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INTRODUCTION

According to the Directorate General of Family Planning (DGFP)’s logistics supply procedure, the
logistics supply or commodities flow (see Figure A) from the Central Warehouse (CWH) to the Regional
Warehouses (RWHs) to the Upazila Stores. The Upazila Stores distribute directly to both Family
Welfare Centers (where Family Welfare Visitors [FWVs] work) and Family Welfare Assistants (FWAs).
From each of these points, service providers distribute directly to the acceptors. Information flows (see
Figure B) back up through the system from the lowest level to the central level. FWAs fill out an MIS
Form 1, which describes service and logistics data for the month, and submit the form manually to the
Family Planning Inspector (FPI). An FPI manages five to six FWAs. FPI aggregates the service and
logistics data and completes MIS Form 2, then submits the form manually to the Upazila Family
Planning Store. FWVs complete MIS Form 3 and submit it to the Upazila Family Planning Store. In the
Upazila Family Planning Store, the Store Keeper has to coalesce all of the reports to generate the field
portion of MIS Form 7B. In addition, Store Keepers calculate their own stock position and produce the
supply plan for supplying commodities to FWAs, FWVs, etc. On average, each Store Keeper has to
work with 25-30 Forms to prepare Form 7B and the Supply Plan. Add to this the uncertainty in
availability, the system's tight timeline, and all of the other Store Keepers’ responsibilities and it is clear
that the Store Keeper finds it very difficult to produce a quality report on schedule. Therefore, reducing
effort at this level can have a positive impact on the overall system's performance.

Figure A
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Figure B

(___ DGFP MIS Information Flow (Current) )
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Legends:

FWA: Family Welfare Assistant

FWV: Family Welfare Visitor

SACMO: Sub Assistant Community Medical Officer
FPI: Family Planning Inspector

NGO: Non Government Office

RWH: Regional Ware House

DGFP: Directorate General of Family Planning

Uz: Upazila (sub-district)
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Considering the above condition, an Upazila Inventory Management System (UIMS) has been
developed to help the Upazila Family Planning Office, and especially the Store Keeper, by greatly
reducing the latter’s workload. This computerized system will maintain records for receipt and issue
of commodities as well as product stock, whose saved records include batch number, manufacturing
and expiry dates. In addition, the system can keep track of stock issued by the FEFO (First Expiry
First Out) method and stock adjustment (expiry, damage, return from other facility, etc.). MIS forms
2 and 3 can be entered here. Finally, the system will generate Form 7B and Supply Plan
automatically. In addition, the stock balance of commodities on any particular date can be
determined at any time, as can a list of SDPs, a facility’s transactions for a particular period, an
item’s transactions for a specific period, and dates when transactions took place, among others.

This software has been developed using Visual Basic 6 as the front-end tool, Crystal Reports
8 as the report tool, and SQL Server 2000 as the database.
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USERS AND THEIR
RESPONSIBILITIES

This software will be used primarily by the Upazila Family Planning Assistant (UFPA), the store (or

whoever is in charge of it), and the Upazila Family Planning Officer (UFPO) (or whoever is in

charge). Their respective tasks are as follows:

UFPO: The system administrator of this software, the UFPO is responsible for the following tasks:

1.
2.
3.

5.

UFPA, store: The software is designed and developed to reduce the workload of this main user of

Add new employees to the system with required permissions.

Add/delete/modify any new/existing Union or SDP to/from the system.

Add/delete/modify items to/from the Supply Plan; Forms 2, 3, and 7B; and employee

designation.

Ensure the Store Keeper makes daily backups and keeps them in a safe place, e.g., on a pen

drive/flash drive.

Ensure the software works smoothly in the upazila.

the software. This person’s primary responsibilities are as follow:

1.

2
3
4.
5
6

Enter MIS Form-2 and 3 accurately.

Issue/receive commodities to/from the SDPs/RWHs and print invoices.

Print Form 7B and the Supply Plan.

Print Stock Balance Report as required.

Make backups daily and keep them in a safe place, e.g., on a pen drive/flash drive.

Inform the UFPO about any problems with the software.

People at work in an Upazila FP Office Inside an Upazila Store

vii



An Upazila Store Inside an Upazila Store
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HOW TO OPERATE THE UIMS

HOW TO START UIMS

e Double-click on the UIMS icon in your desktop, or
e Seclect Start > Programs > UIMS > UIMS from the taskbar to run UIMS.

e The following screen appears:

il LIMS Login

User |D: :ML"-"J. -

xxxxxxxx

Pazaword: |

k. | Cancel |

e Type your User ID and Password in the appropriate boxes and press <Enter> or click on OK.
e If your User ID and Password are correct, the UIMS main form will be visible.

e At the bottom left of the main form, you will see your User ID and Name.

Fle Parameters Inwoce Feld Stock Adminstration  Help

UIMS

Yersion 19

Upazila Inventory Managemant Systam for DAFP

f= USAID |DELIVER PROJECT

User ADMINISTRATOR : Fridey, Augunt 01, 2008 23 PM




HOW TO EXIT UIMS

e Sclect File > Exit from main menu bar, or

e Click on the topmost right X button to exit UIMS.

Note: Before you exit, make sure no forms are open.

HOW TO LOG OUT

After your work is done and you temporarily want to suspend working with UIMS but do not want
to Exit, then you should log out. This makes sure that another person cannot use UIMS without
your permission when you are out. To log out from UIMS, select Administration > Logout from
main menu bar.

File Parameters Inwoice Field Stock

Login...

Change Password, .,

Emplovees. ..

If you want to resume your work after logging out, log in again from Administration > Login menu.

USER PERMISSIONS IN FORMS

Based on the permissions set by the Administrator, UIMS users are allowed to access only certain
parts of the software. The Administrator uses three types of permissions to access the forms:

e Edit: Users with edit permission on any form are able to enter new data, edit data, delete data,
and print in the specific form.

e  [iew: Users with view permission will only be able to browse the data in the form but will not be
able to edit. A typical form opened by a user with View access only appears below:

=¥ [tem List (Read Only)

e Group 2
Items in Group: 715

Item Code Item Mame Iritial Stock Intial Stock | Lirit ~
[Usable) [Unusable] =

2C5001 WSC CLIENT DETAILED INFORMATION .., pcs

S CCs00z W3C REGISTER pcs

CCs003 WSC OPERATION SURGECMN FEE RECEIV... pad

| CCs004 WSC CLIENT DISCHARGE CARD pcs

CCs005 W3C CLIENT PAYMENT RECEIVED FORM pad

CCS006 WSC CLIENT REFERRAL FEE RECEIVED F... pad

| CCs007 TUBECTOMY WASECTOMY CLIENT AST. ... pad

CC5008 IUD CLIENT PAYMENT REGISTER book,

CC5009 LG CLIEMT COMSENT FORM pad
Sl CCs01n ILD INSERTION FEE pad ~
Sort By |lkem Code -

Mew Save | Delete | Lotwise | Search | Close




No permission: 1f a user does not have Edit or View permission on any form and tries to open the
form, the following error message appears:

-
1 J You do ot have permission ko open this Form

HOW TO CHANGE YOUR PASSWORD

Every user has a User ID and Password provided by the Administrator. For security reasons, users
can change their password at any time.

w. Change Password

zer Hame

Md. Mahbur Bahman

Old Pazzword

MHew Pazzward

Confirm Pagsword

Cancel

Select Administration > Change Password from menu.
Change Password form will be visible.

The User Name box will show your logon user name.
Provide your current password in Old Password box.

Now enter the new password you want to use in the New Password and Confirm Password
boxes.

Click on OK to continue.

To check that the new password is in effect, log on again from Administration > Login dialog box.



FORM ELEMENTS AND GENERAL EDITING
GUIDELINES

A typical entry form can be divided into three specific areas:

®  Block A: This block generally consists of a list of IDs or names from which users can select a
specific record to view its details.

® Block B: The data entry fields of a record make up this block.

e Block C: This block consists of a number of buttons to enter, edit, delete, and print the records.

Here is a list of common command buttons seen in UIMS:

b Insert a new record of any type
e
H Save the current editing
Sawve
KL Delete the current record in a form
Delete
& Preview a report before printing
Premiem
EI! Close any data entry form
Close




PARAMETERS

ITEM GROUPS
il

Item Groups | CONTRACEPTIVE

Total [term Groups: 8

Group Code |I:EIN |

Group Name [CONTRACEPTIVE |

w | M| % | @ e
I Save | Delete |Preview | Items | Close

Store commodities are classified into a number of groups. Each group has a unique Group Code
and a descriptive Group Name. Normally, Group Codes are three characters in length and
abbreviated from their descriptive name.

VIEW ITEM GROUPS
e Run UIMS.

e Select Parameters > Item Groups from menu.

e The Item Groups form appears.

GENERAL DESCRIPTION OF ITEM GROUPS FORM
i
0 |termn Groups -

Tatal Item Groups: &

Group Code |EDN |

Group Name [CONTRACEPTIVE |

GH@ w | 3| B | R

My Save | Delete |Preview | Ikems | Close




This form is used to edit, create, delete, and print Item Groups. Controls in the form are grouped
into three blocks:

A. Item Groups: Shows a list of current Item Groups in database; a label below shows the total
number.

B. Entry Fields: To describe a group, two fields are required.
e Group Code—A three-digit alphanumeric code that can represent the group.
e Group Name—A descriptive name for the group.
Both of these fields are compulsory.

C. Command Buttons: Buttons available to manipulate Item Groups.

VIEW INFORMATION ABOUT A SPECIFIC GROUP

e Sclect the group you want to view from Item Groups list.

e Group Code and Group Name of the corresponding group will be shown.

ENTER A NEW GROUP

e C(lick on pg |10 the command buttons block, and the following form appears:

Mew

i

ltem Graups | CONTRACEPTIVE v

Tatal ltem Groups: 8

Group Code | |

Group Name | |

K

Delete

Ikems

el

Save

%
Mew

[&

Prewview

e

Close

e [Enter a three-character Group Code.

e Enter a descriptive Group Name.



&% Item Groups * o ] |

ltem Groups | CONTRACEPTIVE T
Total ltem Groups: 8

Group Code |K|T |

Group Name [KIT5 & EQUIPMENTS |

e | W | K| [& N
ey Save | Delete |Preview | Items | Close
e
e Clickon =
Save
¢  Your new group name is visible in the Item Groups list.
2% Item Groups o ]

Item Groups | KITS AMD EQUIPMENTS
Total ltem Groups: 8

Group Code |K|T |

Group Name  [KITS AND EQUIPMENTS |

Fr

Delete

Ikems

el

Save

[&

Preview

R

Close

(&3
[ew

e If your new group code matches that of an existing group, an error message is shown. Change
the group code and click on Save again.

e If the new group name conflicts with an existing group, an error message is shown. Change the
group name and click on Save again.

e If you want to cancel the new Item Group entry, press Esc during editing to undo.

EDIT AN EXISTING GROUP

e Select the group you want to edit from Item Groups list.
e Change the Group Code or Group Name field as needed.
e When done with editing, click on Save.

e If your group code matches an existing group, then an error message is shown. Change the
group code and click on Save again.



e If the new group name conflicts with an existing group, an error message is shown. Change the
group name and click on Save again.

e If you want to cancel the current editing, press Esc to undo the changes.

e Itis only possible to change a Group Code when there are no items under the group.

DELETE AN EXISTING GROUP

e Seclect the group you want to remove from Item Groups list.

e C(Clickon W& }> and a confirmation dialog box appears:
Deleke

\ ? ) Do wou realky want to delete the selected Group?

e C(lick on Yes if you really want to delete the group.

¢  You will not be able to delete groups that have items under them.

PRINT ITEM GROUPS
e C(Clickon [& | toview a printable list of Item Groups.
Frewiew

& UIMS - [Report - Item Groups]

@File Parameters Invoice Field Stock  Administration Help

X 4 4 Tof1 b oM on | & & (00x S| Toms 00z 9ot 9

Upazila Family Planning Office
Sherpur, Bogra

Item Groups
Group Code Group Name
CCS Clinical Contraception Service Delivery Programme
COom COMMOMN MEDICINE
COMN COMTRACEPTIVE
IEM IEM & OTHER MATERIAL
(18] MSRE
KIT KITS AND EQUIPMENTS
MCH MCHMEDICINE & REG.
STR STERILIZATION MSRS
WEH WEHICLE

Total Groups: 9

e Click on the printer icon. The print dialog box appears:



Print [5_<|

Frinter: System Printer [HP Laser) et 1200
Series PCL]

Cancel

Frint B ange
o A
 Pages Copies: '|E|,

From: 1 1o I_ [+ Collate Copies

e Provide Print Range, Copies and click on OK. If you want to print only one copy of the whole
report, then click on OK.

e After printing, click on the leftmost X button to close the preview window.

¥ UIMS - [Report - ltem Groups]

E File Parameters Inwoice Field Stock

‘ X |4 1of1

VIEW ITEMS UNDER EACH GROUP

e Sclect the group from Item Groups list.

e C(lick on to see the items under the selected group.

Items
i
Item Groups \ KITS AND EQUIFMENTS -
Total ltem Groups: B

Era— i

Group Code  [KIT =
Item Group [ KITS AND EQUIPMENTS v
Group Name  (KITS AND EQUI ‘ 4
Items in Group: 82
Item Code Initial Stock

ltem Hame Intial Stock Unit -
[Usable)|  [Unusable]

KITOOZ FWC KITS 18 kit

X ] " [&

Hew Save | Delete |Previc

KITOOS MCHKITS 789 kit
KITOO4 TUBECTOMY KITS 51 kit
KITOOS WASECTOMY KITS 436 kit
KITOOE MW KITS 1,861 kit
KITOO0? TBA KITS (TBA PROJECT) kit
KITOOS BLEEDIMG KITS 19 kit
KITOO9 DELIVERY KITS kit
KITOL1O0 D&CKITS kit
KITO11 MIDWIFERY KITS 1,990 kit ;I
b B | O e

Hew Save | Delete |Lotwise | Close

CLOSE ITEM GROUPS FORM

e C(lick on CE‘:E to exit the Item Groups form.

e You can also exit by clicking on the X button at the top right of the form.

e If you have unsaved groups when you attempt to exit, you will be informed that your changes
will be lost if you exit:



o

'?/ You hawve changes which will be lost if vou Close now,

Do ol really wank to close the Form and discard changesy

Yes Mo

e C(lick on Yes if you want to exit without saving. Click on No if you don’t want to close the form
at this time.

ITEMLIST
=¥ Item List Elilg

ltem Growp -
Iterng in Group: 341
Item Code [tern Name Initial Stock Initial Stock | Unit *~
[Uzable) [Unuzable) 3
ComMont ACITIC &CID bottle
CioMo0z2 ADHESIVE TAFE - 3" roll
COMO03 AMEU BAG ) 5 nos.
COMO04 APPROMN UTILITY 95 pcs
CoMOo0s APRCME PLASTIC pcs
COMONG B.P. MACHINE 5,497 nos.
ComMoa7 CAP, AMPICILLIM capsule
COMO0s FORCEP OBSTRETIC pcs
CioMo09 IMJ, ERGOMATRINE amp.
ComMaLn TN, HYDROCORTISON anmp. w
Sort By |ltem Code j
e " M| R
MEw Save | Delete | Lobwise | Search | Close

Store commodities are classified into a number of groups. Every item has a distinct Item Code in the
form of XXXYYY, where XXX is the Group Code and YYY is a sequence number. Every item has
a distinct Item Name.

VIEW ITEM LIST
e Run UIMS.

o Seclect Parameters > Item List from menu.
e The Item List form is displayed.

or

e Run UIMS.

e Select Parameters > Item Group from menu.

e Select an Item Group.



GENERAL DESCRIPTION OF ITEM LIST FORM

Click on Items button to view the items of the specific group.

=¥ [tem List E|E|@
Item Group j
Items in Group: 841
Itern Code Itern M ame Initial Stock. Initial Stock | Linit o
[Uzable] [Unusgable] =
ZOMO01 ACITIC ACID bottle
ZOMO0Z ACDHESIVE TAFE - 3" rall
COMO0S AMEL BAG e G54 5 nos.
OO0 APPROM UTILITY a5 pCs
COMO0S APROMNE PLASTIC pcs
COMO0E E.P. MACHINE 5,497 nos.
ZOMO0T CAP, AMPICILLIN capsule
COMO0S FORCER OBSTRETIC pcs
CoMOoos 1M1, ERGOMATRIMNE arnp,
CoMO10 1M1, HYDROCORTISON amp. £
Sort Bu: |Item Code j
e B 8 e
Mew Sawve | Delete | Lokwise | Search | Close

This form is used to edit, create, delete, and print items. Controls in this form are grouped into three
blocks:

A. Item Group: Shows a list of current Item Groups in the database. A label below shows the

B.

total number of items in the selected group.

List of Items: Shows details about every item in the selected group. To describe an item, five fields

are required.

e Item Code: A unique six-digit code that can be used to identify the item. The code is

generated automatically, but you can change it if you wish.

e Jtem Name: A descriptive name for the item.

e Initial Stock (Usable): Initial stock that is available when we include the item in the inventory

system.

e Initial Stock (Unusable): Initial unusable quantity of the item.

e Unit: Unit of measurement of the item.

Item Code, Item Name, and Unit fields are compulsory. Items can be sorted in the list by Item

Code or Item Name, which is done through Sort By combo selection.

C. Command Buttons: Buttons available to manipulate Item List.

SEARCH AND FIND AN ITEM

Click on |

Search

in the command buttons Block C.



e A new dialog box appears asking you to give the name of the item to search. You can provide
partial Item Name.

Search ltems @

Enter Item Mame ta Search: 0k

Catizel

MACHINE

e After you provide the Item Name, click on OK.

e Items that match the search text are displayed in the list.

¥ [tem List
Itemn Group | (ALLY -
Items in Group: [Filkered): 13
Item Code Itern Mame Initial Stock Initial Stock | Unit ~
[Uzable] [Unuzable)
COMOO0E E.P. MACHIMNE 5,497 nos,
IEMO47 DUPLICATIMNG MACHIME nos,
IEMO45 BATTERY CHARGER MACHINE 2 nos,
KITO19 SUCCERJSUCTION MACHIME (ELECTRICT) 157 nos,
KITO30 AUTOCLAYE MACHIME nos,
KITOSS SUCCER MACHIME (FOOT DRIVE) G nos,
MCHO&S PAMASONIC FASCIMILE MACHIME (FAX ) nos,
MCHO&S HIC HPE MANUAL PUNCH MACHIME [Mone]
MCHOSE ANESTHESIA MACHIMNE 7 naos.,
MCH170 MOMOMETER FOR ANESTHESIA MACHINE 1 pcs L
Sot By |ltem Code -
[ 7.9 i Int,
Mew Save | Delete | Lotwise | Show all| Close

e To see all of the items again, click on ] .
Show Al

VIEW INFORMATION ABOUT A SPECIFIC ITEM

e Sclect the group of the item from Item Group list.
e All the items under the group will be shown in the middle list.

e Scroll through the list to find the item you are looking for.



