecast penod would be appropnate
when there are large vanatIOns m consumptIOn of an Item
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Costing Methods

elF or FOB - When you place an order, you are asked to specIfy whether the pnce IS CIF (Cost,
Insurance, FreIght) or FOB (Free On Board) ThIs chOIce IS Important smce INVEC-2 calculates
average costs dIfferently for FOB and CIF

AVG-Welghted Average (m local currency) - If you use thIS costmg method, then INVEC-2
calculates the average umt cost by takmg an average of the cost ofall batches m stock Each time
you receIve a new shIpment through the ReceIvmg Report process, the average Issue umt cost for
an Item IS recalculated to adjust for the new shIpment For example, If your current stock IS 1000
Issue umts ofan Item whIch cost $2 00 per Issue umt and you receIve a new shIpment of 1000 Issue
umts of the same Item at a cost of$3 00 per Issue umt, your average Issue umt cost for the Item Will
change Smce you now have 2000 Items m stock at a total cost of$5,000, your average cost Will be
$250

1000 umts X $2 00 = $2,00000 Average Umt Cost = $5,00000/2000 umts

1000 umts X $300 = $3,00000

2000 umts $5,00000 Avg Umt Issue Cost = $250 perumt

THE AVERAGE ISSUE UNIT COST IS ALWAYS CALCULATED AS CIF, If the Item was
ordered FOB, msurance and freIght costs are dIstnbuted to the average Issue umt cost

INVEC-2 tracks the average Issue umt cost no matter how many dIfferent warehouse pack SIzes you
may have for a gIven Item Ifyou have correctly entered the Issue Umt and Warehouse Pack SIze m
the Master fields

Ifyou do not want to change the average Issue umt cost, you can enter stock usmg the Stock DetaIl
optIOn, such as m the case ofdonations of drugs

LIFO- Last In First Out (m local currency) - ThIs IS the Issue umt cost for the last purchase of a
specIfic Item ThIs mformatIOn IS dIsplayed on the Product InformatIon screen m the Stock optIOn
Ifthe Item pnce was FOB, thIs IS specIfied on your screen AND THE LAST ISSUE UNIT COST
IS DISPLAYED FOB Ifthe Item pnce was CIF, thIs IS specIfied on your screen AND THE LAST
ISSUE UNIT COST IS DISPLAYED CIF For example, Ifyou receIved an order ofI V Catheters
at a umt cost of$2 03, the Stock product InformatIon screen would mdicate the umt cost as $2 03

Warehouse Pack Prices (m local currency) - When you make a purchase order or receIve drugs
through the receIvmg report, the pnce you enter IS the pnce of the warehouse pack INVEC-2
calculates the average Issue umt cost from the warehouse pack pnce
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Markup From Procurement Agency (m percent) - Tills applIes to orders processed through a
procurement agency only The markup IS the percentage added to the supplIer's mVOlce value Tills
IS used to cover the functIOnmg costs of the procurement office The default value for tills
percentage IS establIshed usmg the Setup optIOn (Chapter 12)

Markup to FacIlities (m percentage) - ThIS IS a percentage ofthe requlSltIOn value whIch the MS
adds on to the total value of orders placed by health faCIlItIes as a servIce charge The default for
tills value IS establIshed usmg the Setup optIOn (Chapter 12)
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APPENDIX D - PERFORMING SPECIAL FUNCTIONS

275

Tills sectIOn IS desIgned to provIde mSIght when encountenng specIal sItuatIOns umque to the
INVEC-2 program The pnmary purpose oftlns sectIOn IS to provIde assIstance m handlmg these
SItuatIOns that may arIse wlule perfornung standard day-to-day procedures

Canceling a Purchase Order

In order to cancel a purchase order, any and all Items must first be removed from the Item Details
wmdow After the Items have been deleted, the PO may then be deleted from the mam PO Purchase
Order Header FIle Tlns step can only be done pnor to activatmg the purchase order Once the PO
has been actIvated, It cannot be canceled or deleted from the system

