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INITIAL STEPSIN INVENTORY SETUP
1) Define the Vendor File.

Before defining each inventory item, each vendor should be defined in the vendor file.
Thevendor fileislocated by selecting option #3, Accounts Payable, fromthe
Accounting Menu (Option #7 fromthe Master Menu).

2) Definethe Controlled Substance File.

Beforedefining each inventory item, the different types of controlled substances must be
defined in the controlled substancefile. Thisfileislocated onthePharmacy Menu
(option #18 on the Additional Menus Menu). Thisfile contains each type of
controlled substance stuation. Example: Type 1 may have amaximum number of
refillsof 3 and therefill expiration date 365 days, while type 2 has amaximum number
of refillsof 5 and arefill expiration date 180 days.

When defining each inventory iteminthe Inventory Item File Maintenance, thereisa
“Controlled Substance” field, where acontrolled substance type (Example: Typel, 2)
can beentered if theinventory itemisacontrolled substance.

3) Definethe Procedur e Codesthat are Inventory Items.

All inventory items must be proceduresin\&tstar. Proceduresare createdinthe
Procedure Code Maintenance File, option #3 in the File Maintenance and Listings
Menu 1. To createaninventory record for the procedure, go to the' Inventory Item
(Y,N) field inthe Procedure Code Maintenance File. Press<Window> to accessthe
Inventory Item File Maintenance and complete therecord.

THISISWHERE INVENTORY ITEM SARE DEFINED.

Reference: the next section in this chapter titled, Defining Inventory Records.

% IMPORTANT: |f your hospital would liketo definedl inventory itemsin
theInventory File Maintenance, but not start depleting inventory automaticaly,
set the® Inventory Item (Y,N)” field in the Procedure Code Maintenance Fileto
“N” after completing theinventory record. Thisalowsyou to setup inventory,
but not to turnit onuntil ready.

Each inventory item must be receipted (I nventory Recel pts Entry, option#1, on the Data
Entry & Activity Reports Menu, option #4, on the Inventory Master Menu (discussed
later in thischapter)) to input into \etstar theinitial quantitiesof item. 1f no quantity existsfor
aninventory item, but the“Inventory Item(Y,N)” field inthe Procedure Code Fileisset to“Y,”
theninventory will be depleted when the procedureis charged resulting in negative quantities of
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theitemon hand. However, upon receipting inventory or doing an adjustment, the quantity will
be adjusted.

Suggested Process:

1) Defineeachinventory itemintheInventory File Maintenance by pressing
<Window> at the“Inventory Item(Y,N)” field in the Procedure Code Maintenance
File.

2) Besuretoleavethe®Inventory Item (Y,N)” field set to N until ready to use
inventory.

3) Onceall theinventory itemsare defined, changethe“Inventory Item(Y,N)” flag to
“Y” whenready to gart usng inventory.

NOTE: Theonly mandatory field onthisscreenis‘Reorder Point’. This
field isdiscussed later inthischapter. Related to thereorder point isthe Critical
Items Report. Thisreport can be set to run automatically aspart of the End-of-
Day routine, or suppressed from the End-of-Day and run manually when
needed. Thisflagislocated onthe End of Day installation screen, * Suppress
Crit. [tems .

Defining Inventory Recor ds
All itemswhich are being tracked for Inventory purposes need to be set up asvalid codesinthe
Procedure File Maintenance screen.

Adding Inventory Recor dsViaTheProcedur e Code M ai ntenance Screen
The Procedure Codes Maintenance Function is Option #3 on the \etstar - File Maintenance &
Listings Menu (Option #1 on the \ietstar Maintenance Menu).

# REMEMBER: If you areadding arecord, Press<Add>.

The Inventory Item File Mai ntenance screen appears asfollows:
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Inventory Item File Maintenance

Item Code: mbhB8
Description: Amoxi Tabs 158mg
Group: 18 Medications

Max Qtyz [ fivailahle: 966 .08
Weight= [
Us/M — Prch: i Markup Factor: |
i o B ﬁ__ Auto Price Change: r_
- Conv: [ 1.0008 Rounding Factor: [
Lucatiun:1 Reorder Point: 2999
Uendor Code: Suggested Qty:
controlled sub: [ | Mult .Whse: [ Lead Time:
Serial #: | Last Cost: .18
HDC #:
# of vefills: LY refill expiration days: 188

OK? (¥.<{Canceld>>: [

Select aprocedure, or create anew procedure, and press<Window> next to the“Inventory Item”

field on the Procedure Code Maintenance screen. Theindicator at thislocation should also be set to

“Y”,

Item Code: Theitem codewill bedisplayed. No entry isrequired. Press<Enter> to continue.