VIEW LOTWISE INFORMATION ABOUT A SPECIFIC ITEM

e Seclect the item for which you want to view Lotwise information.

e C(lick on Lotwise in the command button block, and the following dialog box appears:

Item Group | CONTRACEPTIVE v_.
Items in Group: 17
[ltemCode | Item Name Initial Stock | Initial Stock | Unit A
[Uszable] [Unuzable]
Ul CONDOL  COMDOM 3,035,500 pes
== SN & [ otwise Initial Quantity
© conons |
CONDO4
| m conncs Item Code  [CONO Item Mame [CONDOM |
| CONODS = S— E— —_— — —
| = cono7 Barcode Lat Mo ‘ Mfg. Date Expiry Date ‘ Iit. Lot Gty IFLlltnt- '
1l CoNDos :
| conooa } CONO010000001110 30112010
| CONDLD » CONOD10000001010 014102010
» CONOD10000000910 014092010
» CONOD10000000310 01408{2010
» CONOD10000000610 01{06{2010
b 010
» CONO010000000110 08{01/2010
» CONOD10000000105 =
< 3
Total Lots: 12 Total | ' 3,035,600
(23 | Rl
Mew | Save | Delete | Close |
. P . . .
Click on ey N the command buttons block, and the following form appears:
ok Item List + oy ] 4|
Item Graup | KITS AWD EQUIPMENTS x
Items in Group: 82
Item Code Item Mame Initial Shock, Initial Stock.| Uit ;I
[Uzable] [Unuzable)
KITOBS EASKET 926 sets
KITOS4 HOSPITAL EQUIPMENT KITS (REPACKING) kit
KITOBS REFRIGERATOR (ELECTROLUY RKE400) sets
KITOS6E WEDIC CASET PLAYER. AND OTHERS [Mone]
KITOE? 1D STERILIZER. DRUM 910 kit
KITOSE IUD STERILIZER. KIT (EPL SY. RACK) 2,386 kit
KITO20 PIN IMDEX ADOPTER FOR, Y GEM CYLLL .. nos.
KITO91 COMBIMED STR. KITS 12 kit
KITO9Z IUD KIT 7,370 sets
KITO93 [ | | =
e | B | WK 1L
MEw Save | Delete | Lotwise | Close

e The Item Code, which is generated automatically, consists of the group code and a number that
is one greater than the maximum item code in the group. But you can change the Item Code to
another Code that is not yet present in database.



e Enter the name of the item.
e If the item has initial stock in the inventory, then enter both Usable and Unusable quantity.

e [Enter measurement unit of the item.

Item List * o ] 5|
Ibern Group | KITS AMD ECUIPMENTS x
Items in Group: 82
Item Code Item Mame Initial Stack. Initial Stock.| Unit ;I
[Uzable] [Unuzable]
KITOSS GASKET 926 sets
KITOS4 HOSPITAL EQUIPMENT KITS (REPACKING) kit
KITOSS REFRIGERATOR (ELECTROLU RKE400) setks
KITOSA YEDIO CASET PLAYER AMD OTHERS [Mone]
KITOS? IUC STERILIZER. DRLM 910 kit
KITOSS IUD STERILIZER. KIT {EPL 5. RACK) 2,386 kit
kITOS0 PIM INDEX ADOPTER FOR. OXYGEN CYLL.. nos,
KITO91 COMBIMNED STR. KITS 12 kit
KITO9Z2 IUD KIT 7,370 seks
[EIT082 [MSREKIT [ | - -
e | Bl | MR N+
TEw Save | Delete | Lotwise | Close
]
e C(lick on cave |’ and your new item is highlighted in the list:
% Item List ) ] 54 |
Item Graup | KITS AMD EQUIPMENTS ﬂ
Items in Group: 82
Itern Code Itern N arne Initial Stock Initial Stock | Uit ;I
[Usable) [Unuzable)
KITOSS GASKET 926 sets
KITOS4 HOSPITAL EQUIPMENT KITS (REPACKING) kit
KITOSS REFRIGERATOR (ELECTROLLE REE40) sets
KITOSE WEDIO CASET PLAYER AND OTHERS [Mone]
KITOS? IUD STERILIZER DRUM 910 kit
KITOSS IUD STERILIZER KIT (EPI 5%. RACK) 2,356 kit
KITOS0 PIM INDER ADOPTER. FOR ORYGEM CYLL,, nos,
KITO91 COMEIMED STR. KITS 12 kit
KITO92 IUD EIT 7,370 sets
KITOSS M3R. KIT kit =i
b 2]
Mew Save

e If the new item name conflicts with an existing item name, then an error message will be shown.
Change the item name and try saving again.

e If you want to cancel the new item entry, press Esc during editing to undo.

EDIT AN EXISTING ITEM

e Sclect the group under which the item is listed.



Change the Item Name, Initial Usable Stock, Initial Unusable Stock, and/or Unit fields as
required.

When done with editing, click on Save.

If the new item name conflicts with an existing item, then an error message will be shown.
Change the item name and try saving again.

If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN EXISTING ITEM

Select the item you want to remove from Item list.

Clickon W®& |, and a confirmation dialog box appears:
Delete

H_',;) Do you really want bo delete the selected kem?

Yes R

Click on Yes if you really want to delete the item.

You will not be able to delete items that have transactions (have been received/issued in the past).

CLOSE ITEM LIST FORM

) - ) )
Click on CFL to exit the Item List form.
052

You can also exit by clicking on the X button at the top right of the form.

If you have any unsaved item during exit, you will be informed that your changes will be lost if

you exit.

Sl Do ol really wank to close the Form and discard changesy

'?/ You hawve changes which will be lost if vou Close now,

Yes Mo

Click on Yes if you do want to exit without saving. Click on No, if you don’t want to close the
form at this time.






INVOICE

LOCAL PURCHASE

=¥ Local Purchase

g Local Purchase

Basic Infa l Siarch Criteria | Filter Criteria |

Invoice No. I:I Supplier |
Heceiv=tiale l:l Local Purchase Invaice Mo l:l

Received By * | Local Purchase Invoice Date l:l
O
Total Invaice [Filtered] : 0

Item ‘ Feceived Qty| Unit | Lot Mo ‘ Mfg. Date ‘ Expiry Date ‘
[ Tatal lterns [t}

Group By

= : ot 1 Ty +
Invoice Mo - k EL

Mew Save Undo | Delste | Preview Update | Close

When items are received from suppliers, they are logged into the system. This form is used when
items are received from external supplier. Item quantities entered here add up to the total stock. This
form is used to enter new receive invoices, edit, or print or delete old invoices.

OPEN LOCAL PURCHASE FORM
e Run UIMS.

e Seclect Invoice > Local Purchase from menu.

e The Local Purchase form is displayed.



GENERAL DESCRIPTION OF RECEIVE INVOICE FORM

<% Local Purchase

= % Lol Purdiase BTG | Search Cateda | Fdel Cilena |
r B

't eee | 1 e l
Recoive Date [0 Locai Fikchise IvolceNg (1 [

q Hermived Hy e | Al Pisrkavs Irasnins Tinks [:l
B D s
T AT [F ) - 2
[ | Recewed O Uk Lo Ho |J'Elg Diske I Espey Dt
BEL: SHEET 800 s
L. DISPOSIBLE SYRINGE 2,000 : pcs
A, HiSEOSAR F SR TG C AFH1: | P
b L
o GI'CI-IIB,U ................................
Irwoice ko 1; J;u Sm

This form is used to edit, create, delete, and print Receive Invoices. Controls in the form are
grouped into four blocks:

A. Invoice List: Invoices can be listed grouped by Invoice No. or Invoice Date. A label shows the
total number.

B. Imvoice Entry Fields: To describe an invoice, six fields are required.
e Invoice No.—A unique sequence to represent the invoice
e Receive Date—Date goods are received
e Received By—Name of receiving officer
e Supplier—Name of supplier
e Local Purchase Invoice No.—Voucher number of local supplier

e Local Purchase Invoice Date—Date of local supplier voucher
First four fields are compulsory.

C. Inwvoice Items Entry Fields: Invoices consist of line items, with one line for every item received.
Every line has the following eight fields:

e Item—Name of item received

e Unit—Unit of measurement of item

e Lot No.—Lot number of the received goods

e Mifg. Date—Manufacturing date of the received goods
e Received Qty.—Total quantity of received goods

e Expiry Date—Date of expiry of received goods



Item and Received Qty. are compulsory; Unit field is shown automatically; and all other fields

are optional.

D. Command Buttons: Buttons available to manipulate the Invoices

VIEW INFORMATION ABOUT A SPECIFIC INVOICE

=k | ocal Purchase

ok Local Purchaze

| 514! Recohve Invoice

T otal Invoics [Filered) - 4

[=]-#5 Peceive Irvoice
(L efoziz00s
[ (2] 01/02/2008
1 b4
L ﬁ
(2] 1201200

Tokal Invoice [Fikerad] : 4

Item

Item

o HYPO SYRINGE (20 CC)
HYPO SYRIMGE (10 CC)

Hilﬂ

— Group By

1 HVEC SYRINGE (20 CC)
HYPO SYRINGE (10 £C)

b | B

— Gioup By

IInuu'::e Ho

= |

IFImu'\'l: [Crate

e Seclect the invoice to view from the tree-like list in Block A. Invoices can be grouped in two
ways: the Group By combo box, which allows you to search by Invoice No. or by Receive Date.

e After an invoice number is selected, corresponding information is shown in blocks B and C.

e Atany time a partial list of invoices is shown based on the Filter Criteria. Only invoices that fall
between Start Date and End Date are listed. You can change the dates and click on Filter to list

fewer or more invoices.

ok Receive Invoice

Elf Receive Invaice
. [

v v v
Lo S R 5

Easn::lnfn:ul Search Criteria ~ Filker I:rltena

Start Date 18.-"11;"2[”]

End Date

'I BA0242005

Total Invoice [Filtered] : 4



ENTER A NEW INVOICE

Click on  ** | in the command buttons block, and the following form appears:
Mew

¥ Local Purchase +

=1 ’f Local Purchase Basic Info l Search Eriteria] Filter Eriteria]
b
ik Invoice No. ot |
Receive Date | 03/01/2008 Local Puchase Invoice Mo [ |
Received By [Stee Prokash Chandia 5w | Local Purchase |nvoice Date l:l
O Upd
Total lrwoice [Filtered] : 2
Item ‘ Héce-i.ved Qty .U.ni.t .Lo.t No ‘ Mfg Date .Expi.ry Date ‘
x| WK Total ltems i
Group By -
e :I Tew Séve Unﬂo Delete | Preview Upd.ate Close

e The Invoice No. is generated automatically.

e Receive Date shows current date, which you can change if necessary.
e Seclect the employee who is receiving the goods.

e Enter the supplier name.

e Provide Invoice No. and date from local supplier’s invoices (not compulsory).

\.
Click on SH , and your new Invoice No. is visible in the invoice list.
3V E
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=N Local Purchase

= fa Local Purchase Basic Info 1Search Eriteria1 Filter Eriteria]
y B = :
: f Invoice No. Supplier (Janata Traders |
Receive Date [ 03/01/2008 Local Puchass InvaiceNo [ |
Received By |Stee Prokash Chandra 5w | Local Purchase Invaoice Date I:I
O
Total Invoice [Filtered] : 3
| ltem ‘ Heceived Qt_l,l Unit- i_ot No ‘Mfg Ijé.te E;-:pir._l,l Ija.tx.a ‘
b B Total ltems o
 Group By -
B — e | M| o | B | e
Invaice Mo = Mew Save | Undo | Delete |Preview  Update | Close

e If you want to cancel the new invoice entry, press Esc during editing to undo.

INVOICE ITEMS ENTRY
e C(lickon in the command buttons block, and the following form appears:

a8 Local Purchase +

[ = 4% Local Purchase Basic Infa ] Search Criteria | Filter Criteria |
b3 =
: f Invoice No. Supplier [Janata Traders |
Receive Date 0340142008 Local Purchase Invoice No l:l
Received By _.Sree Prokash Chandia § Lacal Purchase Invoice Date l:l
aov
Total Invoice [Filtered] : 3
Item ‘ Received Gty | Unit | Lot No ‘ Mfg. Date ‘ Expiry Date ‘
[ Tatal [kems 1]
i~ Group By

Y

Tew Save | Undo | Delete _Pré\.u'iew;Update_ Close

e Sclect an item name from Item combo box.
e Unit field is filled automatically.

e Enter Lot No., Mfg. Date, Received Qty., and Expiry Date fields.
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<% Local Purchase *

= far Local Purchase Basic Info ] Search Eriteria] Filker Eriteria]
b3 1
: f Invenice No: Supplier ||anata Traders |
Receive Date | 03/01/2008 Local Puichase Invoice Mo [ ||
Received By | Sree Prokash Chandra S » | Local Purchase Invoice Date l:l
O Updated
Total lrwoice [Filtered) : 3
Item 1 Received Gi}l Urit | Lot No ‘ Ifg. Date Expiry Date ‘
/1ML, DISPOSABLE SYRINGE  + 1000 |
b B Totalltems | o
Group By
fivciceho ] : [ B | % 1
dhaiiisil M Tew Save | Undo | Delete | Preview | Update | Close

)
e Clickon &
Save

2% Local Purchase

= 7ot Local Purchase Basic Info l Search Criteria] Filter Criteria1
b3 - |
: ? Invoice N Supplier |1anata Traders |
Receive Date [ (03/01/2008 Local Purchase Invoice Mo [ |
Received By |Sree Prokash ChandraS | Local Purchase Invoice Diate l:l
Total Irnvoice [Filkered] : 3
Item ‘ Feceived Oty Unit | Lot Mo ‘ Mfg. Date Expiry Date ‘
1ML, DISPOSABLE SYRIMNGE 1,000 pcs
[ | 4 Tatal lterns 1

Group By

Irvoice Mo - bt E ¢ " m

Mew Save | Undo | Delete |Preview iUpd

UPDATING THE STOCK

Entering a new invoice does not update current stock position automatically. After the invoice entry
is complete, click on UPDATE to recalculate the balance of items from the current invoice.

Note: After the invoice figures are updated to stock, the invoice will be locked, and you will
not be allowed to change any figure.

W
. :/ . .
e C(lick on Update |* and a confirmation dialog box appears.
e C(lick on Yes if you are sure the invoice figures are correct.

e A confirmation dialog box shows the number of items for which stock was updated.
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EDIT AN EXISTING INVOICE

e Sclect the invoice you want to edit from the list of invoices.
e Change the fields as necessary.
e When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN EXISTING INVOICE

e Seclect the invoice you want to remove from invoices list.

e C(lick on ?‘ , and a confirmation dialog box appears:
Delete

-

?r/ D yiou really want bo dedete the selected Invaloe?

Yas | | No I

e Click on Yes if you really want to delete the invoice.

e You will not be able to delete an invoice that has items under it. First delete the items and then
delete the invoice.

EDIT AN EXISTING INVOICE ITEM

Iterm ‘ Received Oty | Unit | Lat Mo ‘ Mrg. Date Expiry Date ‘
STEEL TRUNK - 2,004
e Sclect the invoice item you want to edit from the items list in Block C.
Ikem ‘ Received Qty| Unit | Lot Mo | Mig. Date Expiry Date ‘
STEEL TRUNK - 000
e Press F2 or click on any field to start editing.
Iterm | Received Qty| Unit | Lot Mo ‘ Mfg. Date Expiry D ate ‘
STEEL TRUME 5,000 pcs

e Change the fields as necessary.
e When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.
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DELETE AN INVOICE ITEM

e Seclect the invoice item you want to edit from the items list in block C.

o (lick on , and a confirmation dialog box appears:

3 Do you really want to delete the selected Involce Ikem?

e C(lick on Yes if you really want to delete the invoice item.

SEARCH A RECEIVE INVOICE

e C(lick on Search Criteria tab to find a specific invoice.

&k Receive Invoice

El‘_',"f Receive Invoice Bazic Info  Search Criteria | Filter Eriterial
- 16022005
-1 01)02/2005

B0 12/01/2005 Receive Invaice No.

e Enter the invoice no you want to find in ‘Receive Invoice No.” box.

e C(lick on FIND to start searching.

e If the invoice is found then it will display as selected.

ok Receive Invoice

Ej'f Receive Invoice EaSlC|ﬂfD| Search Eriterial Filter Eriterial
#- 16/02(2005

=0 01j02f2005 Invoice No.

Receive Date 01.402/2005
S
|:| 12{01/2005 Received By |H. M. Azaduzzaman

PRINT RECEIVE INVOICE

Click on @- to preview the invoice.
Preview

24



e Click on the printer icon, and the print dialog box appears.

e Optionally provide Print Range, Copies and click on OK. If you want to print only one copy of

the whole report, then click on OK.

e After printing, click on the leftmost X button to close the preview window.

CLOSE RECEIVE INVOICE FORM

e C(lick on CE:'E to exit from the receive Invoice form.
e You can also exit by clicking on the X button at the top right of the form.

e If you have unsaved invoice during exit, you will be informed that your changes will be lost if
you exit.

<> You have changes which will be lost if vou Close now.
H-‘,-'J Do wiow really wank ko close the Farm and discard changes?

Yas Mo

e Click on Yes if you do want to exit without saving. Click on No, if you don’t want to close the
form at this time.

RECEIVE INVOICE FROM WAREHOUSE

¥ Receive from Warehouse

Basic Info | Search Criteria | Filter Criteria]
5 T
Invoice Mo. Wi ()
Receive Date Received From |
Received By = Warehouse's Invoice No
Warehouse's Invoice Date
Total Invoice [Filkered] : 0
[ Item ‘ Received Gty | Unit Lot No ‘ .M.fg. Date ‘ Ekpiry Date ‘
b BE Total ltems | i]
Group By
: (&5 ; 7 F | N
Irvoice No 2 Mew Save | Undo | Delete |Preview  Update | Close

OPEN RECEIVE INVOICE FORM
e Run UIMS.

e Seclect Invoice > Receive Invoice from menu.
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e The Receive Invoice form appears.

GENERAL DESCRIPTION OF RECEIVE INVOICE FORM

¥ Receive from Warehouse

o ft Racmive Inwoios Basic Info | Search Citeria | Filter Criteria |
»B
z f Inwoice No. Mt
Recoive Date Received Fram |
Recaived By  Warehouse's Invoice No
Warehouse's Invoice Date
R Gpdated
Total lmwoice [Filered) - 3
a  aeaitiio e T T
& Tab. Ranitidne 150 mg 9,500 " Eablst
# Tab. Ciprofloxeone/Quingx S0... 3,200 - bablst
S OT TARE 1 pes
2 INSTRUMENT TROLLY 1.pcs
i BLANKET (WOOLEN) 12 pes
b MK Totalltams | 5

pe i e

i[rm:ic:ellu vi

This form is used to edit, create, delete, and print Receive Invoices. Controls in the form are
grouped into four blocks:

A, Invoice List: Invoices are listed by item group. Invoice Group combo filters the invoices
according to their group, and invoices can also be listed grouped by Invoice No. or Invoice
Date. A label shows the total number.

B. Invoice Entry Fields: To describe an invoice, six fields are required.
e Invoice No.—A unique sequence to represent the invoice
e Receive Date—Date of receipt of goods
e Received By—Name of receiving officer

e Received From —Name of warehouse from where goods were sent If goods received from other
WH under which the upazila does not belong, check Other WH checkbox and select the WH.

e WH'’s Invoice No.—Voucher number of WH
o WH'’s Invoice Date—Date of WH’s voucher

All of the fields are compulsory.

C. Inwvoice Items Entry Fields: Invoices consist of line items, with one line for every item received.
Every line has the following six fields:

e Jtem—Name of item received
e Unit—Unit of measurement of item

e Lot No.—Lot number of goods received
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e Mfg. Date—Manufacturing date of goods received
e Received Qty.—Total quantity of goods received

e Expiry Date—Date of expiry of received goods

Item and Received Qty. are compulsory; unit field is shown automatically; and all other fields are
optional.