Canceling a Sales Order/Issue

Sales orders can only be canceled pnor to processmg All Items must be deleted from the Item
Details wmdow and all ReqUIsItIOns must be deleted from the RequlSltion file, first Once all Items
have been removed, you may delete the reqUisItIon Once the Sales Order has been processed, It
cannot be deleted from the system

Changing Allocated Quantities

To change allocated quantItIes for a specIfic Item, select the Item from the Sales Order Item DetaIls
wmdow, and emt the QuantIty Authonzed field to contain the correct number Next choose the Re­
Process Item optIOn located at the lower left comer of the S I V Item Details screen Tills optIOn
Will ask you to confirm your actIOn to reprocess the sales order Item Choosmg Accept Will cause
the allocated quantItIes to be changed Please note that tlns can only be done after the sales order
has been processed

Opening a Closed Tender

Not PossIble' Care must be taken when completmg processes m INVEC-2 Many automatIc
processes cannot be reversed once INVEC-2 has updated the system
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Handling Donations
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In the event that Items are donated to your medIcal store, they should be added to stock m the
followmg manner

1 Ifthe donated Item IS already lIsted m your Stock master file, select the Item from the Stock
master file mam menu, and choose Stock from the Product InformatIOn Window Press
<Ins> at the Stock DetaIls FIle wmdow, and complete the Inventory Stock DetaIl wmdow
After entenng QuantIty on Hand, the system wIll ask you for a stock adjustment code TIns
field IS lmked to the valIdatIOn file AdJ Reasons (pos) Select DonatIOns or enter the
correspondmg code Enter the locatIOn ofthe Items and accept your changes The system
wIll update all stock levels and note the changes m the Stock Adjustments HIStOry FlIes
(Reports menu) ThIs procedure Will not cause the umt cost of the Item to be updated

Ifyou Wish to have INVEC-2 update the umt cost of the Item, you should create a PO for
the goods receIved and then create a recelvmg report accordmg to the standard procedures

2 If the donated Item IS not currently m your Stock master file, add the Item to the stock
database, and complete the Product InformatIOn screen Proceed WIth the steps lIsted m 1
above
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APPENDIX E - THERAPEUTIC CLASSIFICATIONS

AHFS PHARMACOLOGIC CLASSIFICATIONS

279

4 00 AntIhlstamme Drugs

800 AntI-Infective Agents
8 04 Ameblcldes
8 08 Anthelmmtlcs
8 12 AntibIOtics

8 1202 AmmoglycosIdes
8 1204 AntIfungal AntibIOtiCS
8 12 06 Cephalosporms
8 1207 MIscellaneous B-Lactam AntibiotICS
8 12 08 Chloramphemcol
8 12 12 Macrohdes
8 12 16 Pemctllms
8 12 24 Tetracyclmes
8 12 28 MIscellaneous AntibiotiCS

8 16 AntItuberculoSIS Agents
8 18 Antlvlrals
8 20 AntImalanal Agents
8 22 Qumolones
8 24 SulfonamIdes
826 Sulfones
8 28 AntItreponemal Agents*
832 AntItrlchomonal Agents*
836 Unnary Antl-Infectlves
8 40 MIscellaneous Antl-InfectIves

AntI-InfectIve Agents AvaIlable from
CDC

10 00 Antmeoplasttc Agents
ASHP TAB on Handhng CytOtOXIC and

Hazardous Drugs

12 00 AutonomIc Drugs
1204 ParasympathomImetIc (CholmergIc)

Agents
1208 AntIcholmergIc Agents

120804 Antlparkmsoman Agents
120808 Antnnuscarmlcs/AntlspasmodIcs

12 12 SympathomImetIc (AdrenergIc) Agents
12 16 SympatholytIC (AdrenergIc Blockmg)