Description: Thedescriptionwill bedisplayed. No entry isrequired.

Group: TheGroup Code D will bedisplayed. No entry isrequired.

Max Qty: Thisisanoptional field. Enter the maximum amount of thisitemto keep on hand.

Weight: Thisisanoptional field. Enter theweight of aunit of thisitemif you track weight.

U/M Prch: Enter theunit of measurewhen purchased. Default is*“1” whichisrecommended.

U/M Sell: Enter the unit of measurewhen sold. Default is*1” whichisrecommended.

U/M Conv: Enter the conversonfactor for thisitem. Default is“1” whichissuggested. The

conversionfactor caculatesthe quantity to add to inventory when anitemisreceived.
Example: Onebottle of 500 pillsis purchased (U/M Prch=1). They aresold by the pill, not
by the bottle (U/M Sdll = 1). Therefore, ininventory, thereare 500 on hand for thisitem (U/M
Conv =500).

Location: Enter thelocation of theiteminthewarehouse. Thisfieldisfreetext upto 10 characters.
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Vendor Code: Enter the vendor codefromwhomtheitemisordered. Vendor codesare entered inthe
Accounts Payable Module, or the Purchase Order Module. Reference: earlier inthischapter-
Define the Vendor File.

Contralled Sub: Enter the controlled substance code, if thisitemisacontrolled drug. A <Window> is
availableto search for thecode. Withthiscode, the systemtracksthe activity of theitemwhichis
viewable onthe Controlled Substance Report. The codesof controlled drug levelsare entered into the
Controlled Substance Fileto designate the number of refillsby level and therefill expiration days.
Charging out adrug with acontrolled drug code will default therefill information. Reference: Chapter-
Pharmacy

Serid #: Enter thedefault serial #for thisitem.

Mult. Whse: Enter a“Y” if thisitemwill bein more than onewarehouse. For example, onewarehouse
for small animal and another for large animdl.

NDC#: Thisfield displaysthe National Drug Code of theitem. No entry required.
Available: Theamount, asof thelast End-Of-Day, of thisitemthat isavailable displays.

M ar kup Factor: Enter your mark-up factor for automatic pricing. 1f themark up of itemsis 100%
over cost, enter 2.00 for 2 timethe cost.

Auto Price Change: Enter “ Y” to automaticaly mark up the salling price, with cost increases. The
systemwill base theincrease on the mark-up factor and the rounding factor.

Rounding Factor: Enter therounding factor for pricing. The sysemwill automatically round your
pricesaccording to thefactor entered.

Reor der Point: Enter thelowest amount of thisitemthat can beininventory. Whenthislevel is
reached theitemwill print onthe Critical Items Report for reordering.

Suggested Qty: Enter theamount to normally re-order of thisitem.
Lead Time: Enter the number of daysrequired between order and delivery.
Last Cost: Thelast cost paid for theitemdisplays. No entry required.

#of Refills. The number of refillsalowed ontheitem entered displaysfromthe* Controlled
Substance” field. No entry required.

Refill Expiration Days. Thenumber of daysafter the prescription date when therefills expire displays
fromthe“Controlled Substance” field. No entry Required.

OK?(Y,<Cancel>): Entera“Y” to accept, or press< Cancel> to cancel.

After completing the Inventory File Maintenance screen, it will automatically closeand returnto the
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Procedure Code Maintenance screen. The cursor will be positioned onthe“Inventory Item(Y,N):” field
anddisplaya“ Y” to sgnify aninventory itemrecord exigts.

¥ IMPORTANT: If thisfieldisset to “Y” \ktstar will start depleting inventory asitemsare
charged. It tells\etstar to track the count of thisitemwhenit ishilled to aclient by reducing the
inventory item count by that amount. Thereforeif starting inventory levelshave not been
entered, set thisfield to “N” until ready for automeatic processing to commence.

DefineYour General Ledger Accounts

Inventory poststo the general ledger if using the\ktstar G/L. Thefollowing stepsexplainthe setup for
theG/L.