D. Command Buttons: Buttons available to manipulate Invoices.

VIEW INFORMATION ABOUT A SPECIFIC INVOICE

E- 7ot Receive Invoice -7t Receive Invoice
b a 04 005
Ly oz -7 01/02/2005
b1 -] 02012005

Tatal Invaoice [Filtered) : 3 Total Invoice [Filkered) : 3

Item Ibem

SHUKHI

b | KK P& | BK

~GroupBy———————— ~Group By
IInvoice Mo j IHeceive D ate j

e Sclect the invoice to view from the tree-like list in Block A. Invoices can be grouped in two
ways: by Invoice No. or by Receive Date.

e After an invoice number is selected, corresponding information is shown in blocks B and C.

e Atany time, a partial list of invoices is shown based on the Filter Criteria. Only invoices that fall
between Start Date and End Date are listed. You can change the dates and click on Filter to list
fewer or more invoices.
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=% Receive Invoice

Ejf Receive Invoice Easu:lnfnl Search Criteria Filker Erlterla

N Start Date [ 18/11/72004]

End Date ‘I BA02/2005

Tatal Invoice [Filtered] : 3

ENTER A NEW INVOICE

Click on ¥# | in the command buttons block, and the following form appears:
Mew

=¥ Receive from Warehouse +

|4 Receive Invoice ~ Basic Info | Search Criteria | Filter Criteria
| ] .
?
: f Invoice Mo 1 Other WH? [
Receive Date 11./01/2008 Received From | H, BEOGR.

Warehouse's Invoice No |

Warehouse’s Invoice Date

Received By '.Bree-l.:'ro.l.(asﬁ.tﬁan -

D_- pdated
Total Invoice [Filtered) : 3
[tem I Received Qty;l Lnit ‘ Lot Mo I'Mfg. Drate 'E:-cpiry Date I
k| FE Tatal ltems 0
Group By-

Tr

Hew | Sa;e Undo | Delete _Pre-\fiéw_Update Close

e The Invoice No. is generated automatically.
e Receive Date displays current date, which you can change if necessary.
e Seclect the employee who is receiving the goods.

e Respective WH name appears automatically. If item is received from other WH, then select
Other WH and select the WH.

e Provide invoice number and date from WH’s challan.
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«% Receive from Warehouse *

=7 Receive Invoice

Basic Info | Search Criteria | Filter Eriteria]

Invoice Mo. Other WH? [

F1
11/01/2008

| Receive Date

Received From | :
Received By |Sree Prokash Chan jiaishouzetainraite o 234

‘Warehouse's Invoice Date 1142004

. O
Total Invoice [Fitered] : 3
[1tem Received Gty Uit | LotMNo I i\-‘l.fg. Date ‘ Exﬁiry Date ‘
k| BE Totalltems | 1]
Group By T
T M| =R
L ! Tews save | Undo | Delete |Preview Update | Close
i

e (lick on

save » and your new invoice number is visible in the invoice list.

=¥ Receive from Warehouse

=7 Receive Invoice

Basic Info | Search Criteria | Filter Criteria

L ;
: 2 Invoice Mo. 4 LthersHoa iy Sl
¥ i Receive Date 11/01/2008 Received From | . |
Received By | Siee Prokash Chan = pearchonectvniceD Zl
Warehouse's Invoice Date @
[ Upda
Total Invaice [Filtered) : 4
Item ‘ Received Oty| Unit | Lot Mo ‘ Ifg. Drate Expiry D ate ‘
bk | FE Tatal ltems 0
Glﬁup By — =
Ireecice Mo T N::\- S;:ve : o Iﬁ vf El:

Undo | Deleke |Preview | Update | Close

INVOICE ITEMS ENTRY

If you want to cancel the new invoice entry, press Esc during editing to undo.

e C(lick on in the command buttons block, and the following dialog box appears:
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=¥ Receive from Warehouse +

| =72t Receive Invoice Bazic Info | Search Criteria | Filter Criteria
b4
?
: 2 Invoice No. Il Hiherwe N |
b1 Receive Date | 11/01/2008 Received From  |7007
Received By [Sree Prokash Chan :Walehouse's JiEsicelc |—234
Warehouse's Invoice Date 01/01/2008
Total Invoice [Filkered] : 4
.I.tem i H.ece.i-\.fec.l-ﬁ.ty Un-i.t Lﬁt Mo -I.\"ifg..Date -Ex.p-i.r_l,l Date
(] =
x| KR Total Items i
Group By -
»3 “Tp B b V% ]
Mew Save | Undo | Delete Preview Update | Close

e Select an item name from Item combo box.

Click on

Unit field is filled automatically.

=% Receive from Warehouse *

Enter Lot No., Mfg. Date, Received Qty., and Expiry Date fields.

=73 Receive Invoice

Basic Info ] Search Criteria | Filter Criteria

Al
2 | Frdt
: 2 Invoice Mo. 4 el |m|
b1 Receive Date |  11/01./2008 Received From |FO01
Received By | Sree Prokash Chan vl.Warehouse = [nwaiceNo |—234
Warehouse's Invoice Date 01/01/2005
Total Invoice [Filtered] : 4
[ Item Recsived .Qty Urit | Lot Na ‘ Mfg. Date Expiry Date ‘
SHUKHI - 1200 IEGEEDE
r| BA Total ltems | 0
i~ Group By
[ H ﬂ‘? ¥ 5 W
Mew Save | Unda | Delete |Preview | Update Close

5

Save




<% Receive from Warehouse

=43t Receive Invaice Basic Info | Search Criteria | Filter Eriteria]
b4
: 2 Invoice Mo, 4 Utheria b2y |
b1 Receive Date 11/01/2008 Received From | >
Received By | Sre=Prokash Chan - jearchouselainzoicetila |—234
Warehousze's Invoice Date 01./01/2008
O
Total Invoice [Fitered] : 4
Item Received Gty| Unit | Lat Mo Ifg. Date Expiry Date
SHLUIKHI 1,200 cycle 01122009
b FE Total ltems 1
Group By
e 23 78
it o0 Mew Save | Undo | Delete |Preview

UPDATING THE STOCK

Entering a new invoice does not update current stock position automatically. After the invoice entry
is complete, click on UPDATE to recalculate the balance of items from the current invoice.

Note: After the invoice figures are updated to stock, the invoice will be locked, and you will
not be allowed to change any figure.
. e
e Clickon 7
Jpdate
e Click on Yes if you are sure that the invoice figures are correct.

, and a confirmation dialog box appears.

e A confirmation dialog box shows the number of items for which stock was updated.

EDIT AN EXISTING INVOICE

e Seclect the invoice you want to edit from the list of invoices.
e Change the fields as necessary.
e When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN EXISTING INVOICE

e Select the invoice you want to remove from invoices list.

e Clickon "™

Delete and a confirmation dialog box appears:
= [=18 =]
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\ i':) D yiou really want bo dedete the selected Invaloe?

-

e C(lick on Yes if you really want to delete the invoice.

e  You will not be able to delete an invoice that has items under it. Instead, first delete the items
and then delete the invoice.

EDIT AN EXISTING INVOICE ITEM

Item ‘ Received Qty| Unit | Lot Mo ‘ Mig. Date Expiry Date ‘
STEEL TRUNK - 2.000
e Select the invoice item you want to edit from the items list in Block C.
lkem ‘ Fieceived Oty| Unit | Lot Mo | Mig. Date Expiry D ate ‘
STEEL TRUME - 2000
e Press F2 or click on any field to start editing.
Item | Received Qty| Unit | Lat Mo ‘ Idfg, D ate Expiry D ate ‘
STEEL TRUME 5,000 pcs

e Change the fields as necessary.
e  When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN INVOICE ITEM

e Select the invoice item you want to edit from the items list in Block C.

o (lick on , and a confirmation dialog box appears:

e

\ ?IJ Do yiou really wank bo delebe the selecked Involce Ttem?

s | Mo I
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e Click on Yes if you really want to delete the invoice item.

SEARCH A RECEIVE INVOICE

e Click on Search Criteria tab to find a specific invoice.

ok Receive Invoice

Ejﬁ Receive Invoice Bazic Info  Search Critena | Filker Eriterial
(45 04/02{2005

-] 01/02{2005 _ _
-1 02j01/2008 Fieceive Invaice No.

Taotal [nvoice [Filkered] : 3

e Enter the invoice number you want to find in Receive Invoice No. box.
e Click on FIND to start searching.

e If the invoice is found, then it will be displayed as selected.

=¥ Receive Invoice

=7y Receive Invoice Eazic Info I Search Eriterial Filke
=1-{_1 04/02/2005
Py ﬁ Invoice No.

-] 01/02/2005 Receive Date | 04/02/200

&0 02/01/2005
Received By |H. M. Azaduzz

Total Invoice [Filtered] : 3

PRINT RECEIVE INVOICE

e C(lick on E‘ to preview the invoice.
Frewigw
e Click on the printer icon, and the print dialog box appears.

e Optionally provide Print Range and Copies and click on OK. If you want to print only one copy
of the whole report, then just click on OK.

e After printing, click on the leftmost X button to close the preview window.

CLOSE RECEIVE INVOICE FORM

) - ) . .
e (lick on CIEL to exit the receive Invoice form.
O5e
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¢  You can also exit by clicking on the X button at the top right of the form.

e If you have unsaved invoices during exit, you are told that your changes will be lost if you exit.

o 4 ¥ou have changes which will be lost if vou Close now.
\-1',() Do wiow really wank ko close the Farm and discard changes?

Yas Mo

e C(lick on Yes if you do want to exit without saving. Click on No, if you don’t want to close the
form at this time.
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ISSUE VOUCHER

=% [ssue Youchers

=71 Tssue Youchers Basic Ifo | Search Crteria | Fier Citeria |
P 82
Union [
= U
5DP
Prepared By yzahar Al Date l:l
Approved By 5= F Date |
Izsued By b tzat Date
| Remarks
[Item ‘ lzsued Qty- Llrit Stock k| Lot Mo ‘ Mfg. Date [ Expiry D ate ‘
SHUKHI 10,000 cv... 37,725 48
b | FK Received By [Mian Abdul K.ader Designation | Store Keeper + | Totalltems 1
Group By T
Invoice o u Mew Save | Undo | Delete |Preview  Update | Close

This form is used when distributing items to facilities. Item quantities issued through this invoice are
deducted from the total stock. This form is used to enter new Issue Vouchers and edit, print, or
delete old invoices.

OPEN ISSUE VOUCHER FORM
e Run UIMS.

e Seclect Invoice > Issue Voucher from menu.

e The Issue Voucher form is displayed.
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GENERAL DESCRIPTION OF ISSUE VOUCHER FORM

h Ksog Yauchars

- e Youchers: Baic o | Geprch Cllerin | Filer Crtenis
¥
S0P Grou
ki
SDF B
Feepared Iy Bibe | i
Appioved By Dadn |
LEian S P—
Fluzersjaei: 3
i okt Gl Aot Sk (g L Mo Bty et By Dl
AR C 10 AAE oy TS 43
e B Recshoed By |5'[-?'-"'t\!.’ . e Dresigresioe | Sioos Foseper w | Tt e !
Groug By
F AT o+ " o -
{Errvince Ha - re ki ; L ¥ _"_'
it Beewi | Emve o CUndal o Delste Preview | Updste | Jlosa

This form is used to edit, create, delete, and print Issue Vouchers. Controls in the form are grouped
into four blocks:

A.  Imvowce List: Invoices can be listed grouped by Invoice No or Invoice Date or Facility. A label
shows the total number.

B. Imvoice Entry Fields: To describe an invoice, the following fields are required.
e Invoice No.—A unique sequence to represent the invoice
e SDP Group—Group pf the Facility receiving the items
e Union-Union of the Facility receiving the items
e SDP-Name of the Facility receiving the items

e Prepared By, Approved By, Supplied By—Names of employees who are responsible for
issuing items. There are three date fields related to the names.

e Prepared By Date, Approved By Date, Supplied By Date—Dates on which invoices are
prepared and approved and supplies are provided

e Remarks—Any comments about the supply

Invoice No., Facility, Prepared By, Approved By, Supplied By, and their related date fields are
compulsory.

36



C. Inwvoice Items Entry Fields: Invoices consist of line items; there is one line for every item received.

Every line has the following seven fields:

e Item—Name of item requested

e Unit—Unit of measurement of item

e Stock Qty.—Current stock quantity in issuing facility

e Issued Qty.—Quantity issued to facility

e ot No.—Lot number of item issued

e Mfg. Date—Manufacturing date of item lot issued

e Expiry Date—Expiry date of goods in lot

Item and Issued Qty. fields are compulsory. Unit, Stock Qty., Lot No., Mfg. Date, and Expiry

date are picked automatically from item’s lot information.
p y

D. Command Buttons: Buttons available to manipulate Invoices.

VIEW INFORMATION ABOUT A SPECIFIC INVOICE

4 Issue Youcher{Pug 2% Issue Youcher(Push)

% Issue Youcher{Push)

L3N]
b5
b3
b2
1

=7 Issue Youchers
[N g

E-7" Issue Youchers
v RWwH, BANDAREON
{21 RWH, BARISAL
{2 RWH, BOGRA
{20 RWH, COMILLA
B0 RWH, DINAIPUR
..... » g
b F B

Total lnvoice (Filtered) : B Total lnvoice [Filkered) : &

E-7a" Issue Youchers
-3 12f0z/2005
oy
-0 05/01/2005

Toatal Invoice [Filtered) : B

Item

Item

Itermn

CONDOM

b | BE

COMNDOM

bk | WK

— Group By

IInvoice Mo

=

— Group By
| Faciity =l

CONDOM

bk | BE
— Group By
Ilnvoice Date 'l

e Sclect the invoice to view from the tree-like list in Block A. Invoices can be grouped in three

ways: by Invoice No., Facility, or Invoice Date.

e After an invoice number is selected, the corresponding information is shown in blocks B and C.

e Atany time, a partial list of invoices is displayed based on the Filter Criteria. Only invoices that
fall between Start Date and End Date are listed. You can change the dates and click on Filter to

list fewer or more invoices.
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&k Issue Youcher{Push)

Elj'f Issue Yauchers Basic Inh:|| Search Criteria ~ Filter Criteria |
i g
g Start Date
; End Date
1

ENTER A NEW INVOICE

e C(lick on NHE in the command buttons block, and the following form appears:
1=

=¥ [ssue Youchers+

— ﬁ Issue Youchers Bagic Info l Search Eriteria] Filter Eriteria]
b 82 I _
| Invoice No. SDP Group | x|
| Union = O u:
| SDP >
| Prepared By [Md. Azahar Al ~| Date [ 02/08/2008
| Approved By | Shahnaz Parvin v| Date 02/08/2008
Iszued By bdd. Azahar Al - Date 02/08/2008

| Remarks

ul.tem | .I.ssuec.l.dty .Llnit. ‘ -Stﬁc:k dt_l,.l‘..l._o.tfs-lo 7 ”Ni.fg. Déte [ E.Q{:;iry.Dat-e ‘

p# W& Received Ey I:I Designation hdl Totalltems | 0

Group By T — ; s = :

e S;a.ve UnEIo Delete Pré\;iéwg Upd;ate Cl-ose

e The Invoice No. is generated automatically.
e Select SDP Group, Union and the SDP
e Date fields reflect current date, which you can change if necessary.

e Seclect the employee who are preparing, approving and supplying the goods.

38



=¥ Issue Youchers®

it

=¥ Issue Youchers

=] {f Issue Youchers Basic Infa ] Search Eriteria] Filter Eliteria]
b G2 -
Invoice Ho. SDP Group | Pw/a S|
Union Aaulia - =] ;
sDP -
| Prepared By | Md. Azahar &l v| Date 02/08/2008
Approved By ;éhal;maz F.'arvi.n +| Date 02/0842008
Issued By | Md. Azahar &li v Date 02/08/2008
Remarks
Item | lzsued Qty| Unit Stock Oty | Lot Mo ‘ tdfg. Drate Expiry Date ‘
b# BK| FeceivedBy[ | Designation | | Totalltems i
Group By |
[rvocorte. &l ) =] | il s ]
il . Mew | Save | Undo | Delets | Preview | Update | Close |

Click on gg.e |, and your new invoice number appears in the invoice list.

=74} Issue Youchers Basic Info lSearch Criteria] Filter Criteria]
» B
[ Invoice No. SDP Group  FWA e
Union o o -
SDP |2/ Ka, Fiehana Khatun, Arulia v
Prepared By Md Azahar Al ~| Date [ D2/08/2008
Approved By |Shahnaz Parvin ¥| Date 02/08/2003
Issued By Md. Azahar Al - Date 02/08/2008
Remarks
| Item 1 lssued Gty Uit Stock Gyl Lot No ‘ Mfg. Date E=piry Date ‘
r# FR Received By l:l Designation i v | Totalltems a
Group By z
T v | M| 2 o || | R
Invaice Mo i Mew Save | Undo | Delete | Preview | Update | Close
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e If you want to cancel the new invoice entry, press Esc during editing to undo.

INVOICE ITEMS ENTRY

e C(lick on [*#|in the command buttons block, and the following form appears:

8 [ssue Youchers+

[=-7" Tssue Youchers Basic Infa ] Search Ciiteria | Filter Criteria |
k83 !
b B2 Invoice Mo. SDP Group Pt bl
Union 7|
O Upe
SDP 2/ Ka, Rhana Khatun, Anuiia =
Prepared By | Md. Azahar .t.ﬁli ~  Date 02/08/2008
| Approved By | Shahnaz Parvin ~| Date 02/08/2002
| Issued By Md. Azahar &l | Date 0z2/08/2008
Remarks
Item ‘ Issued Gty | Unit Stack Gty Lot No ‘ Mfg Date I-f:.-:ﬁir_l,l.Da.te ‘
I v
»# PR Received By l:l Designation + | Totalltems 0
i~ Group By 1
:I TWew Save | Undo | Delete | Preview | Update | Close

e Seclect an item name from Item combo box.
e Unit field is filled in automatically.
e Enter Issued Qty.

e The Stock Qty, Lot No., Mfg. Date, and Expiry Date, if available, are picked from the lot
information.
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=N Issue Youchers™

=7t Issue Youchers Basic Info | Search Ciitera | Fiter Crieria |
b 83
b g2 | Invoice No. SDP Group |FwA x
Union o
SpP |2/ Ka, Rehana Khatun, Arulia =l
Prepared By | Md. &zahar Al - Date 02/08/2008
Approved By | Shahnaz Parvin ~| Date 02/08/2008
lssued By |Md. Azakar Al v Date 02/08/2008
Remarks
Item ‘ Issued E!ty Unit ‘ Stock .Qty.‘.l._otﬁo ‘ Mfg Date ‘.I;:xpir_l.,l Date ‘
1 |sHUKHD -
p# | WK Received By I:l Designation | Totalltems i}
Grﬁup By ;
b | “p ¥ . e i+
Mew Save | Undo | Delete | Preview Update | Close

i
Clickon ghpe -

a8 [ssue Youchers

=72} Issue Youchers Basic Info ] Search Cliteria1 Filtes Criteria]
b 83
L Invoice No. SDP Group | FWi -
Union [ =
Ou
SDP [2 K.a. Aehana Khatun, Anilia -
| Prepared By [Md Azahar & +| Date| 02/0B/2008
| Approved By |Shahnaz Parvin v: Date 02/08/2008
|1ssued By |Md Azahar & ~| Date| 02/0B/2008
Remarks
Itern ‘ |3sued Qty\ Uit ‘ Stock Qty‘ Lat Mo I ig. Date I Expiry Date I
| SHUKHI 1,440 cy... 50400 715 31052012
b | FR Received By l:l D esignation . | Total ltems . 1
--Grﬁup By 7 - T =
l—__]' b s ! WK [&
Invaice No = Mew Save | Undo | Delete | Preview
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UPDATING THE STOCK

Entering a new invoice does not update current stock position automatically. After the invoice entry
is complete, click on UPDATE to recalculate the balance of items from the current invoice.