Agents
12 20 SKeletal Muscle Relaxants
1292 MIscellaneous AutonomIC Drugs

1600 Blood Derivatives

20 00 Blood FormatIOn and CoagulatIOn
20 04 Antlanemla Drugs

20 04 04 Iron PreparatiOns
20 04 08 LIver and Stomach PreparatIOns*

20 12 Coagulants and AntIcoagulants
20 1204 AntIcoagulants
20 1208 Anttheparm Agents
20 12 12 Coagulants
20 12 16 Hemostatics

20 16 HematopOIetIc Agents
20 24 HemorrheologIc Agents
20 40 ThrombolytIC Agents

24 00 Cardiovascular Drugs
24 04 Cardiac Drugs

24 06 AntIhpemlc Agents
2408 HypotenSIve Agents
24 12 Vasodtlatmg Agents
24 16 Sclerosmg Agents

28 00 Central Nervous System Agents
2804 General Anesthetics*
28 08 AnalgeSICS and AntIpyretIcs

280804 NonsterOIdal AntI-Inflammatory
Agents

28 08 08 Opiate Agomsts
2808 12 OpIate PartIal Agomsts
28 08 92 Miscellaneous AnalgeSICS and

AntIpyretIcs
28 10 OpIate Antagomsts
28 12 Antlconvulsants

28 1204 BarbIturates
28 1208 Benzodlazepmes
28 12 12 Hydantoms
28 12 16 Oxazohdmedlones
28 1220 Succmnnldes
28 12 92 MIscellaneous AntIconvulsants

28 16 Psychotherapeutic Agents
28 1604 Antidepressants
28 16 08 TranqUlhzers
28 16 12 Miscellaneous Psychotherapeutic

Agents*
28 20 RespIratory and Cerebral StImulants
28 24 AnxIolytICS, SedatIves, and HypnotICS

28 24 04 Barbiturates
28 24 08 Benzodlazepmes
28 24 92 Miscellaneous AnxIolytlCS, SedatIves,

and Hypnotics
28 28 Antlmamc Agents

32 00 Contracepttves* (e g, foams, deVices)

34 00 Dental Agents*

36 00 Dlagnosttc Agents
36 04 AdrenocortIcal InsuffiCIency
36 08 AmyIOldoSIS*
36 12 Blood Volume*
36 16 BrucellosIs*
36 18 CardIaC FunctIon
36 24 CIrculatIon Ttme*
36 26 DIabetes Melhtus*
3628 Dlphthena*
3630 Drug HypersenSItIVIty
3632 Fungi
3634 Gallbladder FunctIOn
36 36 Gastric FunctIOn
3638 Intestmal AbsorptIon
36 40 KIdney Function
36 44 LIver FunctIon
3648 Lymphogranuloma Venereum*
3652 Mumps
3656 Myasthema GraVIS
3660 ThyrOId FunctIon
36 61 PancreatIC FunctIon
36 62 Phenylketonuna*
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3664 Pheochromocytoma
3666 PItUItary FunctIon
3668 Roentgenography
3672 Scarlet Fever*
3676 Sweatmg*
3680 TnchmosIs*
36 84 TuberculosIs
3688 Unne and Feces Contents*

36 88 12 Ketones*
36 88 20 Occult Blood*
368824 pH*
368828 Protem*
36 88 40 Sugar*

38 00 DlslDfectants* (for agents used on
objects other than skID)

4000 Electrolytic, CalorIC, and Water
Balance

40 04 ACIdIfymg Agents
40 08 Alkahmzmg Agents
40 10 Ammoma DetoxlCants
40 12 Replacement PreparatiOns
4016 SodIUm-Removmg Resms*
40 17 CalcIUm-Removmg Resms
40 18 PotassIUm-Removmg Resms
40 20 CalOrIC Agents
40 24 Salt and Sugar Substitutes*
4028 DIUretIcs

40 28 10 PotassIUm-Sparmg DIUretIcs
4036 Irngatmg SolutIOns
40 40 UrICOSUrIC Agents