Note: After the invoice figures are updated to stock, the invoice will be locked, and you will
not be allowed to change any figure.

W
. i . .
o Clickon 45 |, and a confirmation dialog box appeats.
e Click on Yes if you are sure the invoice figures are correct.

e A confirmation dialog box shows the number of items for which stock was updated.

EDIT AN EXISTING INVOICE

e Sclect the invoice you want to edit from the list of invoices.
e Change the fields as necessary.
e When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN EXISTING INVOICE

e Seclect the invoice you want to remove from invoices list.

e C(lick on and a confirmation dialog box appears:

Delete |2

“?rj Do wou really want bo delete the selected Involoe?

Yas | | o I

e Click on Yes if you really want to delete the invoice.

e You will not be able to delete an invoice that has items under it. You have to delete the items
and then delete the invoice.

EDIT AN EXISTING INVOICE ITEM

Item Unit

Stack. Gt_l,ll Issued Gty

Lat Mo | fg. Date | Expiry Date

CONDOM pcs 700,000 90,000 oif1zfz2007

e Select the invoice item you want to edit from the items list in Block C.
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E FConDom

e Press F2 or click on any field to start editing.

Itern Unit Stock Qiy lzsued Qty| Lot Ho fg. Date Expiry Date

|comnpam  [[pes 700,000 M /12/2007

e Change the fields as necessary.
e  When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN INVOICE ITEM

e Sclect the invoice item you want to edit from the items list in Block C.

o (lick on , and a confirmation dialog box appears:

!

"r} Do you really want to delete the selected Involce Ikem?

Yas | Mo I

e C(lick on Yes if you really want to delete the invoice item.

SEARCH AN ISSUE VOUCHER

e Click on Search Ciriteria tab to find a specific invoice.

&k Issue Youcher{Push)

E’_E Issue Youchers Basic Info Search Criteria | Filter Eriterial
-5 12(02/2005
-0 05/01/2005

Indent Invoice Mo, ‘

e Enter the invoice no you want to find in Indent Invoice No. box.
e C(lick on FIND to start searching.

e If the invoice is found, it displays as selected.
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&k Issue Youcher{Push)

El",l\' Issue Youchers B azic Info | Search Eriterial
=1 12/0zf2005

Lo B Invoice No.
-] 05/01/2005 Facility FiwH, DIM:

Prepared By [H. M. Azad
Approved By | Suraiit Kum.

PRINT ISSUE VOUCHER

e Clickon [& | to preview the invoice, and the invoice appears like the following:

Presview
Upazila Family Planning Office Office Copy
Bogra, Bogra
Issue Voucher *
ISSUING OFFICE:Bogra, Bogra Invoice Ho: 83
ISSUED TO: 2/ Ka, Rehana Khatun, Arulis Frint date: 02082008
T Code Avdicle ‘ Duandly Trmied [ Urit IotNo. |Exp. Dok
[ InWNumber [In Words |
1 CONOOZ SHUKHI 1440 One ThONEARATONT B0NdRD CYCLE 18 oz
fary
Prepared & lssued By Approved By Received By
Store in charge Upazila Family Planning Officer IfKa. Rehana Khatun, Anlia
Upazila Family Planning Office Recipient Cop
Eogra, Bogra
Issue Voucher *
ISSUING OFFICE: Bogra, Bogra Invoice Ho: 83
ISSUED TO: 2/ Ka, Rehana Khatun, Arulis Print date: 02022008
[ 5] Code | Ardcle Tuanfily mied T Trif | ZofNo. |Zxp. Dak

e Print the Invoice

CLOSE ISSUE VOUCHER FORM

e C(lick on CE_:e to exit from the Issue Voucher (Push) form.
e You can also exit by clicking on the X button at the top right of the form.

e If you have unsaved invoices during exit, you are told that your changes will be lost if you exit.
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b You have changes which will be lost if you Close now.
‘-‘»',r} Do wou really want ko close the form and discard changes?

Yas Mo

e Click on Yes if you do want to exit without saving. Click on No if you don’t want to close the
form at this time.

ADJUSTMENT INVOICE

=¥ Adjustment Invoice

Basic Info l Search Criteria l Filter Criteria}
Adjustment Type - To/From -
Femarks
O up
Prepared By | ~| Date
Approved By +| Date
lssued By | | Date
ltem Unit ‘ Stock Qly“ Oty Lot Mo ‘ Mfg. Date ‘.Ekpiry Da
£ L4
Tatal Invaice [Filtered) : O b A Total lkems a
Group By — -
Irvoice No = Mew Save | Undo | Delete |Preview  Update | Close

This form is used for various stock adjustments, such as adjustment after physical stock, item expiry,
destruction of expired items, and return from facility. This form is used to enter Adjustment
Invoices and edit, print, or delete old invoices.

OPEN ADJUSTMENT INVOICE FORM
e Run UIMS.

e Seclect Invoice > Adjustment Invoice from menu.

e The Adjustment Invoice form is displayed.
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GENERAL DESCRIPTION OF ADJUSTMENT INVOICE FORM

o Adjusiment Involce

oA Bl I Bap inda | Soncek {aberia | Flle Crtens
»
Invecice: Mo
Adpustaent Typa  Acd 1o Slock - TofFiom
Bt irithes bl sy e stk e fournd
| 1
i i
Propared By Sips Py
Approved B 2 5 M
Erslied By Sapes ok ach Chandis S
tern |Unk | Shock Qi ty| Lot How {1aig Debe | Espny Dy
£ »
Totd rwoece Flsed] : 1 bW Toshad [tz 2]
Lpsig o
| b i e B 1E8
Imecata Mo |
Moo oSae | Unadn - Delste: | Pres ;. Cloge

This form is used to edit, create, delete, and print Adjustment Invoices. Controls in the form are
grouped into four blocks:

A. Invoice List: Invoices can be listed grouped by Invoice No., Adjustment Type, or Invoice Date. A
label shows the total number.

B.  Imvoice Entry Fields: To describe an invoice, following fields are required.
e Invoice No.—A unique sequence of numbers to represent the invoice

e Adjustment Type—A list of adjustment types to select from. Possible adjustment types are:

Add to Stock If after physical inventory or any instance, it is found that an item is shown
less than actual quantity in stock

Remove from Stock If after physical inventory or any instance, it is found that an item is shown
excess than actual quantity in stock

Return from Facility (Usable) When an item is returned from a facility

Return from Facility (Unusable) When an unusable item is returned from a facility

Unusable Expiry date of item has passed

Unusable Destroy Expired items are destroyed

e To/From—~Facility distributing the items
e Remarks—Comments about the adjustment reasons, outcome, etc.

e Prepared By, Approved By, and Supplied By—Employees who are responsible for adjusting
items

e Prepared By Date, Approved By Date, and Issued By Date—Relevant dates of preparing,
issuing, and approving adjustment invoice
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Invoice No., Adjustment Type, To/From, Prepared By, Approved By, and their related date
fields are compulsory.

C. Inwvoice Items Entry Fields: Invoices consist of line items; there is one line for every item received.
Every line has the following seven fields:

e Jtem—Name of item adjusted

e Unit—Unit of measurement of item

e Stock Qty.—Current stock quantity in facility performing the adjustment
o Qty—Quantity of goods adjusted

e Lot No.—Lot number of item adjusted

e Mfg. Date—Manufacturing date of item lot adjusted

e Expiry Date—Expiry date of goods in lot
Item and Qty. fields are compulsory; other fields are optional.

D. Command Buttons: Buttons available to manipulate the Invoices.
VIEW INFORMATION ABOUT A SPECIFIC INVOICE

Bt adj. Invoice | [E-73% Adj. Invoice = fat Adi. Invoice
L p ﬁ =] 14/02}2005 B2 Remove From St
L Loy 4 =1 Unusable
b 2 {13 osjoLfzo0s o B
b1 I S

{:l Unusable Destro

KT

Tatal Invaice [Fitkered] Tatal Invaice [Fikered]: 4 Tatal Invaoice [Filkered] : 4

Group By Group By———— ~Group By—————
’7| Invoice Mo ’7| Invoice Date || ’7|.-’-\di. Type j




Select the invoice to view from the tree-like list in Block A. Invoices can be grouped in three
ways: by Invoice No., Adj. Type, or Invoice Date.

After an invoice number is selected, corresponding information is shown in Block B and C.

At any time a partial list of invoices is displayed based on the Filter Criteria. Only invoices that
fall between Start Date and End Date are listed. You can change the dates and click on Filter to
list fewer or more invoices.

ok Adjustment Invoice

=74 Adj. Invoice Basiclnfnl Search Criteria  Filter Criteria I
fo b 4
""" - 8 Start Date | 19/11/2004
...... b o2
...... [

End D ate 170242005

ENTER A NEW INVOICE
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Click on P* | in the command buttons block, and the following form appears:
Mew

=% Adjustment Invoice +

AL adi, Inveice Basic Info I Search Critelia] Filter Critena]
Adjustment Type - To/From -
Remarks
o
Prepared By [Siee Prokash Chandia 5a v | Date [ 1170172008
Approved By |4 K. M. Sanaul Mostafa = | Date 11/01/2008
Izsued By Siee Prokash Chandia 5a » | Date 11/01/2008
[ Item Unit ‘ Stock Oty Oty| Lot Mo tifa. Date Expiry D'a
4 b4
Tatal Invaice [Fitered) : 0 b KR Total ltems a
Group By - _ >
AL b :| Mew | Save | Llnr:hj Delete Prew‘ew: Upd:ate | Cl;jse

The Invoice No. is generated automatically.

Date fields reflect current date, which you can change if necessary.
Select any Adjustment Type from list.

If available, select To/From

Select the employees preparing and approving the invoice and mention preparation and approval
dates.



=% Adjustment Invoice *

B /}_ Adj. Invaice

Total Invoice (Filtered] : 0
— Group By-

Basic Info ]Sean:h Erilerial Filter Erilena]
Adjustment Type [4dd to Stock I= To/From |1
Remarks (| the physical inventon mare Condams were found

Prepared By |Sree Prokash ChandraSa v | Date 11/01/2008

Approved By :-A K. M. Sanaul Mostafa v Date 11/01/2008

lssued By |Sree Prokash Chandra Sa > | Date 11/0/2008
[ Item Uit ‘ StDCthj;]" Gty Lot No .[Mfg.Date -J“ExpiryDa.
@ i | ®
b WK Total ltems | 0

- | By x| @ %

Mew | Save | Undo | Delete | Preview Update | Close |

e Clickon B | and your new invoice number is visible in the invoice list:

Save

A Adjustment Involce

= A A, Trermee

Baic bnfo | Spach Crterin | Fites Gt |

e E—

Adjuabment Type Add o Shock - T o/From

Pemarks [l the phyocal rreenlosy mote Condoms waie bourd

Prepared By Sies Piokach ChandaSa = Dale 110172008
Approved By A M SeadMostasla  ~  Dale 1.0 7200
lezund By Sime Prokach Chandes S5 = | [iasls 110172008

Tl Ireegnce [Fllmed] : 1
Grog By

fimocebia =]

Fem |u-r- | Sbock nny| n|,.| Lot Ng Jmaom |Em-yoa
4 ¥
be B Totsl Ibeme 1]

e If you want to cancel the new invoice entry, press Esc during editing to undo.

INVOICE ITEMS ENTRY

e C(lick on IEI in the command buttons block, and the following form appears:
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=% Adjustment Invoice +

=7t Adi, Invoice Basic Info l Search Critena] Filter Critena]
L
Adjustment Type |Add to Stock - To/From _. b
Remarks | the physical inventary rmaore Condoms were found
O
Prepared By ;SIee Prokash ChandraSa = | Date 114012008
Approved By |4 K M. SanaulMostafa - | Date 11/01/2008
lszued By |5tee Prokash Chandia 52« | Date 11/01/2008
Iterm Unit ‘ Stock Qty‘ Gty] Lot No ‘Mfg Date Ewpiry Da
I | &
Tatal Invoice [Filkered) : 1 b | B Tatal ltems i
Group By i
» N7 §ls
fizoibe o :| Mew | Save | Undo | Delete |Preview | Update | Close

e Seclect an item name from Item combo box.

e  Unit field is filled automatically.

e Enter Qty.

e Unit and Stock Qty, are filled in automatically.

e The Lot No., Mfg. Date, and Expiry Date fields may be available for editing. If these are
available, fill them in if necessary.

=N Adjustment Invoice *

=73 Adj. Invoice Basic Info ] Search Clitelia} Filter Entaria]
k1
Adjustment Type |&dd to Stack - To/From |- pur; Bogr

Remarks | the physical inventony more Condoms were found

O g
Prepared By [Siee Prokash Chandia Sa | Date 11/01/2008
Approved By |4 K M. SanaulMostafa  ~ | Date 1140172008
Izsued By |Sree Prokash ChandiaSa » | Date 11/01/2008
Item Unit ‘ Stock Dty} Gty Lot Na l Mig. Date Expity Da
I conpom +[[pes I 12|
< | >
Tatal Invoice [Filtered) : 1 P PR | Total ltems 1

Group By

’.—_“ 4 H 'np L7 4 V; Rl
! - Mew Save Undo | Delete |Preview Update Close

e Clickon B .

Save
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=¥ Adjustment Invoice

=172 Adj. Invaice Basic Info ISearch Enterla} Filter Erltena]
¥l
Adjustment Type |4dd (0 Stack = To/From |3

Remarks |1 the physical inventory mare Condoms were found

O
Prepared By  Sree Frokash ChandraSa « | Date 11/0142008
Approved By 4 K. M. SanaulMostafa | Date 11012008
Izsued By Sree Prokash Chandria 52 + | Date 11012008
Iterm Unit | Stock Qtyi Gty] Lot Mo ‘ Mfg. Date [ Expiy Da
CONDOM pes 1z o1f1z/zm
& %
Tatal Invaice (Fitered) : 1 b KR Total ltems 1
Group By
lﬁ' P 23 [&
IrrdiceHo z Mew Save | Undo | Delete | Preview

UPDATING THE STOCK

Entering a new invoice does not update current stock position automatically. After the invoice entry
is complete, click on UPDATE to recalculate the balance of items from the current invoice.

Note: After the invoice figures are updated to stock, the invoice will be locked, and you will
not be allowed to change any figure.

e C(lick on , and a confirmation dialog box appears.

¥
Update
e C(lick on Yes if you are sure the invoice figures are correct.

e A confirmation dialog box shows the number of items for which stock was updated.

EDIT AN EXISTING INVOICE

e Seclect the invoice you want to edit from the list of invoices.
e Change the fields as necessary.
e When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN EXISTING INVOICE

e Sclect the invoice you want to remove from invoices list.

e C(lickon KK |, and a confirmation dialog box appears:
Delete
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P .
“"fa‘) Do you really want bo delete the selected Involce?

e Click on Yes if you really want to delete the invoice.

e You will not be able to delete an invoice that has items under it. You must delete the items and
then delete the invoice.

EDIT AN EXISTING INVOICE ITEM

Itern Llrit Stack Gty Gty Lat Na Mfg. Date Expiry Da

NORPLANT pes 76,700 9,000

e Select the invoice item you want to edit from the items list in Block C.

Item Unit Stack Oty v}

| Lot Mo Mfg. Date Expiy Da

E RNORPLANT

e Press F2 or click on any field to start editing.

Item Uit Stock Oty Oty| Lot Mo tdfg. Date Expiry D'a

NORPLANT wllpes [ 7EFOO|

e Change the fields as necessary.
e When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN INVOICE ITEM

e Select the invoice item you want to edit from the items list in Block C.

e C(lick on , and a confirmation dialog box appears:

e

\ ?r,‘ Do you really wank bo delete the selected Ireolce Them?

e C(lick on Yes if you really want to delete the invoice item.
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SEARCH AN ADJUSTMENT INVOICE

e C(lick on Search Criteria tab to find a specific invoice.

=% adjustment Invoice

Eﬁ Adj. Invoice Basic Info  Search Criteria | Filker Eriterial
-3 14/02/2005

{0 05/01/2005
2 &3 o5y bl rveice No .

e Enter the invoice number you want to find in Adj. Invoice No. box.
e Click on FIND to start searching.

e If the invoice is found, it is displayed as selected.

=% Adjustment Invoice

E{E adj. Invoice Basic Infa | Search Criterial Filter Eriterial
=-1 14j0z/2005
T —

-1 05/01{2005 Adjustment Type |Urusshls

Remarks |

PRINT ADJUSTMENT INVOICE

e (lick on [& to preview the invoice.
Preview

e Click on the printer icon, and the print dialog box appears.

e You can provide Print Range, Copies and click on OK. If you want to print only one copy of

the whole report, then just click on OK.

e After printing, click on the leftmost X button to close the preview window.

CLOSE ADJUSTMENT INVOICE FORM

e (lick on FL* to exit from the Adjustment Invoice form.
Close

e You can also exit by clicking on the X button at the top right of the form.

e If you have unsaved invoices during exit, you will be informed that your changes will be lost if you exit.

o ¥ou have changes which will Be lost if you Close now,
‘--‘].-)l Do wou really warik ko close the Form and discard changes?

- Mo |

e Click on Yes if you do want to exit without saving. Click on No, if you don’t want to close the

form at this time.
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FIELD

FORM 3

F

=¥ LMIS Form 3

=k LMIS Form 3 B asic Info l Filter Criteria1

= 2 May-z008
L ~\[0ja Eegum, Shakharia 1D l:l SDP Group  |PWY i

=20 april-z008 SDP Afroja Begum, Shakharia 52

b Afroja Begum, Shakharia

b Akkar Banu, Fapor [ |
Reported Month | May bl Entry Date

Reported Year 2003

Total Form 3 [Filtered] : 3

Oral Fil Condarn| Injectables| Dispozable| 1UD [Pesz) Implant ECP DOS Kit
[Sukhi]| [Mirapad) Syringe [Set] [Doze] [nog]
[Cycles) [Pez] Jo-Pron\;irﬂ [hog]
! Opening Balance &0 1,000 500 20 2
| Received this Month
Balance this Manth &0 1,000 500 20 2
Adjustrent (+)
Adjustment (-3
1 Tatal this Month &0 1,000 S00 20 2
Distribution this Month
! Closing Balance this Month 60 1,000 500 20 2

| Stock Out Reason Code
1 Days Stock Out

bk | BE
Group By

23 i o R
Manth-ear > SD]' Mew Save | Undo | Delete | Close

Form 3 is used to enter FWV, Sub Assistant Community Medical Officer (SACMO), NGO and
Multi-sectoral data for each commodity.

OPEN FORM 3
e Run UIMS.

e Select Field > Form 3 from menu.

e Form 3 is displayed.



GENERAL DESCRIPTION OF FORM 3

<% LIS Form 3

Tkl Fomn 3 [Flerecdi: 3

sl Pt Condom rechsbles | ILED @Pai - Implank ECH: i DDS K B0 MER
i Get] ADosakt Mol e
|Cocia} [Pei)i 30 ioveial i

P K
Growip By

Merdeas s 50| |

This form is used for entering FWV, SACMO, NGO, and Multi-sectoral data of all the items.
Controls in the form are grouped into four blocks:

A.

B.

D.

List of SDPs by Month: Shows list by month of the FWVs, SACMOs, NGOs, and Multi-sectorals.

Form 3 Entry Option: Shows various options for selecting the SDP name, month, and year for
which Form 3 is submitted.

Details of Item: Details of Items—i.e., Received in this month, Issue of this month, etc.—are
entered based on which closing balance is to be calculated.

Command Buttons: Buttons available to manipulate Form 3.

ENTER A NEW FORM 3
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=¥ L MIS Form 3 *

=74 LMIS Form 3
(=23 January-2008
b Bilkis Begum, Kushumbi
—D December-2007
b Bilkis Begum, Kushumbi
b Gole Afroza, Khanpur

Total Form 3 [Filtered)] : 3

Basic Infa ] Filter Criteria ]
[1]
SDP
Reported Month [January ) | Bt
Reported Year 2008

SDP Group | P -

[ Oral Fill Condém Injectables| 1UD [Pes) Implant ECP DDS Kit| 10D MSR
[Sukhi]| [Mirapad) [Set] [Dose| [Mos]|  Kit [Mosz)
[Cycles] [Pcz] | so-Provera)
[ifials]
bt RS
Group By
| 2 !
Mew Save | Undo | Delete | Close

The ID is generated automatically.

Entry Date field reflects current date, which you cannot change.
Select SDP Group and the name of the SDP.

Select the reported month and year for which Form 3 is being entered.

Click on & , and the following form appears:

Save

=% LMIS Form 3

=74 LMIS Form 3

Basic Info 1 Filter Criteria ]
=0 January-2008 I .

b Bilkis Begum, Kushumbi |1ID SDP Group PV x
» :

SDP Gole Afroza, Khanpur v..

Reported Month | January '_z By Bt
Reported Year 2008

=21 December-2007

Total Form 3 [Fikered) : 4

Oral Fill Condom| Injectables| 1D [Pes] Implant E R DDS Kit] 1JD MSR
[Sukhi)|  [Mirapad] [Set] [Dose] [Mos]|  Kit [Moz)
[Cycles) [Pezg] | so-Provera)

Nfizle]

| Opening Balance
! Received this Month
| Balance this Month
| Adjustment {+)
| Adjustment {-)
! Total this Month
Distribution this Month
- Closing Balance this Month
= Stock Out Reason Code
Ul Days Stack Out

P FK |
— Group By

Month-vear > 50+ ew Undao

Save | Delete | Close




FORM 3 DETAILS ENTRY

e C(lick on EI in the command buttons block, and the following dialogue box appears:

=12 LMIS Form 3 Basic Info ] Filter Erileria]
=) (21 January-2008 T = = = ==
b Bilkis Begum, Kushumbi D SDP Group [P i)
: b Gole Afroza, Khanpur SDP Gole Afroza, Khanpur -
[#-(_] December-2007 = =
Reported Month .J...anuary Entry Date
Reported Year 2008
Taotal Form 3 [Filtered) : 4
~ ralPil]  Condom| Inectables| 10D Pesl|  Implant ece| DDskit| WD MsR|
[Sukhi]| [Mirapad] [Set] [Dose) [Mos]|  Kit [Noz)
[Cycles] [Pcs]| 20-Provera)
Mfialz]
| Opening Balance
| Received this Month
| Balance this Month
| adjustment (+)
| Adjustrent (-} \?/ Do you realy want to Fill the Form 37
| Tokal this Month
| Distribution this Month
Closing Balance this Manth Yes I Mo ]
1 Skock Out Reason Code
| Days Stock Out
b | K|
Group By = -
T I I ™
Montiirear 50 Mew Save | Undo | Delete | Close

e C(lick on Yes to continue, and the following form appears:
<% LMIS Form 3
[=I-7a" LMIS Form 3 Basic Info ] Eilter Eriteria]
(=23 May-2008 s = =
; b Afroja Begum, Shakharia | 1D SDP Group | FW =
=23 April-zaos SDP | Afroja Begum, Shakharia |
¥ Afroja Begum, Shakharia !
b Akkar Banu, Fapaor ¥ |
Reported Month | &pril - Enty Date
| Reported Year 2008
Tatal Form 3 [Filtered) : 3
: Oral Pill  Condom| Injectables| Disposable| 1UD (Pes)|  Implant|  ECP|  DDSKit|
[Sukhi]|  [Mirapad] Syringe [Set] [Doze] [hoz]
[Cycles) [Pes]| so-Provera) [ros)
fialz]
1l Opening Balance &0 1,000 100 100 150 oo Z
1 Received this Month 100 100 1,000 1,000 20
| Balance this Month 160 1,100 1,100 1,100 170 100 2
= Adjustment {+)
U Adjustment (-3
| Tatal this Month 160 1,100 1,100 1,100 170 100 2
L dDistrbation thistrone | | | | | | | |
! Closing Balance this Manth 160 1,100 1,100 1,100 170 100 2
! Shock Qut Reason Code
| © Days Skack Cut
b | WK
Group By 7
[Wortievears 50.3] b | B | M| e
Honhiescs 3D gy Mew | Save | Undo | Delete | Close
e In this form you have to enter the Distribution figure only. In very few cases you might have to

make some Adjustments. Opening balance, Receive of this month, etc. appears automatically
and, by default, balance, total, and closing balance of this month are equal to opening balance +
receive of this month.
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e After entering the distribution figure Closing balance is calculated automatically.

e If there are any stockouts, select the Stock Out Reason from select box in the Stock Out Reason
Code field.

e Asyou go forward by clicking on Tab, data are saved automatically, and the following form appears:

=¥ LMIS Form 3

[B-& LMIS Form 3 Basic Info l Filter Criteria |
[=] D January-2008 T 1
b Bilkis Begum, Kushumbi D _18 SDP Group | PV -
b Gole Afroza, Khanpur SDP |Gole Afroza, Khanpur -

#-{_] December-2007

Reported Month January v| EntyDate
Reported Year 2003

Total Form 3 [Fitered) : 4

‘ Oral Pilll  Condom| Injectables| 1UD [Pcs) Irnplant ECP| DDS Kit| 1UD MSR
[Sukhi]|  [Mirapad) [Set] [Dose] [Maos]|  Kit[Mos)
[Cyecles] [Pes]| a0-Provera]
Mfialz]
Opening Balance 3,518 4,834 100 79
Received this Month 1,256 2,569 32 78
| Balance this Month 4,774 7,403 132 157:
ol Adjustment (+)
Adjustment (-}
Total this Manth 4,774 7,403 132 157
Distribution this Month 3,265 5,695 23 45
iClosing Balance this Maonth 1,509 1,705 109 112
Stock Qut Reason Code
Drays Stack Out
b | BR
Group By- -
]f_‘ b J 2. *
Motthirear > S0 1S Hew Save | Undo | Delete CE_SB

EDIT AN EXISTING FORM 3
e Seclect the SDP you want to edit from the list of SDPs (Block A).

e Change the fields as necessary.
e When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN EXISTING FORM3

e Sclect the SDP you want to remove from SDP list.

e Clickon " , and a confirmation dialog box appears:

Deleke
UIMS P

‘;’) Do vou really wank ko delete the selected Form3?

e
Yes ‘ Mo |
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e C(lick on Yes if you really want to delete Form 3.

e You will not be able to delete a Form 3 that has items under it. You have to delete the items and
then delete Form 3. (How to delete items from Form 3 is explained below.)

EDIT AN EXISTING FORM 3 ITEM
e Seclect the SDP you want to edit from the list in Block C.

' | oralPil]l  Condom| Irectables| 1UD (Pes)]  Implart EcP| DDSKit| 1UD MSR
[Sukhi]| [Mirapad] [Set] [Doze] [Mog]|  Kit[Mos]

[Cycles) [Pes]| a0-FProvera)

Mzl

[ }Opening Balance
| Received this Month Q00 Q00 900 Q00
Bialance this Morith 1,500 1,500 1,500 1,500

e Press F2 or click on any field to start editing.

el Pil|  Condom | Injsctables| 10D (Pesl|  Implant ECP| DDSKit| IUDMSR
[Sukhi]]  [Mirapad) [Set] [Doze] [Moz]]  Kit[Mos]
[Cyclez) [Pz | a0-Provera)
: ; fifials]
1 Balance £00 Eio £00 £00
| I Received this Month 900 Q00 a0a 900
Balance this Manth 1,500 1,500 1,500 1,500

e Change the fields as necessary.
e When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN ITEM FROM FORM 3
e Seclect the SDP you want to delete from the SDP list in Block A.

e C(lick on , and a confirmation dialog box appears:

'{) Do o really wank ko delete all of the ikems in Form3?

Yes | Mo |

e C(lick on Yes if you really want to delete the invoice item.

SEARCH FORMS

e Click the tab, Filter Criteria and select the start and end month and year.

e Then click on Filter, as shown in the following figure:
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Baszic |nfo Filker Criteria

Start Month-v'ear

- 2007)[ <7

End Month-r'ear | Febuary - 200g]| Filter

e  Only the filtered months are displayed.

FORM 2

=¥ LMIS Form 2 E]E\@

Basic Info 1 Fiker Criteria }

15 [ 1 union | =
| Reported Month i «|  EntyDate l:l
Repoited Year l:l Tatal FWAsl:l
Fieports Submitted l:l

Total Form 2 [Filkered) : 2

Distribution

| Name of Fusa, Opening| Received|  Total| Adjustment| Adjustment|  Grand Closing| Stock Daps
Balance [+ otal Balance| Out Stock
Feason Out
1
b | 2. Oral Pill (Sukhi] [Cycles) I Condom (Mirapad] [PCS]J Injectables [Depo-Frovera) [Vials]] Dizpozable Syinge [nus]] ECF [DDSE]J
i~ Group By
Month-vear > 50w b | Delete

Mew Save Clase

Form 2 is used to enter FWAs’ data for each commodity.

OPEN FORM 2
e Run UIMS.

e Select Field > Form 2 from menu.

e Form 2 is displayed.



GENERAL DESCRIPTION OF FORM 2

et o M P 2 B el | il Cotewin |
v 7
¥ Bhobuangar 1
L
¥ Gandie Reported Month
T IR e, DT B e L L
¥ Poluresobha Nepoited Yaad |
akal I.'.-.-..‘L:Flv“._z: B
R o e S L (R R e P
Baares I+ H} Toenl Halancs| O 5k
{ FAeadon i
i |
I« e
- G By D ' i >
[Mamrven > 50.5] (ol e B el Tl
Mdntryes » 50 # Hsr S M l:i ch i

This form is used to enter an FWA’s data for all of the items. Controls in the form are grouped into
four blocks:

A, List of Unions by Month: Shows the list of union. If you select any of the unions, FWAs of that
union are displayed in Block C.

B.  Form 2 Entry Option: Shows options for selecting union’s name and month and year for which
Form 2 is submitted.

C. Details of FW.As: Details of FWAs— i.e., Opening balance, Received in this month, Issue of this
month, etc.—are entered based on which closing balance is to be calculated.

D.  Command Buttons: Buttons available to manipulate Form 2.

ENTER A NEW FORM 2

e C(lickon ## | inthe command buttons block, and the following form appears:
Mew

62



=% LMIS Form 2 *

[ = LMIs Form 2 Basic Info | Fier Cieria |
[#- June-2003
- May-2008 1D I:l Union Baroharishpur -
| Reported Munth_Ju@ - Entry Date

| Reported Year 2008 Total Pwis l:l
Fieports Submitted l:l

Tatal Form 2 [Filtered) : 26

Mame of Fudd, Opening| Received|  Total| Adustment| Adjustment|  Grand| Distribution|  Cloging| Stock [raps
Balance (+] (-] Total Balance| Out Stock
Reazon Out
| |
’*: M_ Oral Pill [Sukhi] [Cycles] lEDndDm [MNirapad] [Pcs]l Injectables (Depo-Provera) Nlals]] Dispozable Syrings [nus]J ECP [DDSE]J
~ Group By

] | 2 ot

New Save | Undo | Delete | Close

The ID is generated automatically.

Entry Date field reflects current date, which you cannot change.

Select union. Total FWAs of the selected union will appear automatically.
Select reported month and year for which Form 2 is being entered.

Enter Total number of FWAs who submitted the Reports (optional).

N
cave |’ and the following form appears:

=% LMIS Form 2

= 1‘ LMIS Form & * BasicInfo lFiIter Eriteria]
=[] February-2008

[ W Eiobanipur 1D l:l Union EBhobanipur -
E| (23 January-2008 = £ :
+-(7] December-2007 Reported Month| February - Entry D ate
Reported Year 2008 Total SDPs l:l
Reports Submitted l:l

Total Form 2 [Fitered] : 7

.Name of Pwid [ Opening| Received TotaI.Adiustment Adiustment. Grand | Distribution Elosing.Stock 0}
Balance [+] [-] Taotal Balance | Out Sti
Reason |
I | &
| i

b BK |

Oral Fill [Sukhi] [Cycles) |Condom [Mirapad) [Pcs]] Injectables [Depo-Frovera) [Vials]] EER [Dose]]

i~ Group By

s

g : -
Month-rear » S0 = s 5 o \

Mew Save | Undo | Delete | Close
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FORM 2 DETAILS ENTRY
e C(lick on IEI in the command buttons block, and the following dialogue box appears:

=5

=74 LMIS Form 2 Basic Info ]Filter Criteria |
=-[[1 February-2008

+D January-2008 | =
+-[_] December-2007 Reported Month February w| EntyDate
| Reported Year 2008 Total SDPs l:l

Reportz Submitted l:l

HEE

Total Form 2 [Filtered) : 7

Mame of Fudd, i Dpeninﬁ Feceived| Total .Adiustment. Adjustment i Grand. Distribution. Cloging .Slock 1 0]
Balance [+] [-] Tatal Balance| Out Sti
Fieazon 1

£ | &

b | BK Oral Pil (Sukhi] [Cycles) |Eondom [Nirapad] [Pcs]] Injectables [Depo-Frovera) Nials]] ECP [Dose]]

Group By

b | y | ¥ | ¢
Month-YeaDSD:]' New Save | Undo | Delete | Close

e C(lick on Yes to continue, and the following form appears.

=¥ LMIS Form 2

=% LMIS Form 2 Basic Info ] Fiter Criteria |
=12 February-2005

=2 January-2008

| B Ehobanipur Reported Month | Febiiary = Entry Date
#-2] December-2007
Reported Year 2008|  Total SDPs l:l

Reparts Submitted l:l

Total Form 2 [Filtered) : 7

MHame ofFW'A Dpeﬁing heceiveci .Tot;al .&diuslment .Adiustment .Grand I.:).\-stribut.i-on f .E.Ilos.i-ng
Balance [+] - Total Balance
Aleya Khatun, 3fKha, Bhabanipur 137 137 157 137
| Julekha Begum, 3/Ka, Bhobanipur 2,610 2,610 2,610 2,610
| Mastin Sultana, 2/kha, Bhobanipur 1,700 1,700 1,700 1,700
! Saleha Khatun, 1/ka, Bhobanipur a0 a0 a0 a0
| Sheheli khatun, 1/kha, Bhobanipur 50 50 50 50
Sufia Begum, 2/Ka, Bhobanipur 121 121 121 121
|l I 2
| i
Sl Oral Fill [Sulkhi] [Cycles) |E0nd0m [Mirapad] [F'c:s]J Injectables [Depo-Provera) [Vials]] ECP [Dose]]
1~ Group By

T T o
MDnth-Year)SDj‘ Mew | Save | Undo "Delete | CE;E
e Name of the FWAs of the selected union appear automatically.

e In this form you have to enter the Distribution figure only. In very few cases you might have to
make some Adjustments. Opening balance, Receive of this month, etc. appears automatically
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and, by default, balance, total, and closing balance of this month are equal to opening balance +

recetve of this month.

e Closing balance is calculated automatically.

e If there any stockouts, select the Stock Out Reason from select box in the Stock Out Reason

Code field.

e Asyou go forward by pressing the Tab button, data are saved automatically and the following

form below appears.

e Same procedures have to be followed for all contraceptives, i.e. pills, condoms, injectables, and

emergency contraceptive pills (ECPs). Data will appear automatically for disposable syringes.

=% LIS Form 2

EDIT AN EXISTING FORM 2

[=-7a% LMIS Form 2 B asic Info l Filter Criteria]
B (23 February-2008 [
] |:| January-2008
p Ehobanipur Reported Month Februany - Entiy Date
+1-(_7] December-2007
Reported Year zopa|  Total SDPs l:l
Fieports Submitted l:l
Total Form 2 [Filtered) : 7
iame of Pty Opening Heceived. Tatal| Adjustment| Adjustment Grand| Distribution| Cloging| St
Balance [+ [-] Total Balance|
|
aleya khatun, 3fkha, Bhobanipur 137 100 Z37 237 56 181
Julekha Begum, 3/ka, Bhobanipur z,610 1,563 4,173 4,173 3,000 1,173
! Masrin Sultana, 2/kha, Bhobanipur 1,700 1,000 2,700 2,700 2,000 oo
Saleha Khatun, 1fka, Bhobanipur 80 100 180 180 123 57
sheheli Khatun, 1/kha, Bhobanipur 50 156 206 206 203 3
, Ehobanipur A v T Y T " A0 I
& ¥
]
b | PR Oral Pill [Sukhi] [Cycles) ] Condorn [Mirapad) [Pes| J Injectables [0 epa-Provera) [Vials) J ECP [Dose]J
Group By 1
[Monthrear > 507 b i : W
Hceith-rear>:50 g Iew Save | Undo | Delete | Close

e Select the union you want to edit from the list of unions (Block A).

e Change the fields as necessary.

e When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN EXISTING FORM2

e Seclect the union you want to remove from union list.

e C(lickon K& | and a confirmation dialog box appears:
Delete
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\:?{) Do wou really want to delete the selected Formz?

w (]

e C(lick on Yes if you really want to delete Form 2.

o  You will not be able to delete 2 Form 2 that has items under it. Delete the items first and then
delete Form 2. (How to delete items from Form 2 is explained below.)

EDIT AN EXISTING FORM 2 ITEM

Select the invoice item you want to edit from the items list in Block C.

Mame of Pwid [ Opening Heceived. Total .Adiustment Adjustment|  Grand Distribution. Clozing .Stock
[+] [

8]
Balance Total Balance| Out Ste

e clevakhatun, sikhe B0 2000 ] oo [ soo0] ]| 3.000]

| Julekha Begum, 3/Ka, Eh... 4,000 500 4,500 4,500 1,890 2,6

e Press F2 or click on any field to start editing.