44 00 Enzymes

48 00 AntltusslVes, Expectorants, and
MucolytIC Agents

48 08 AntitusslVes
48 16 Expectorants
48 24 MucolytIC Agents

5200 Eye, Ear, Nose, and Throat (EENT)
PreparatIOns

5204 AntI-InfectIves
52 04 04 AntIbIotICS
52 04 05 Antlfungals*
520406 Ant1Vlrals
52 04 08 Sulfonamldes
5204 12 MIscellaneous Anti-Infectlves

5208 AntI-Inflammatory Agents
52 10 Carbomc Anhydrase InhIbItors
52 12 Contact Lens SolutIOns*
52 16 Local AnesthetICS
52 20 MIOtiCS
52 24 MydnatIcs
52 28 Mouthwashes and Gargles
5232 VasoconstrIctors
5236 MIscellaneous EENT Drugs

56 00 GastrolDtestlDal Drugs
56 04 AntaCIds and Adsorbents
56 08 AntidIarrhea Agents
56 10 Antiflatulents
56 12 CathartICS and LaxatIves
56 14 Cholehtholytic Agents
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56 16 Digestants
56 20 Emetics
56 22 Antlemetics
56 24 LIpOtropIC Agents*
56 40 MIscellaneous GI Drugs

60 00 Gold Compounds

64 00 Heavy Metal AntagoDlsts

68 00 Hormones and SynthetIC SubstItutes
68 04 Adrenals
68 08 Androgens
68 12 ContraceptIves
68 16 Estrogens
68 18 Gonadotropms
68 20 AntIdiabetIc Agents

68 20 08 Insulms
68 20 20 Sulfonylureas
68 20 92 Miscellaneous AntIdIabetiC Agents

68 24 ParathyrOId
68 28 PItuItary
68 32 Progestms
68 34 Other Corpus Luteum Hormones*
68 36 ThyrOId and AntIthyrOId Agents

68 36 04 ThyrOid Agents
68 36 08 AntIthyrOId Agents

72 00 Local AnesthetICS

76 OOOxytOCICS

7800 RadIoactIve Agents*

8000 Serums, TOXOlds, and VacclDes
8004 Serums
8008 TOXOlds
80 12 Vaccmes

ImmunobIOlogIc Agents AvaIlable from
CDC

84 00 SkID and Mucous Membrane Agents
84 04 Anti-InfectlVes

84 04 04 AntIbIOtiCS
84 04 06 AntIvrrals
84 04 08 Antlfungals
84 04 12 Scablcldes and Pedlcuhcldes
84 04 16 Miscellenous Local AntI-Infectlves

8406 AntI-Inflammatory Agents
84 08 AntiprUrItICs and Local AnesthetICS
84 12 Astnngents*
84 16 Cell StImulants and Prohferants
84 20 Detergents
84 24 EmollIents, Demulcents, and Protectants

84 24 04 BasiC LotIons and LmlIDents*
842408 BasIC OIls and Other Solvents*
8424 12 BaSIC Omtments and Protectants
84 24 16 BaSIC Powders and Demulcents*

84 28 KeratolytIC Agents
84 32 Keratopiastic Agents
84 36 MIscellaneous Skm and Mucous

Membrane Agents
84 50 Depigmentmg and Pigmentmg Agents

84 50 04 DepIgmentlOg Agents
84 50 06 PIgmentlOg Agents

84 80 Sunscreen Agents



Appendix E Therapeutic Classifications

86 00 Smooth Muscle Relaxants
86 08 Gastromtestmal Smooth Muscle

Relaxants*
86 12 Gemtounnary Smooth Muscle Relaxants
86 16 RespIratory Smooth Muscle Relaxants

8800 VItamms
88 04 VItamm A
8808 Vitamm B Complex
88 12 Vitamm C
88 16 Vitamm D
88 20 VItamm E
88 24 VItamm K Activity
88 28 Muitivitamm PreparatIons

92 00 Unclassified Therapeutic Agents

94 00 Devlces*

9600 Pharmaceutical Alds*

* Category IS currently not muse m the prmted
verSIon ofAHFS Drug InformatIOn 94 ®