"N:ame o.f WA z .Dpening Hecéived T.ota.l. .Ac.li.ustment Adiustment G.rand .I.jistri.l.Jutian” .Eflosing .S"toc:.k T .D.
Balance [+ [ Total Balance | Out St
Reazon 1
2000 @] 00| _ | 9] w|
Julekha Begum, 3(Ka, Bh... 4,000 500 4,500 4,500 1,890 2,610

e Change the fields as necessary.
e When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN ITEM FROM FORM 2

e Seclect the union you want to delete from the union list in Block A.
e Sclect the item— i.e. pill, condom, injectable, or ECP.

o (lick on , and a confirmation dialog box appears:

:\?{) Do wou really want to delete all of the items in Formz?

w (o]

e C(lick on Yes if you really want to delete the invoice item.
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SEARCH FORMS
e C(lick the tab, Filter Criteria, and select start and end month and year.
e Then click on Filter, as shown in the following figure:

Baszic |nfo Filker Criteria |

Start Month-r'ear | Bileieey - EEIEI?l 7

End Month-vear | February - 200g]|  Filter

e Only the filtered months are displayed in the Block A

SUPPLY PLAN

=¥ Supply Plan

= ’,," Supply Plan Basic Info l

p February-2008

SPR For Februaw - District I:I
Year 2008

Total Supply Plan: 2
SDP

Last Month's »~

Distribuition

b ax Quantity Closing]  &lloted Guantity Actual Supply

Guantity

4R
afroza Jobbar, Ward-1, Pourosobha
Aleva Khatun, 3fka, Mirjapur
Aleva Khatun, 3fkha, Bhobanipur
Alo Rani Das, 3/Ka, Garidoho
Anjuran Ara, 2fka, Sughat
Ashia Yasmeen, 3/Kha, Garidoho
Banesa Parvin, 2fkha, Mirjapur
Chandra Rekha, 1/ka, Garidoho
Doulatun Nesa, 2/ka, Garidoho
Fajilatun Mesa, 1fKa, Sughat (Acting)

Faiilabin Meca 1fkha Sonhat

P K|

| Shukhi [eycles) | 1UD CT-3804 [pes) | Injectables [vials) |

Group By

* ; i +
Month-vear i ; : w lb‘ EL
Mew Save | Undo | Delete | Prewiew Close

Based on the inputs from various SDPs, this module generates a supply plan automatically.

OPEN SUPPLY PLAN
e Run UIMS.

e Seclect Field > Supply Plan from menu.
e The Supply Plan Screen is displayed.



GENERAL DESCRIPTION OF SUPPLY PLAN SCREEN

3 supply Plan

s A8 Sunphy lan B Inio |

¥ Jareaaeye 008 I il v i
SPR Foa Febiuay x st Lo o

Tear 2008

(rotal Sugcts Plgs -

SOp Lasl Merthia|  Mae Dusnitye Ol Aloted Quactily:  Achesl Supplel &
D imtibution (ruariiy

oo A

o AFroa dobbar, Ward-1; Poonbiobha

5By Khastun; 2, Mirjsour

8 Abeya Fhatun 2(kha; Bhobanipur

3t Mo Rari Das; 3ice; Gatidata

0 Ahenan A, 2/, Suhat C
410 dehin Yasineen, Siha, Garidobe

1 Baoess Pervn, 30tha, irsepar

i chandes Reltha, [ Ka, Gaeoho

# Doulaion Nesa Zica; Garsdoho

0 Falabin Necs, |, Soghet (Rcting)
B Madabin Mk kA Taehar
i -

Controls in the form are grouped into four blocks:

A.  List of Months: Shows the months for which Supply Plan is to be generated.

D.

Supply Plan Entry Option: Shows options for selecting month and year for which Supply Plan is to
be generated

Details of SDPs: Details of FWAs, FWVs, SACMOs, NGOs—i.e. how much they have
distributed last month, their closing balance, what should be the allotted quantity, etc.—are
shown here

Command Buttons: Buttons available to manipulate the Supply Plan.

GENERATE A NEW SUPPLY PLAN
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=¥ Supply Plan *

[=- 4% supply Plan Basic Info l
b February-2003
SPR For 12t »|  Distict
Year 2008
Total Supply Plan: 2
SDF' La.s.t Month;s I\"iax Q.uaniit_;,l El.o.sing AI.Ioted duan.tily .t.ﬁc:.tual Suppi_l,l
Diistribution Guantity
—i |
P e Condom [pes] | Shukhi (cycles] | 1UD CT-3804 (pes) | Iniectables [vials] |
Group By 1 ; i 1
lﬁ. b+ m % L 8 [, i
AEETE - Mew Save | Undo | Delete | Preview Close

e The ID, Upazila, and District are generated automatically.
e Seclect the month and year for which Supply Plan is to be generated.

o
e C(lick on i , and the following form appears:

Save

=¥ Supply Plan

= ’,‘_" Suppl\: Plan Basic Info ]
b January-2005
|SPR For [March ~|  Distict
Year 2008
Total Supply Plan: 3 b -
SDF | Last Marth's| Max Guantity Closing|  &lloted Guantity Actual Supply
Diztribution (uantity
i
b | WK Condorm [pes] | Shukhiieycles) | 1UD CT-3804 jpes] | Injectables (vials] |
i~ Group By 1 T s
T I T S O T
Monthisrcat hé Mew | Save | Undo | Delste | Preview Close

GENERATION OF SUPPLY PLAN DETAILS
e C(lick on IEI in the command buttons block, and the following dialogue box appears:
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=72t supply Flan Basic Info I
o b December-2007 (o

® Upazila -
|SPR For i_[.)-eceml.n-er _L Digtrict
i
|Year 2007]

Total Supply Plan: 1

SDF Last Month's|  kax Quantity Closing|  &lloted Guantity Actual Supply
Digtibution Guantity

[

|

|

|

|

| 9 ’

| & ) Do vou really want to fill the Supply Plan Tkems?

|

|

| es | Mo l

|

| '}

f_l_’f_f Condar [pos) | Shukki (cycles] | 1UD CT-3304 [pes)  Injectables (viaks) |

— Group By

[Honthevear: P I ¢ & §*

‘ HGoityieai s New Save | Undo | Delete | Preview Closs |

Click on Yes to continue, and the following form appears:

=¥ Supply Plan

=7t Supply Plan Basic Info I
- December-2007 ]
1D Upazila
SPR For i-if)-ecemin.er Ti District
Year 2007
Total Supply Plan: 1 =
SDF Last Month's| Mak Quantity Closing|  Alloted Guantity Actual Supply 7::
Diistribution Guantity
4t Fia
1 Afroza Jobbar, Ward-1, Pourosobha 444 1,332 268 1,064 1,100
Aleva Khatun, 3/Ka, Mirjapur 306 918 280 638 700
Aleva Khatun, 3/kha, Bhobanipur 216 648 176 472 500
Alo Rani Das, 3/Ka, Garidoho 120 360 124 236 300
0 Anjuman Ara, 2/Ka, Sughat 216 645 396 252 300
0 Ashia Yasmeen, 3fkha, Garidoho 10 30 516
I Banesa Parvin, 2/kha, Mirjapur 542 1,626 54 1,572 1,600
[ Chandra Rekha, 1fka, Garidoho 340 1,020 50 970 1,000
© Doulatun Mesa, 2/Ka, Garidoho 90 270 280
| Fajilatun Mesa, 1[Ka, Sughat {Acting) 500 1,500 262 1,235 1,300
| Faiilabin Meca 1%ha Sounhat 7N 1 BAN 1 NA1 47q Snn =
| i
_ﬂ Shukhi [cycles] | 1UD CT-3808 [pes) | Injectables [vials) |
— Group By
bi ™ ) ¥ %
|M0nth-Year 5 ! El . B‘ A
Tew Save | Undo | Delete | Preview Close

All data are generated and shown automatically.

Only Actual supply Quantity can be edited.

Enter the actual quantity that has been supplied to the SDPs.

As you go forward by pressing Tab button, data are saved automatically.



PREVIEW AND PRINT THE SUPPLY PLAN

e Clickon [& to preview the supply plan, which is similar to the following figure:

Presvigw
Supply Plan Register
Upazila; Sherpur Month: December Year: 2007
Condom Shukhi Depo-Prove
Name of the Warker Deaignation | LMD MaxGty |CBL | GHTBS |GtyAS | LMD |MaxOty |CBL | GyTBS | GtyAS | LMD | MaxGty |CBL
Fifroza Jabbar, Ward 1, Fourosabha P ) T 08 7064 | 1,100 B L 0 S = 5 & T
Alzya Khatn, 38, Mijapur il 06 E 80 3 700 Bl (3 ] E) E) 5 3 7
Hleya Khatun, $/¥ha, Bhobanipur i 16 48 179 a7z 00 78 ) TG E] 3 o 1
Flo Rani Oas . 3/Ka. Garidoho P 0 0 T i 00 3 T | 718 0 T 5 & [
Anjuman Ara, 27Ka, § ughat Pl M6 3 E) 52 E) ED TAm | 1083 | % 55 o 7
Bshia Tasmeen, 3/Kha, Gandoho i 0 30 HE 0 o 328 08 605 ) ) [ E 1
Banesa Farun. 2/kha. Wifapur Pl T [ 5 TATE | 1600 Gl 7T | 68 10 15 T 3 g
Chandra Rekha, 1/Ka, Gardoho Pl 0 00 0 ) 7.000 B2 a0 | 58 055 035 7 &l 7
Doulatun Hesa, 2/Ka, Garidoho P 0 70 e 0 o ES W75 425 550 55 G & )
Fajiatun Nasa, /Ka, fughat (Aeting) A 00 500 702 TIE | 100 (2] THE |14 | @2 0 0 7
Fajilatun Nesa, /Rha. Sughat Pl ) TG0 TOE1 | 48 ) 5 I EE] a7 50 T 3 g
Fatema Khatun, 1/Kha, KhamarKandi Pz “ ) E 124 200 140 4 169 51 55 1 3 G
Forida Yasmeen, 1/Ka, Khamarkand! A 776 e e T 0 [ Ea 4 [l [l £y w 7
Hajera Khatn, 1/Ka, Bhalpur Pl B ] 7 T [ ] T3 |14 | 0 [l 7 a 7
Hajsra Khawn, 1/Kha, Bishalpur (Aeting)  |FWiA 43 ) 923 0 o B0 1800 | 10| | a8 65 o 5
Hocne Ara Begum, 27Kha, Gardaho A 0 00 (] ) 00 o1 TR | @ G0 T £y w T
Hosne Ara. 1/Ka. Khanpur Pl T Taz0 665 i1 700 ] TE | 1000 | 806 510 g 2] 7
Iron Neza, 2/Kha, Khamarkandi Pz ) [ 1 | sz 00 EH E) 790 [T 10 B 15 [0
Tmot Ara, 3/kha, KhamarKandi e 3E [ ] Ex 00 G I T35 [ 0 [
Tahanara Hoque, Ward 3, Fourosebha A IE T I e 00 i ) ) w0 w0 0 [
Jakia Sultana, 2/kha, sughat s 28 ED) a4 ) ) D) a7z 245 7 135 0 [0
Jinat Rehana, 3/kha, Khanpur i T o4 ) E 00 G T1E | 674 50 95 7 7 7
Julekha Begum, 3/Ka, Bhobanipur A TE T4 e () 700 B T8 | o8 ) £ 7 G [
Kahinur Begum, 1Kz, Mirapur Pl 180 50 14 El E) D Tam | e 535 540 B & 3
¥ulzum Begum, Z/Ka, KhamarKandi i 77 T Fr T o E £ ) ED 0 7 G 7
Mahmuda Fhatun, 1/Fha, Gmabar A ] B €] ] 00 A GH 3 [l [ 5 & 5
Majzda Khatun, 1/Kha, Garidoha Pl 180 ) &0 ) ) B 1085 | 485 810 615 q El &3
Mahzena Banu, Ward-Z, Fourozabha s &0 T80 [ 7 700 8 ) 571 [IH 0 7 ] T

e Click on the printer icon, and print dialog box appears.

e You can provide Print Range, Copies and click on OK. If you want to print only one copy of
the whole report, then just click on OK.

e After printing, click on the leftmost X button to close the preview window.

FORM 7B

MIS Form 78

=144 LMIS Form 78 Basic Info 1

> 2006 » 1 upe

b May-2003 g
i Reported Honth s - cl| Mo
Reported Year 2008 TowsoR [ o]
Reparts Submitted l:l
Total F7B - 3
SLE | Aticle Opening|  Received Issued)| djustment| djustment| Closing MOS
Balance 1+ Balance
1 Condom (pecs) 26,200 19,200 7,000
2 Shukhi (cycles) £9,390 32,775 36,615
3 ECP(cyces) 1,625 100 1,525
4 [UD CT-380A fpcs) 198 72 126
5 Injectables {vials) 5,114 2,124 2,990
&  Disposable Syringe (nos) 5,114 2,124 2,990
7 Implant (nos)
&  Saree (pcs)
9 Lungee (pcs)
10 DDS Kik 54 37 17

11 IUD MSR Kit (Kt

12 Wasectomy MR Kit (kit)
13 Tubectomy MSR kit (kit)
14 MR Kt (kit)

b WK Upazila Stare -

Group By

bE W [a | e
Manth-vear Mew | Save | Unda

Delete | Preview | Close




Based on the inputs given from various SDPs and items received and issued by the Upazila MIS, this
module generates Form 7B automatically.

OPEN FORM 7B
e Run UIMS.

e Seclect Field > Form 7B from menu.

e Form 7B Screen is displayed.

GENERAL DESCRIPTION OF SUPPLY PLAN SCREEN

X LMIS Farm 70

=5 D
PR ) e F 3 & ﬂ!
ol Mew | Swm Unde | Deisbe Prevew Ciots

Controls in the form are grouped into four blocks:

A.  List of Months: Shows the months for which Form 7B is to be generated.

B. Form 7B Entry Option: Shows options for selecting month and year for which Form 7B is to be
generated

C. Details of Items: Details of all 14 commodities—i.e., Opening Balance; how much has been
received, issued, and adjusted; Closing Balance; months of supply (MOS), etc.—are displayed
here

D.  Command Buttons: Buttons available to manipulate Form 7B.

GENERATE A NEW FORM 7B

e C(lick on NHE in the command buttons block, and the following form appears:
L=l
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<% LMIS Form 7B *

4} LMIS Form 76 Basic Infa
» July-2008 .
b June-2008 ID |:| Upazila e d v
Lok May-2008 = |
: - = I —r

|Reported Year 008 TotelsDP [ o
Reports Submitted l:l

Total F7E : 3

Closing MOS

Balance

Jjustment

[§]

Received |zsued| Justment
&}

Balance

SLE | Article ‘ Opening

2] Upazila Store -F\e\d Stock

Group By

! i P = =
LR :] Tews Save | Undo | Delete | Preview Close

e TFach option except month and year are generated automatically.
e Sclect the month and year for which Form 7B is to be generated.

e Clickon , and the following form appears:

Save

<% LMIS Form 7B

=7 LMIS Form 7B Basic Info
» Bl 3

¥ June-2008 1D l:l Upazila 3 Mater
b May-2008 .
& Reported Month/Jub = Distict

Reported Year 200 Talsor [
Reports Submitted l:l

Total F7E: 3

Received MOS

Clazing’
Balance

djustrent

(]

Justment
+

Opening |zzued

SL# | Article
Balance

L&l 3 Upazila Store -F\e\d Stack

Group By -
" ¢

b | W | &
Month-v'zar j' Mew | Save | Unda | Delete  Preview Close

GENERATION OF FORM 7B DETAILS
e Click on [*#*|in the command buttons block, and the following dialogue box appears:



LMIS Form 7B

=173+ LMIS Form 78 Basic Info |
-~ b Movemnber-2007 =
Reported MonlhENovember fj Diistrict |
Reported Year 2007 Total SDP
Reportz Submitted 2
Total F7E : 1
SLE | Article Opening| Feceived lssued| Justment | diustment|  Closing MOS
Balance [+ [-]| Balance
[
|
' ?)
| - Do vou really want to Fill the Form 7B Items?
Yes I Mo I
Lol 2
| | - '}
’*__jz_l Upazila Store I Fieid Stock |
— [Group By |
(Honbrea: B be | B | 2| W] (& | e
ot icar Mew Save | Undo | Delete |Preview | Close

Click Yes to continue, and the following form appears.

=¥ L MIS Form 7B
[=l-73" LMIS Form 78 Basic Info I
- b Movemnber-2007
b Upazia |
Reported Monlhmovemlrjer z: Diistrict |
FReported Year 2007 Total SDP
Reports Submitted
Total F7E: 1
SL# | Article Opening|  Received lzzued| fustment | Justment|  Closing MOSs ]
Balance [+ [-]| Balance |
21 Condom {pcs) 1,200 1,200 0.1
oz shukhi(cycles) 174,360 174,... 7.5 =
03 ECP(cveles) 1,550 1,550 344
4 IUDCT-3806 (pes) 129 129 2z
15 Injectables {vials) 2,871 2,871 157 L
Ul 6 Disposable Syringe {nos) 2,871 2,871
S0 7 Implant {nos)
e Saree(pcs)
19 Lungee {pcs)
£ 10 DDS Kit (kit) 206 6 121 26|
< | 3
| i I}
ﬁ'z |pazila Store I Fieid Stock |
~ Group By = -
rrer— b | B 2 | K| & | M
Mot lican M New Save | Undo | Delete |Preview | Close

All data are generated automatically.

PREVIEW AND PRINT FORM 7B

74

Click on

[&

to preview the supply plan, and a form similar to the

Preview



GOVERNMENT OF THE PROFLE'S REPUBLIC OF BANGLADESH
Faorm 78 DIRECTORATE GENERAL OF FAMILY PLANNING
MIS Unit, Karwanbazar, Dhaka

UPAZILA MOWTHLY § UFPLY, DISTRIBUTION & § TOCK BALANCE REFORT
WH: BOGRA Disirict:  Bogra Upagzila: Sherpur Month: Hovember Year: 2007 Total SDP*: 76 Report Submitted: 62
A - Field Stock: From MIS Form 2,3 and NGOs
E Upaslla Storecodm (Usabile Articles) Taking Supplies From Uazila FP Store Total Usab le
. oial Us
SN Article :01" . Adjustment Clost — Distrituted |4 djustment Clost Stock Balanc
Bobmce |Received | Tssued Bannee |MOYpopnee [Received | o Bobas [MOS | 0418
) ) - ) © + | -
1 2 E 4 5 [ I ] 10 11 12 13 1 | 15 16 17 18
1 | Condom tpesy 1,200 1,200 01 [31z41 [10700 (16074 25807 |18 27087
2 [ Shukhiceycles) 174,360 i7age0 |75 |4szo4 [1e0ds  [zmasd azons [18 [217.368
3 | ECP (oycles) 1,550 1,550 344 | 048 &0 a5 051 214|251
4 [wo cTEE0A(pos) 120 128 zz | a5 &0 2l 1z |z00
5 | Injestables (wiak) 2871 2871 17 |asra [ra0 1673 2,891 18 |ssiz
§ |DEposable Syringe (nos) | [2,871 2871
7 [imptant tnosy o o [T E 0 0 54 18 o4
3 |Saree (pos) o o
9 |Lungee (pos) o [
10 | BDS Kitdkity 208 208 124 | 10 21 17 14 08 220
11 [wo msk kitEiy o o
12 | Vasestomy MSR Kitkit) | |0 o
13 | Tubestomy MSR Kit (ki) | |0 o
14 | MR Kitgen 10 10

*SDP=FW As, FWVs/S ACMOs, NG Os and Multi-sectoral

Click on the printer icon, and the print dialog box appears.

You can provide Print Range, Copies and click on OK. If you want to print only one copy of
the whole report, then just click on OK.

After printing, click on the leftmost X button to close the preview window.
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STOCK

STOCK BALANCE

=¥ Stock Balance

Item Group | (gL} »|  Balance Date
Itemsz in Group: 717 |
| ltem Cade i Itemn Mame I 1Jzable Qt_l;Ji Unusable Gty Urit l ’_\
1 COMOTZ  GAUZE 15 ral =
o COMO28  IMJ. PATHEDINE 50 MG amp.
0l COMODZ5 M), PENTAZOCINE | 30MG) amp.
O COMOO4  INSTRUMENT TROLLY 1 Y s
ol COMOZ7  IRON COT e s
O COMOOS 1D KITS [
0l COMOTE MATRESS FOAM e s
ol COMOT7  RUBBER GLOVES B.5" ze0 T pai
| COMOTE  RUBBER GLOVES 7" pait
ol COMDZ2 SA&REE pcs
ol COMOOE  S&VLON/CITRIMIDE SOLUTI.. jar
ol COMOT4  STETHESCOPE 2 pcs
ol COMOD9  TAE. IRON 11,862 tablet
O COMOOD7  TAB. METRONIDAZOL tablet
! CTINne TAR PARACFTARMOI 2 RAN tahlet P
; : " Show Onlp Non-Zero Stock
| @' ] il " Show Dnlﬁ Zero Stock
Dietails ;Prewewl; Lotuwse: Search : Close [ & Show Al
* Shaw ems

Stock Balance form presents the current status of stock items at any time. Initially, the form shows
stock balance of all stock items up to current date. Stock balance of any date can be viewed by
changing the Balance Date.

VIEW STOCK BALANCE
e Run UIMS.

o Sclect Stock > Stock Balance from main menu.

e Stock Balance form is displayed.



GENERAL DESCRIPTION OF STOCK BALANCE FORM

=¥ Stock Balance

U e A | Dalance Date [ 1170172009

.
s

Eh B
G a!*

L -: i

i 7 Show Dnly NonZero Stock ||
W 3 LT € Show Ord Zero Stock

This form presents current stock position of all the items. Controls in the form are grouped into
three blocks:

A. Item Group & Balance Date: Shows a list of current item groups in database. A label below shows
the total number of items under the selected group. Balance Date gives a filter date for which
stock position is shown.

B. List of Itemrs: Shows status of every item under the selected group. To describe an item, five fields
are required.

Item Code—Unique Item Code

Item Name—Name of item

Usable Qty.—Usable stock quantity of item on balance data
Unusable Qty.—Unusable quantity of item on balance date

Unit—Unit of measurement of item

C. Command Buttons: Buttons available to manipulate the stock status.

VIEW STOCK BALANCE OF A SPECIFIC DATE

e If you want to view stock status of all items, select (ALL) from Item Group combo in Block A.
If you want to view a specific group, select the group name from the combo.

e Initially, Balance Date reflects today’s date, and stock status for that date is displayed.
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SEARCH AND FIND AN ITEM

Type in the desired date in Balance Date field and press Enter to get the stock status of that date.

To exclude the items that are out of stock, select Show Only Non-Zero Stock.

Search ltems @

Enter ltem Hame to Search:

Canhicel

[MACHINE

=% Stock Balance

Item Group (ALLY

J Item Name

After you provide the item name, click on OK.

Items that match the search text are displayed in the list, as shown below:

EBEX
| Balance Date

Items in Group: [Filkered]: 13

1 Uzable QL&JI Uruzable Qtﬂ Lirit 1

| Item Code
| ©l COMO03 B.P. MACHINE
| IEMMT BATTERY CHARGER MACHINE
| IEM135 DUPLICATING MACHINE
| IEM135 Fé MACHINE SHARP
KITO38 AUTOCLAVE MACHINE

LEITON SUCCER/SUCTION MACHINE. ..
U MCHOME  AMESTHESIA MACHINE

| MCH133  DIATHERMY MACHINE

| MCHO?E ~ GASKET FOR AMESTHESIA .

| MCH140

& B

To see all of the items again, click on

| KITOES PORTABLE AUTOCLAYVE MAL...
A KITO25 SUCCER MACHIME [FOOT DR...

| MCHO74  MONOMETER FOR AMESTHE...
SUCCER MACHIME CHILD [EL...

Details | Preview | Lotwise

zets

" Show Only NorZero Stock |
™ Show Only Zero Stock
& Show All ltems.

7

| Close

Shiow All

VIEW LOTWISE INFORMATION ABOUT A SPECIFIC ITEM

Select the item for which you want to view Lotwise information.

Click on Lotwise in the command button block, and the following dialog appears:

Click on | 5#arch | in command buttons Block C, and a new dialog box appears asking you to give
item name to search. You can provide a partial item name.
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Item Group | COMTRACERPTIVE - Balance Date 02/08/2005

Itemz in Group: 31

Iterm Code: | Iterm N ame: Usable Qty| Unusable Qty| Unit | ”~
CONOZ2  CANMULAC FOR MR (SYRINGE] 7MM g1 [ s
COMOOT  COMDOM 554,000 pos

COMOD4 e .
conmes B Lotwise Stock Summary
COMO29
CONDT Item Code  (COMOON Itern Mame |CDNDDM |
COoMOoav
cownong || LetHo Mfg. Date Expiry Date Lot Gty| Lot Gty [Unusable)
COMO30
cowoto || N N I Y'Y A
COMOZE 01/10/2009 39,000
COMODE 31/1212009 913,000
COMM3
COMM7
COMOog
COMO25
Total Lots: 3 Total 554,000
e
Close

PRINT STOCK BALANCE

Clickon [& | to view a printable list of stock balance.

Presview
Upazila Family Planning Office
Sherpur, Bogra
Stock Balance
As on : December 29, 2007
Croup Tem Code Item Wame trsable Qty Unusebie ey Tnir
COMMON MEDICINE
C oMo AMBU BAG 2 pes
COMOO3 B.F. MACHINE H pes
ComMoto COTTON ¢ 100GRAM) 208 roll
CoOMO1z GAUZE 15 roll
COMO0E SAVLON/CITRIMIDE SOLUTION (1 LITRE JAR) El jar
COMO14 STETHESCOPE 2 pos
COMOOD TAB. IRON 19,728 tablet
COMOOS TAB. PARACETAMOL 3,570 tablet
COMMON MEDICINE Total: 8

e Click on the printer icon, and the print dialog box appears.

¢ You can provide Print Range, Copies and click on OK. If you want to print only one copy of
the whole report, then just click on OK.

e After printing, click on the leftmost X button to close the preview window.

CLOSE STOCK BALANCE FORM

e C(lick on CE::E to exit the Stock Balance form.

®  You can also exit by clicking on the X button at the top right of the form.
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STOCK REPORTS

The form is used to view stock reports based on specific criteria. Both summary and detailed stock
information can be printed. A typical view of the Stock Summary form appears below:

~¥ Stock Reports

List of Reports Filter D atefs]
© Seksirn A B
(" Stock Summary by Lot Summary D ate| 11/01/2008]
" Stock Details by Product
" Stock Details by Facilty " Show Only Non-Zero Stock C
| " Show Only Zero Stock
Group/tem and Facility Criteria L& Show All ltems
PRI . - T -

E Pr?jiewé Gil;

The controls in the form are grouped in five blocks:

A.

m g O =

List of Reports: Currently there are three reports; the first is a summary report and the others
reflect transaction details.

Filter Dates: Provide the date(s) used to filter the report data.

Zero/ Non-Zero Stock: Provide option to select Show Only Zero Stock or Show Only Non-Zero Stock.

Group/ Item and Facility Criteria: A number of optional filter criteria control the report’s output.

Command Buttons: A Preview and Close button.

HOW TO PRINT A REPORT

Select a report from the List of Reports.

Provide date(s) in the Filter Date(s) block.

You can select options from Group/Item and Facility Criteria (Block D).
Click on Pre%ew to preview the invoice.

Click on the printer icon, and the print dialog box appears.

8l



e You can provide Print Range, Copies and click on OK. If you want to print only one copy of
the whole report, then just click on OK.

e After printing, click on the leftmost X button to close the preview window.

STOCK SUMMARY

This report shows stock status on a certain date. To print the report, follow these steps:
e Seclect Stock Summary in List of Reports block, and the following dialog box appears:
=¥ Stock Reports EL_:II

Lizt of Reports Filker D atelz)

£ Stock Surnmary by Lot Summary Date| 11/01/2008
(" Stock Details by Froduct :
(* Stack Details by Facility ¢ Show Only Non-Zera Stock
_ (" Show Only 2ero Stack
Groupdtem and Facility Criteria  Show &l ltems
Item Group fAaLL) =

(& W

Preview | Close

e The Summary Date box reflects current date, and (ALL) is selected in the Item Group box. If
you click on Preview now, stock summary of all the items on current date is printed.

e If you want to know the stock status of a previous date, type the date in Summary Date box.

e To print stock status of a specific group, select the group from Item Group box, and the
following form may appear:
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=% Stock Reports E
Lizt of Reports Filter O atels)

E]
%]

{¢ Stock Summary

¢ Stock Summary by Lot Summary Date|  12/01/2008
(™ Stock Detailz by Product
" Stack Details by Facility f* Show Only Non-Zera Stock
| | 7 Show Only Zero Stock
Groupdltemn and Facility Criteria " Show &l ltemns
Item Group COMTRACEPTIVE

[& | W

Preview  Close

e C(lick on Preview to continue.

Upazila Family Planning Office
Sherpur, Bogra
Stock Balance
As on : January 12, 2008

Froup Trem Code Ttem Wame Usabie Oty Tnusebie Qty  Tnir

CONTRACEPTIVE

CONO1T 1ML, DISFOSABLE SYRINGE 1,087 pos
CoNoos CT-380A 20 pos
CONOTE DDS KITFOR FRP&MCH-SERVICES (27 ITEMS). 206 carton
CONOD4 DEFO-FROVERA/ FETOGEN 1087 vials
coNoa? MR KITS (SYRINGE) 11 pes
CONOS POSTINOR-2 (ECF) 1,520 dose
CoNOoz SHUKHI 150,050 cvole

CONTRACEPTIVE Total: 7

Grand Total lems: 7

STOCK SUMMARY BY LOT

This report shows the stock status by lot at a certain date. To print the report, follow these steps:

e Seclect Stock Summary by Lot in List of Reports block, and the following form appears:



=¥ Stock Reports

Lizt of Reparts Filter O atels)

7 Shack Surmmary

& Stock Summary by Lot Summary Date| 1240172008
" Stock Details by Product - _
(™ Crack Details by Facility | Show Only MonZemo Stock:
_ " Shaow Only Zero Stock
Groupdltem and Facility Criteria L Show All ltems
Item Group CALLY -

@ | W

Preview | Close

The Summary Date box reflects current date, and (ALL) is selected in Item Group box. If you
click on Preview now, stock summary of all the items on current date is printed.

If you want to know the stock status of a previous date, type the date in Summary Date box.

To print stock status of a specific group, select the group from Item Group box, and the
following form may appear:

=% Stock Reports

Ligt of Reports Filter Datefz)

" Stock Surmrmary

(" Stock Summary by Lot Summary Date| 12/01/2003
" Stock Details by Product ;
(" Stack Details by Facilty * Shaw Dnly Non-Zero Stack
T Shaw Only Zero Stock
Group/ltem and Facility Criteria _ " Show All ltems

Item Group CONTRACEPTIVE

[& | W

Preview | Close




e C(lick on Preview to continue.

Upazila Family Planning Office
Sherpur, Bogra
Lotwise Stock Balance
As on : January 12, 2008

Tem Code Teem Wame Lot Mo Mfy Date Exp Date Frzbie Qty UTnuseble Quoy Unir

CONTRACEPTIVE

COND1T AML. DISPOSABLE SYRINGE 1 287 pos
30/007/2011 00 v

1ML. DISPOSABLE SYRINGE Total: Lo87

CONDOZ CT-380A 1 20 pos

COND1G DDS KITFOR FP & 1 206 carton

MCH-SERVICES (27 ITEMS).

CONDD4 DEFPO-PROVERAS FETOGEMN 1 287 wials
S0/ME2010 a00 vials

DEPO-PROVERA/PETOGEN Total: Lo87

CONOD7 MR KITS (S¥RINGE) 1 10 pes

STOCK DETAILS BY PRODUCT

This report shows the details transaction of items between specific dates. To print the report, follow

these steps:

e Select Stock Details by Product in List of Reports block, and a form similar the one below appears:

=¥ Stock Reports

List of Reparts Filter D atelz]
" Stock Summary Start Date | |
{" Stock Summary by Lot EndDate |  12/01/2008)

o+ Stock Details by Product
" Stock Details by Facility

Groupdltem and Facility Criteria

Item Group COMNTRACEPTIVE 5

Item Mame -

(& W

Preview  Close

e The End Date box reflects current date, and (ALL) is selected in the Item Group box. If you
click on Preview now, stock details of all the items on current date are printed.

e To view report between two dates, provide the dates in Start Date and End Date boxes.

85



® You can select an Item Group and then an Item Name, after which the following form may appear:

=¥ Stock Reports ZI|E|E|
List of Reports Filter [1atelz]
™ Stack Summary ' Start Date | o1/01/2007]
£ Stock Summary by Lot EndDate | 12/01/2008]

{* Stock Details by Product
 Stock Details by Faciliby

Group/ltern and Facility Criteria

Item Group COMNTRACEPTIVE -
Item Hame -
(& W
Presiew | Close
e (lick on Preview to continue
Upazila Family Planning Office
Sherpur, Bogra
Stock Details
between January 01, 2007 and January 12, 2008
Group: CONTRACEPTIVE
CONOQT - CONDOM
wepier  Racaivar vaiea Ns sch Dati  Racaiva " s Ao MR T A i
[FREVN BALANCE Joivinm 12 12m

Meherun Nesa, Sadar B Tream [ "
Blkls Begum, Kushumbl  #4 Tream " "

Reksana Pamwin, i Tream m a
Bhebanlpur
Masima Akhir, Blshalpur  §§ Tieam " m

Murun NehatBegum, 0 Tream
Simabarl

Tterm Tom b 1300 1200

STOCK DETAILS BY FACILITY

This report shows the details of issued items by facility between specific dates. To print the report,
follow these steps:

e Select Stock Details by Facility in List of Reports block, and a form similar to the following appears:
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=¥ Stock Reports

Lizt of Reparts Filter D1atelz]
" Stock Surmmary Start Date | |

(" Stock Summary by Lot End Date | 12/01/2008]
(" Stock Details by Product :

Groupdltem and Facility Criteria

Item Group (,.:.,LL}- -
Item Hame -

Facility -

(& | B

Preview | Close

The End Date box reflects current date, and (ALL) is selected in Item Group box. If you click
on Preview now, stock details of all the items on current date are printed.

To view report between two dates, provide the dates in Start Date and End Date boxes.
You can select an Item Group and then an Item Name.

You can also provide a specific facility, and the following form may appear:

=¥ Stock Reports

Ligt of Repaorts Filter Datelz]
™ Stock Summary Start Date | 0101172007 |
(" Stack Summary by Lot End Date | 12/01/2008]

" Stock Details by Product
{+ Stock Details by Faciliy

Groupdlten and Facility Criteria

Item Group CONTRACEPTIVE -
Item Mame COMDOM =
Facility Bilkis Begurm, Kushumbi %]

(&

Preview  Close
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Click on Preview to continue.

Upazila Family Planning Office
Sherpur, Bogra
Stock Details by Facility
between January 01, 2007 and January 12, 2008

Facility Tem Code Ttem e me Invoice Wo Issue Detke Iszued Oty
Bilkiz Begum, Kushumbi coMDoo1 CONDOM &0 13M2i2007 100
Feeility Tol: 1
Grand Total: 100




ADMINISTRATION

EMPLOYEES

=¥ Employees

=72t Employees Basic Info | Search Criteria]

b Md, Abul Kashe Employee 1D
b shah Kibria Omar Name

Designation  Store Keeper

User ID HMA

H. M, Asaduzzaman

-

Password | ™

Mew Save

[Maw. 3 Charz) D Active
Forms
Form Desc Form Mame | iew | E dit | -~
Adjustment Invoice FrmadiIny Wes Yes
Dristricks FrmDistrict Yes es
Emploves Lisk frmEmploves
Facility List FrmFacility es es
(Gate Pass frmGatePass &5 Es
Issue Youcher (Indent) frmIssueIndent es es
Issue Voucher {Push) FrmIssuelny Wes es
Itemn Group FrmItemGroup Yes Yes
Total Employee : 3 Trermn | sk FernTherml isk VR Yes ¥
Order By
Employes Mame j = ) @ EL‘

Undo | Delete | Preview | Closs

The Employees form contains the names of employees and their permissions in different data entry

forms. Employees who are relevant to the UIMS software should be listed using this form. Every

user has one User Id and Password they use to enter the

VIEW EMPLOYEES
e Run UIMS.

e Select Administration > Employees from menu.

e Employees form is displayed.

software.
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GENERAL DESCRIPTION OF EMPLOYEES FORM

=¥ Fmployees

=7t Employees Basic |nfo | Search Eliterial

----- IWH, 1, Asaduzzamnan

b M, Abul Kashem Employee ID| +4

b Shah Kibria Omar Hame | H. M. Asaduzzaman

Designation | Store Keeper B
User ID HMA Password | ™
o [Max. 3 Chars) O Active
Forms |
Form Desc |F0rm Mame | = | Edit I .A;]
1 adjustment Invaoice Frenadiln es Es
I Districts frmDistrict Wes  Yes =
Il Employee List mployes
1 Faciliby List ity Yes  Yes n
1 Gate Pass frmizatePass Yes es
1 Issue Youcher (Indent) fFrmIssuelndent Yes es
1 Issue Youcher (Push) FrmIssuelny es Es
1 Ttem Group FrmItemGroup Yes ‘fes i
Tatal Employee -3 o Trem sk FrmTreml sk WRa Yra ij
— Order By
b W [& | R
Employes Mame -
e —I e Saveedo Delete | Preview  Close

This form is used to edit, create, delete, and print list of employees. Controls in the form are
grouped into four blocks:

A. List of Employees: Shows a list of current employees in database. A label shows the total number.

B. Entry Fields: To describe an employee, five fields are required.
e Employee ID—Automatically generated ID for each employee
e Name—Name of employee
e Designation—Designation of employee

e User ID—Three-character User ID for each employee, which is used to log on to the
software

e Password—Password employee uses to log on to software
All of these fields are compulsory.

C. Forms Tab: List of form names. In each form, users are given permission to view or edit data.

D. Command Buttons: Buttons available to manipulate employees.

VIEW INFORMATION ABOUT A SPECIFIC EMPLOYEE

e Sclect the employee you want to view from the tree-like list in Block A. Using the Order By
combo box, employees can be sorted in two ways: by Employee ID or Employee Name.

e After an employee name is selected, all of the fields are shown in Block B.
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ENTER A NEW EMPLOYEE

e C(lickon »# inthe command buttons block, and the following form appears:

Mty

=¥ Employees +

=72t Employees
b Md, Abul Kashem
b Shah Kibria Omar Employee 1D
¥ H, M, Asaduzzaman Mame |

Basic Info ] Search Eriteria]

Designation

User ID
[Max. 3 Chars]

-

Password

Active

Forms l

Form Desc Form Mame

| view | Edt |

Total Employee : 3

Order By

|

Mew Save | Undo

Delete | Preview | Close

e The Employee ID is given automatically.
e Type Employee Name.
e Sclect Designation of the employee from list.

e [Enter a three-digit User ID.

e Enter a Password for the employee, which is shown as *** for security reasons.