281
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WHO THERAPEUTIC CATEGORIES
1

2

3
4

5
6

Anaesthetics
1 1 General anaesthetics and oxygen

1 2 Local anaesthetics
1 3 Preoperative medicatIOn

AnalgesIcs, antipyretics, nonsterOidal
antl-mflammatory drugs, and drugs used to
treat gout
2 1 Non-oplOids
2 2 OplOid analgesIcs
Antlallerglcs and drugs used m anaphylaxis
Antidotes and other substances used m
pOisonmgs
41 General
42 Specific
Antieplleptlcs
Antl-mfectlve drugs
6 1 Anthelmmthlc drugs
6 1 1 Intestmal anthelmmthlcs
6 1 2 Specific anthelmmthlcs
6 1 3 Antlfilanals
6 1 4 Antlschlstosomals

6 2 Antlbactenals
6 2 1 Pemcillms
6 2 2 Other antlbactenal drugs
6 2 3 Anttleprosy drugs

6 2 4 AntItuberculosIs drugs

6 3 Antifungal drugs
6 4 Antlprotozoal drugs
6 4 1 Antlamoeblc drugs and

antlglardlasls drugs

6 4 2 Antllelshmanlasls drugs

6 4 3 Antimalarial drugs

8 3 Hormones and antihormones

9 Antlparkmsomsm drugs
10 Blood, drugs affectmg the

10 I Antlanaemta drugs
10 2 Drugs affectmg coagulation 11
Blood products and plasma substitutes

11 1 Plasma substitutes

11 2 Plasma fractIOns for specific uses
12 Cardiovascular drugs

12 1 Antlangmal drugs

12 2 Antldysrhythmlc drugs

12 3 AntIhypertenSive drugs

12 4 CardIac glycosldes

12 5 Drugs used m vascular shock
12 6 Antlthromblc drugs

13 Dermatological drugs
13 1 Antifungal drugs (topical)
13 2 Antl-mfectlve drugs

13 3 AntI-mflammatory and antlpruntlc
drugs

13 4 Astrmgent drugs
13 5 Keratoplastlc and keratolytiC

agents
13 6 Scablcldes and pedlcuhcldes
13 7 UltraViolet blockmg agents

14 Dtagnostlc agents
14 I OphthalmiC drugs

15 Dlsmfectants and antiseptics
15 1 Antiseptics
15 2 Dlsmfectants

16 DmretIcs
17 Gastromtestmal drugs

17 1 AntaCids and other antmlcer drugs

7

8

643(a) For curative treatment

643(b) For prophylaxIs
6 4 4 Antltrypanosomal drugs

644(a) Afncan trypanosomiasIs

6 4 4(b) Amencan trypanosomiasIs
6 5 Insect repellents
Antlmlgrame drugs
7 1 For treatment of acute attack

7 2 ProphylaxIs
Antmeoplastlcs, Immunosuppresslves
8 1 Immunosuppressive drugs

8 2 CytOtOXIC drugs

142

172
173
174
175

176
177
1771

RadlOcontrast media

Antiemetic drugs
AntihaemorrhOidal drugs
Antl-mflammatory drugs
AntIspasmodic drugs

CathartiC drugs
Diarrhoea, drugs used m
Oral rehydration
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1772 Antldlarrhoeal (symptomatic)
drugs

18 Hormones, other endocrme drugs and
contraceptives
18 1 Adrenal hormones and synthetIc

substItutes
Androgens
ContraceptIves
Hormonal contraceptIves

18 3 2 Intrauterme devIces

283

Source The Use of Essential Drugs, WHO
Model List ofEssential Drugs, TRS#796, 1990

1833
184
185

186

Barner methods
Estrogens
Insuhns and other antIdiabetIc
agents
OvulatIon mducers

18 7 Progestogens
18 8 ThyrOId hormones and antithyrOId

drugs
19 Immunologlcals

19 1 Diagnostic agents

192
193
193 1
1932

Sera and Immunoglobuhns
Vaccmes
For unIversal Immumzation
For speCific groups of mdividuais