=¥ Fmployees *

=73t Employees
b Md, Abul Kashem
b shah Kibria Omar Employee ID
F H, M, Asaduzzaman Name Helal Abmed

Basic Info | Search Criteria ]

Designation | Store Keeper

User ID HEA
[Max. 3 Chars)

-

Password | ™

Active

Formns

Form Desc | Form M ame

| wiew | Edit |

Total Employee : 3

Order By

= |

Mew Save Ul;;:lo

Delete | Preview | Close
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el

Click on sz,e |, and your new employee name is visible in the employees list in Block A.

=¥ Employees

=72t Employees
¥ Md, abul Kashem
Shah Kibria Omar

Helal Ahrmed

Total Emplayee : 4
Order By

3
¥ H, M, Asaduzzaman
>

Employes Id

[~

Basic Info l Search Criteria]

Employee 1D
Hame Helal Ahmed

Designation | Store Keeper

-

User ID HEA, Password | ™
[Max. 3 Chars] bictive

Formsz
Form Desc Form Mame | iew | E dit | »~

Adjustment Invoice Fradilr

Districks FrmDistrict

Emploves Lisk frmEmploves

Facility List FrmFacility

Gate Pass frmiGatePass

Issue Youcher (Indent) frmIssuelndent

Issue Youcher (Push) FrmIssuelny

Item Group frmItemGroup

Trem |ist FrmThenml ist b

b wo | [& | e

Mew Save

Undo | Delete | Preview | Closs

If the new User ID conflicts with an existing ID, then an error dialog appears. Change the User

ID and try saving again.

If you want to cancel the new employee entry, press Esc during editing to undo.

ENTER PERMISSIONS IN DATA ENTRY FORMS
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Select the employee for whom you want to provide access to data entry forms.

If you do not want an employee to access different forms, then do not give him or her

permission to do so.

Faormz
Faorm Dezc Form M ame | Wit | E dit | L
iadiustment Invoice | FrrnadiIre Yes  Yes
Districks FronDiskrick Yes
Employes Lisk FrmEmployes
Facilitsy List FrmFacility ‘s Yes
(zate Pass FrrniGatePass Yes Yes
Issue Youcher (Indent) Fronlssuelndent Yes Ves
Issue Youcher (Push) Fronlssuelmy Yes Ves
Ikerm Group FronIbemiaroup Yes Yes
Thern | ist FrmThernl isk N

If you want an employee to see data only but not change anything, then click on the View

column. A Yes then appears beside the form name under the View column.




If you want to give an employee access to data entry in the form, click on View and Edit columns
beside the form name. A Yes then appears beside the form name under View and Edit column.

EDIT AN EXISTING EMPLOYEE

Select the employee you want to edit from the list of employees.
Change the Employee Name, Designation, User ID, and Password fields as needed.
When done with editing, click on Save.

If the new User ID conflicts with the ID of an existing employee, then an error dialog box
appears. Change the User ID and try saving again.

If you want to cancel the current editing, press Esc to undo changes.

DELETE AN EXISTING EMPLOYEE

Select the employee you want to remove from list of employees.

Click on , and a confirmation dialog box appears.

Delete

Click on Yes if you really want to delete the employee.

You will not be able to delete employees who have been granted access to different forms. You
must remove the permissions in different forms first, then remove the employee’s name.

CLOSE EMPLOYEES FORM

Click on CFL* to exit from the Employees form.
052

You can also exit by clicking on the X button at the top right of the form.

If you have unsaved Employee data during exit, you are informed that your changes will be lost
if you exit.

<> You have changes which will be lost if vou Close now,
*—"r) Do wou really want ko cloze the Form and discard changes?

Yas Mo

Click on Yes if you do want to exit without saving. Click on No, if you don’t want to close the
form at this time.

93



UNIONS

a1 Unions Bazic: Info l
¥ Bhaobanipur

Bishalpur
Garidoho Union Code |
Khamarkandi
Khanpur
Kushurmbi Upazila |She;
Mirjapur
Pourosobha
Simabari
Sughat

o

Union Hame |Bhobanipur |

.Bog

1L

b A A . e e . e

Toatal Unions: 10

Grow By [EIDRNRN -] | 0 2 v A
Mew Save | Undo | Delste |Preview Clase

The Unions form contains the names of an upazila’s unions.

VIEW UNIONS
e Run UIMS.

o Select Administration > Unions from menu.

e Unions form is displayed.

GENERAL DESCRIPTION OF UNIONS FORM

Unions
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This form is used to add, edit, delete, and print a list of unions. Controls in the form are grouped
into three blocks:
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A.  List of Unions: Shows a list of an upazila’s unions. A label shows the total number.

B. Euntry Fields: To enter a union, only Union Name is required.
e Union Code—Code is generated automatically for each union
e Union Name—Name of the union

e Upazila—Auto generated

C. Command Buttons: Buttons available to manipulate the unions.

ENTER A NEW UNION

e C(lickon F# (inthe command buttons block, and the following form appears:
i [=1

2% Unions +

=74t Unions Basiclnh:u]

Bhobanipur
Bishalpur
Gatidaho I i | | 5|
Khamarkandi
Khanpur
Kushurnbi paz | wr, Bogra |
Mirjapur
Pourosobha
Simabari
Sughat

Union Name || |

... WYY .V "

Taotal Uniohs: 10

Group By |1 ) L : : I
P ""| —J Mew Save Undo | Delete |Preview | Close

e The Union Code is generated automatically.
e Type Union Name.

e Upazila name is also generated automatically.



=% Unions *

=4} Unions Bazic Info ]
Ehobanipur

Bishalpur

Garidaho Union Cods | |
Kharnarkandi Union Name |Poradhohd |
khanpur
kKushurnbi | R |
Mirjapur
Paurosobha
Simabari
Sughat

b e S S S P St e S g

Total Unions: 10

o i T |
Group By |1 _J ! ] Pz

ew Save Undo | Celete | Preview | Close

&
e C(lick on SH , and your new union name is visible in the union list in Block A.
aYe

=¥ Unions

=74t Unions Basic: Info ]

E Bhobanipur

Bishalpur

Garidoho Unio d | |
khamarkandi
Khanpur

Union Name |F'u:|radhohn |

Kushumbi Ipazilc | srpur, Boagra |
Mirjapur
Poradhoho

Pourosobha
Simabari
Sughat

v vV VY vV vy Vv wvwvyTQwT

Total Unions: 11

- b T P 7.8 [& @ B+
Group By ’Uhmn j Mew Save | Undo | Delete Preview | Close

EDIT AN EXISTING UNION

e Seclect the union you want to edit from the list of unions.
e Change the Union Name, then click on Save.

e Union name is updated.

DELETE AN EXISTING EMPLOYEE

e Seclect the Union you want to remove from list of unions.

e C(lick on , and the following confirmation dialog box appears:

Delete
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-.\_ﬁ-

‘i) Do wou really wank ko delete the selected Union?

R

Click on Yes if you really want to delete the union.

You will not be able to delete unions that have use
unions first, then remove the union.

SDP LIST

d in different forms. You must remove the

=¥ SDP List
|E-7% SDPs Baszic Info ]
¢ (] Fwa
-0 P SDP Group | SACMO =]
= neo -
=1 34CMO SDP Code | ]
k SDP Mame  [Abdur Rahim |
¥ Md. Mostafijur Rabman
¥ Majatul Muslemin
b Parul Rani Das : e =
b Ranjt Kumar Active Receiving Facility
b Shiuli Begurn )
Total 5SDPs: 76
b | B | 2 | o | [ | Ne
G B - :
ey |SDPG[DUD ——J Tew Save | Undo | Delete | Preview  Close

The SDP List contains the names of different workers to whom commodities are issued. Names
from this list are picked during invoice preparation.

VIEW SDPS
e Run UIMS.
o Seclect Administration > SDP List from menu.

SDP List form is displayed.
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GENERAL DESCRIPTION OF FACILITY LIST FORM

=% SDP List

73! SDPs Basic Info |
SEERRWAT e e e e :
.50 P

- SDP Group
+ 420 NGO ?s
ST e

SDP Name  [Abdu Rahim |

Md, Mostafijur Rahman
Majatul Mustemin |
ParulRani Das : - o S
Ranit K [ Active Feceiving Facilty

Shiuli Bagum

*
¥
»
»
»

Total SOPs: 76

3 e L
Erwp£y|sDPGmup _Ii N’et- 55 ! Da::te H&E?aew C%se

This form is used to edit, create, delete, and print list of SDPs. Controls in the form are grouped
into three blocks:

A. List of SDPs: Shows a list of current SDPs in database. A label shows the total number.
B. Entry Fields: To describe an SDP, three fields are required:

e SDP Group—TFacilities are classified into different groups
e SDP Name—Name of the SDP

e SDP Code—Unique sequence to represent the SDP under the group; it is generated
automatically

C. Command Buttons: Buttons available to manipulate the facilities.

ENTER A NEW SDP

e C(lick on N;Tv in the command buttons block, and the following form appears:

=% 5DP List +

[=- 7 sops

Basic Info ]
+-125 PWa .
+ (0 P SDP Group -
+-(] NGO )
+-(1 sacMo P Code | |
SDP Name | |
Active Fieceiving Facility
Total 5SDPs: 7B
Ry D o J Mew Sawe | Undo | Delete |Preview | Close
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Select an SDP Group from the combo.
SDP Code is appeared automatically.
Enter Name of the SDP and Union (only for FWA and FWV group).

=¥ 5DP List *

=] ’f S0Ps Basic Info ]
23] P
- Fuy SDP Group | Fwi =
= NGO
=1 sacMo 2L Lod | |

SDP Name  [&mbia Khatun |

Union | Garidoho| -
Active Receiving Facility
Total SDPs : 76
e “
Group By [500 oo ; : ] i [ .
BT i —] Mew Save | Undo | Delete | Preview | Close
it
Clickon .. |, and your new SDP name is visible in the SDP list in Block A.
<% SDP List
=1 Fusas A Basic Info ]
¥ Afroza Jobbar, Ward-1, P
b Aleya kKhatun, 3/Ka, Mirja. SDF Group Fudd, 5
b aleya Khatun, 3/kha, Bho _
¥ Alo Rani Das, 3ikKa, Garid : | |
[ 3 srnbia Khatun SDP Mame |Ambia K hatun |
b Anjuman Ara, 2/Ka, Sugh.
b Ashia Yasmeen, 3fkha, G Union Garidaho -
b Banesa Parvin, 2/kha, Mir 5 o i
b Chandra Rekha, 1fKa, Ga Active Receiving Facility
b Doulatun Mesa, 2/kKa, Gar .
Taotal 5DPs: 77
b+ | B ; wo| & R
G B -
il |SDPG[DUD —J Mew Save | Undo | Delete |Preview Close

If the new SDP name conflicts with an existing SDP, then an error dialog box appears. Change

the SDP name and try saving again.

If you want to cancel the new district entry, press Esc during editing to undo.

EDIT AN EXISTING SDP

Select the SDP you want to edit from the list of SDPs.
Change the SDP Group, SDP Name, and Union fields as needed.

When done with editing, click on Save.
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e If the new SDP name conflicts with an existing SDP, then an error dialog box appears. Change
the SDP name and try saving again.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN EXISTING FACILITY

e Select the SDP you want to remove from list of SDPs.
e C(lick on D;‘;e , and a confirmation dialog box appears.

e Click on Yes if you really want to delete the SDP.

e You will not be able to delete SDPs that have invoices linked to them.

PRINT SDPS
e C(Clickon [& | toview a printable list of SDPs.
Preview
Upazila Family Planning Office
Sherpur, Bogra
SDP List
Type SDPID SDP Name
FWA Foo1 Afroza Jobbar, Ward-1, Pourosaobha
FO33 Aleya Khatun, 3ika, Mirjapur
FO40 Aleya Khatun, 3/Kha, Bhobanipur
FO14 Alo Rani Das, 3Ka, Garidoho
FO449 Anjuman Ara, 2ika, Sughat
FO14 Ashia Yasmeen, 3/kKha, Garidoho
FO31 Banesa Parvin, 2/Kha, Mirjapur
Fo410 Chandra Rekha, 1/Ka, Garidoho
FO12 Doulatun Mesa, 2fka, Garidoho
FO48 Fajilatun Mesa, 1/Ka, Sughat (Acting)
FO47 Fajilatun Nesa, 1/0kha, Sughat
FO17 Fatema Khatun, 1/iKha, Khamarkandi

e Click on the printer icon; the print dialog box appears.

e You can provide Print Range, Copies and click on OK. If you want to print only one copy of
the whole report, then just click on OK.

e After printing, click on the leftmost X button to close the preview window.
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LOOKUP TABLES

=¥ | pokup Tables
Lookup Tables

AdiType | AdiTypeM ame

Adjustment Types

M[S1E3

Usablelnl »

] Add ko Stock,
2 Remove from Stock
3 Return from Facility {Usable)
4 Return from Facility {Unusable)
5 Unusable

[ £

IVDDHDI

£

kx| K Total Recaords : &

R e

Save | Preview | Close

Some data tables that rarely need to be changed are listed on Lookup Tables form. Data entry of
information, such as Adjustment Types, Employee Designation, Divisions of Bangladesh, Facility

Group, List of Forms, List of Reports and Units of Measurement, are listed here.

VIEW LOOKUP TABLES
e Run UIMS.

e Select Administration > Lookup tables from menu.

e Lookup tables form is displayed.

GENERAL DESCRIPTION OF LOOKUP TABLES FORM

=% | ookup Tables

Lookup T ables | Adjustment Types

.-'-‘«diTypel AdiTupet ame

Llsablelnl L

& Add ko Skock

[

|vl:lDl—~l:l
I

Total Records : B

| | Z Remove from Stock B

[ | 3 Return From Facility {Usable)

|| 4 Return From Fadility (Unusable)

| | S Lnusable

< I |

b | FR
R

@ .ok

Save | Preview | Close
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This form is used to edit, create, and delete some basic data entry tables. Controls in the form are
grouped into three blocks:

A.  List of Lookup Tables: Shows a list of current tables managed by this form.

B. Entry Fields: List of records in the current lookup table.

C. Command Buttons: Buttons available to manipulate the records.

VIEW INFORMATION ABOUT A SPECIFIC LOOKUP TABLE

Select table you want to view from list in Block A; records are shown in Block B.

ENTER A NEW RECORD IN ANY LOOKUP TABLE
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After the table name is selected in Block A, click on

the following form appears:

(23
Mew

in the command buttons block, and

=% | ookup Tables +
Lookup Tables

DezigCode | [ ezignation

Employes Dezignation

Eo&X)

& Driver

7 Loader

g Office Assistant
5 Store Keeper
|

Save

Preview | Close

b
>

Total Records : 8

Enter data entry fields as necessary.



=¥ | pokup Tables *

Lockup Tables | Emploves Designation

DezigCode | Designation ~
& Driver
7 Loader
8 Office Assistant
5 Stare Keeper
9 | Supply Officed 3
< -
Total Records : 8
]
Save | Preview | Close
)

e C(Clickon . |,and your new record appears in Block B.

=¥ Lookup Tables

[Wutal AN Friployes Designation

DesigCode | Dezsignation

6 DCriver
7 Loader
& Office Assiskant
5 Store Keeper
9 Supply Officer
<
b | FK

E|_4.

Save |Preview | Close

Total Records : 8

b

£

e If you want to cancel the new record entry, press Esc during editing to undo.

EDIT AN EXISTING RECORD

e Sclect table name in Block A
e Change fields of any record if necessary.

e When done with editing, click on Save.

e If you want to cancel the current editing, press Esc to undo the changes.

DELETE AN EXISTING RECORD

e Sclect table name in Block A
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e C(lick on , and a confirmation dialog box appears.

Delete

e C(lick on Yes if you really want to delete the record.

CLOSE LOOKUP TABLES FORM

e C(lick on to exit Employees form.

Close

¢  You can also exit by clicking on the X button at the top right of the form.

e If you have unsaved data during exit, you are informed that your changes will be lost if you exit.

<> Yau have changes which will be lost if you Close now.
‘-‘»',r} Do wou really want ko close the form and discard changes?

Yas Mo

e Click on Yes if you do want to exit without saving. Click on No if you don’t want to close the
form at this time.

BACKUP DATABASE

=¥ Backup Database

Backup Destination
1E:\D eliveryUIMS4B ackuphSherpur, Bogra_12_Jan 2003 06 48 18_AM.uims

Backup Source Data

| Table Mame Total Becords Records ProcessedJ ~
| AdjType 7
Designation a =
Division [}
FGroup 11
| IndentDesig 7
| IkemiGraup ]
| MetaTable 11
| Supplier 0 W

Backup Status

Reading Table Mames from Databasze

Backup Log File |E:\Deliver‘\UIMS‘\EackupLog‘\D FP_12_Jan_2008_06_458_18_AM log

Start Backup Yiew Log Cloze
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From this form, you can back up the entire database. The backup is generated as a computer-
generated file in a pre-defined directory. The file can be copied or moved to another folder in the
same computer or to another computer or emailed to CWH. If the computer crashes or data
become corrupted, this backup can be used to retrieve all data.

HOW TO BACK UP DATABASE

Run UIMS.
Select Administration > Backup Database from menu.
Backup Database form is displayed.

Click on Start Backup at the bottom of the form.

=¥ Backup Database

Backup Destination
1E:\D eliveryUIMSYBackuphSherpur, Bogra_ 12 Jan 2003 06 48 18_AM.uims

Backup Source Data

| Table Mame Total Becords Records Processed] ~
| AdiType 7
Designation a
Division [}
Faroup 11
| IndentDesig 7
| TkemiGraup ]
| MetaTable 11

| Supplier 0 W

Backup Status

Reading Table Mames from Databasze

Backup Log File |E:\Deliver‘\UIMS‘\EackupLog‘\D FP_12_Jan_2008_06_458_18_AM log

IStart Backupl | ¥iew Log Cloze

The data are backed up in a file whose name is specified in Backup Destination text box. After
backup is complete, you will see a message, Backup Completed without Error. Click on OK in
this dialog box.

To make a copy of the file or email it, you have to find the file by its location, which is normally
the Backup folder under the software installation folder.

To make a copy of the file to a pen drive/flash drive, locate the file by its location, and copy it to
a pen drive/flash drive.

After backup is complete, you can close the form using Close button.
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TECHNICAL HELP

We hope users of the system will be able to work with the system successfully by following this
manual and that the system will be useful for the users. However, if users any guidance or technical
support, they should contact to their respective logistics support officer (LSO) or one of the
following for support and assistance.

The Directorate General of Family Planning
Ministry of Health and Family Welfare

6, Karwan Bazar, Dhaka, Bangaldesh

Tel: 880.2.9146262

Email: fpmis@yahoo.com

Contact Person: Abul Kalam Azad
Deputy Program Manager

If a user’s computer, printer, or Uninterruptible Power Supply (UPS) is out of service, the user
should contact the vendor (Year 2000) who provided these components, since DGFP signed a
comprehensive contract with a full parts and services warranty for three years; the contract expires
in January 2010. The contact address of the vendor is:

M/S Year 2000 (Pvt.) Company Limited
220, West Kafrul (Ground Floor)

Begum Rokeya Soroni, Dhaka-1207

Phone: 8159467, 9137590, 9120572, 8159457
Fax: 880-2-9129559

Contact Person: General Manager
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CONCLUSION

This manual is a guide for end users of the system. Such users do not need technical knowledge to
use and operate the system. Keeping this in mind, we have written this manual in such a way so that
end users can easily follow the guidelines included. We strongly believe that successful development
of software depends on user satisfaction. We hope users will be able to use the software to their
ultimate satisfaction with the help of this user manual.
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