20 Muscle relaxants (penpherally actmg) and
cholmesterase mhibitors

21 OphthalmologIcal preparatIons

21 1 AntI-mfectIVe agents

212 Anti-mflammatory agents
21 3 Local anaesthetIcs

21 4 MlOtiCS and antigiaucoma drugs
21 5 Mydnatics

22 OxytOCICS and antIoxytociCS

22 1 OXytOCICS
22 2 AntlOxytoclCs

23 Pentoneal dialysIs solution
24 PsychotherapeutIc drugs
25 RespIratory tract, drugs actmg on the

25 1 AntIasthmatic drugs

25 2 Antitussives
26 Solutions correctmg water, electrolyte, and

aCid-base dIsturbances
26 1 Oral rehydratIon
26 2 Parenteral
26 3 Miscellaneous

27 Vltamms and mmerals
28 UnclaSSIfied agents
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ABC Value AnalysIs - Method by whIch drugs are dIvIded, accordmg to theIr annual usage (urnt
cost tImes annual consumptlOn), mto Class A Items (the 10 to 20 percent ofthe Items whIch account
for 70 to 80 percent offunds spent), Class B Items (WIth mtermedlate usage rates), and Class C Items
(the vast maJonty of Items WIth low mdividual usage, the total of whIch accounts for less than 25
percent of the funds spent) ABC analySIS can be used to gIve pnonty to Class A Items III

procurement, mventory control, and port-handhng

Active Ingredient - That portlOn of a drug wmch produces the mtended therapeutIc effect

Annual Purchasmg - A penodic mventory control system m wluch drug reqUIrements are
determmed and orders are placed once each year

ATC Class (Anatomical Therapeutic Chemical) - An mternatlOnal code mamtamed by the World
Health OrgamzatlOn (WHO)

Back Order - The order for a product whIch IS currently out of stock These back orders are
eventually satIsfied when a new supply of the product becomes avaIlable

Bm Card - Card bearmg record ofreceIpts, Issues, and balances held m the stores The bm card IS
usually kept m the warehouse WIth the phySIcal stock

Brandname - The regIstered trademark name gIven to a speCIfic drug product by ItS manufacturer

Budget - A plan that mcludes an estImate of future costs and revenues ansmg from speCIfic
actIVItIes These costs should be separated as operatmg costs or development costs

C I F (Cost, Insurance, FreIght) - When a seller quotes C IF, the pnce of the cost of the goods,
marme msurance, and all transportatlOn charges to the named destmatlOn pomt are mcluded

Cost - Cost m drug supply systems IS one of three types drug costs. operatmg costs. and
development costs

Currency - A medIUm of fiscal exchange, mcludmg coms, bank notes, government notes, etc

Demand - The deSIre to purchase a product accompamed by the means of payment Also the
reqUIrement rate of any Item m terms of the quantIty needed per urnt of tIme

Dosage Form - The form ofa completed pharmaceutIcal product as It IS admlnIstered to a patIent,
for example a tablet, oral solutlOn, capsule or mJectlOn

Exchange Rate - The rate at whIch currency ofone country IS exchanged for the currency ofanother
country

FOB (Free On Board) - ThIs type of shIpment covers transport only as far as the port of departure
A pncmg strategy m whIch the seller bears all the cost up to the pomt ofplacmg the product onboard
a commercIal carner at the pomt of the product's ongm The buyer bears or arranges for all costs
from then on
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Formulary - A lIst ofapproved or recommended drugs compIled by an mdividual practItIOner or
a group of medIcal and SCIentIfic professIOnals for the purpose of a specIfic medIcal practIce or
supply system

Freight - The rate charged for carrymg goods The word IS also applIed to the Items to be carned,
but the correct term for them IS cargo

FunctIOns - In a drug supply system, the major functIOns are selectIOn, procurement. dIstnbutIOn,
and use

GMP (Good Manufactunng Practices) - Performance standards for pharmaceutIcal manufacturers
establIshed by the World Health OrgarnzatIOn and many natIOnal governments, mcludmg cntena for
personnel, facIlItIes, eqUipment, matenals, manufactunng operatIOns, labelmg, packagmg, qUalIty
control, and m most cases, stabIlIty testmg

Generic Name - The offiCIal name of a drug, regardless of the manufacturer The genenc of
"medIcal" name IS generally the InternatIOnal Nonpropnetary Name (INN) establIshed by a body of
the World Health OrgarnzatIOn

Inventory - The stock kept on hand at any pomt m order to protect agamst uncertamty, permIt bulk
purchasmg, mmUTIlze waItmg time, mcrease transportatIOn efficIency, and buffer agamst seasonal
fluctuations

Issue - To dIstrIbute a speCIfic amount ofan Item to an mtermediary stockmg faCIlIty or a clIrucal
faCIlIty

Issue Umt - The unIt m whIch mventory IS mamtamed ThIs quantity must be known whenever new
Issues are mitIated

LIFO - Last In FIrst Out A costmg method used to determme urnt pncmg based on the last Item
purchased

Lead Time - The tIme mterval needed to complete the procurement cycle It begms at the time the
need for new stock IS recogruzed and ends when that stock IS receIved and avaIlable for Issue

Level Of Use - A claSSIficatIOn of drugs accordmg to the medIcal practitIOners who use them and
the chrucal faCIlIties at whIch they are used

Network - A group of computers connected together m a small area for the purpose of shanng
penpherals, applIcatIOns, and files

Open Tender - The formal procedure by whIch quotatIons for the supply of drugs under theIr
medIcal (genenc) names are mVIted from any manufacturer or representatIve on a worldWide basIS,
subject to the terms and condItIons speCIfied m the tender mVItatIOn

PharmaCIst - An mdividual who has receIved bachelor level trammg m pharmaceutIcal SCIences,
dispensmg practIces, mdustnal pharmacy, and other aspects of pharmacy

Procurement - The process ofacqumng supplIes, mcludmg those obtamed by purchase, donatIOn,
and manufacture
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QualIty Assurance - The management actIvIties reqUired to assure that the drug wluch reaches the
patIent IS safe, effectIve, and acceptable to the patIent

RAM - Random Access Memory Memory whIch PCs use to store InformatIOn ThIs type of
memory IS volatile, therefore It loses the InformatIOn, once the computer loses power

Recelvmg Report - A document IndIcatIng when Items were receIved, from whom, the total quantity
In the slupment, and the amount of damaged or lost stock

Report - A document prepared penodically to summanze product consumptIOn and expendItures,
used to project future product needs, to reVIse budgets, and to assess product utIlIzatIOn

Server - A computer used to share files and applIcatIOns

Stock - Stored goods on hand

SupplIer - Any mdIvidual or company who agrees to proVIde Items, regardless or whether that party
IS the manufacturer

Tender - The procedure by wluch competIng bIds are entered for a partIcular contract

Therapeutic CategorIes - DIVISIons of drugs accordIng to theIr chmcal use The categones often
have a system for assIgmng numbers

Unmterruptable Power Supply (UPS) - A deVIce used to prevent power loss to a maclune, In the
event the mam AC power faIls The UPS urnt usually connected to a PC and has enough power to
allow the PC to properly function for a speCIfic penod of time, after a general power outage The
pnmary purpose IS to allow the system to be turned off properly Without loss of data

VEN System - A system ofsettIng pnonties for drug purchasmg and stock keepIng, In wluch drugs
are dIVIded accordIng to theIr health Impact Into VItal drugs, Essential drugs, and Non-essential
drugs

Weighted Average (AVG) - Calculated by averagIng the cost of all batches of an Item that are In
stock Therefore each time a new slupment IS receIved tlus amount must be recalculated

Workstation - A computer whIch has the capabIlIty of acceSSIng other maclunes Also called a
Chent
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DescnptIOn, 141
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Tender Management
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