Enter Ctrl-Cin character display, or Ctrl-Break inGUI display. Atthe“?” inthetop left corner in
character mode, or the ProlV Kernel Prompt in GUI display, enter “PA.IC” and <Enter>. Complete
thisscreen asfollows. Thisisthelnventory Default Setup Screen:

Default Costing Method: Enter “FIFO.”
Use Standar d Cost for SalesAnalysis: Enter “Y.”
OneWar ehouse: Enter “ Y” for onewarehouseor “ N” for multiplewarehouses.
Keepltem Higory: Enter “Y.”
Price Qty Break Type: List Price
Default G/L Codes-
Sales Leaveblank.
Cost of Sales: Leave blank.
Inventory Vaue: Enter your G/L account for inventory value (inventory asset account).
Adjustments: Enter the G/L account to be adjusted when adjustments are made (usually
thesameasInventory Vaue).
Credit Retur ns. Enter the G/L account to be used for credit returns.
Recei pts. Enter the G/L account to be used for inventory receipts.

NOTE: Therearevariouswaysto set up theinventory accounting for receipts. The
following isoneexample. Y ou should discussthe appropriate methodology for your practice
withyour accountant.

During thereceipt processyou are prompted for the account to be debited. Thiscan be either an
expense account or an asset account (for example, inventory value). If it isan asset account thenyou
should set up the receipts account mentioned above also asan asset account. The effect of thisisthat
wheninventory isreceived the system debitsand creditstwo asset accounts. So your net asset position
remainsunchanged.

Whenyou enter the actual invoicefor theinventory you will then debit the appropriate expense account
and credit accounts payable.

Whenyou close out your booksat the end of the year your accountantswill adjust your inventory on
hand to properly reflect actual usagefor theyear. (Credit the expense accountsand debit inventory
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vaue).

Other G/L Accounts

Create aninventory item on the procedure screen creates an inventory category for the procedure
group. For example, Amoxicillan 400mg tabletsisin procedure group 50 (M edications). Thesystem
createsan inventory category with code 50, called Medications. Each of theseinventory categorieshas
default G/L codessimilar to the Inventory Default Setup Screen described above. To completethe
Inventory Category Screen, accessthe File Maintenance and Listingsfunctionsininventory. Select
Category File Maintenance and completethe screeninasimilar fashion asthe I nventory Default Setup
Screen was completed.

INVENTORY FILE MAINTENANCE AND LISTINGS MENU
Option #1 from the Inventory Control Master Menu

Warehouse FileM ai ntenance

Option #1 from Inventory File Maintenance and Listings Menu

Thissdlectionisfor adding and editing warehouse codes. Warehouse codes can be up to three
characters, dphaor numeric. Enter the name, address, and phone number of thewarehouse.
WarehouseFileListing

Option #2 from Inventory File Maintenance and Listings Menu

Thissdlection printsalisting of thewarehouse codes.

Category File Maintenance

Option #3 from Inventory File Maintenance and Listings Menu

The category codefor aninventory itemisthe same code asthe group codeinthe Procedure Code

Maintenance. When aninventory itemiscreated, its category codeisalready defined in the Procedure
Code Maintenance screen.

Category FileListing
Option #4 from Inventory File Maintenance and Listings Menu
Thissdection printsalisting of al the category codes.

Inventory Item File Maintenance
Option #5 from Inventory File Maintenance and Listings Menu
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Reference: The previous section, Adding Inventory Records Via The Inventory Item File
Maintenance Screen. Thedetail option onthisscreen bringsthe user to asecond screen providing
further information ontheinventory items.

Inventory Item FileLigting

Option #6 from Inventory File Maintenance and Listings Menu
Thisselection printsalisting of any or al inventory items.

Inventory PriceListing

Option #7 from Inventory File Maintenance and Listings Menu
Thissdlection printsapricelisting of any or al theinventory items.

Item War ehouse Detail Listing

Option #8 from Inventory File Maintenance and Listings Menu
Thissdlection printsareport showing the status of each itemin each warehouse.
Expiration Date & Lot #Mai ntenance

Option #9 from Inventory File Maintenance and Listings Menu
Thissdlection displaysthe quantity, quantity cost, expiration date and inventory lot number for each

shipment of aninventory iteminaparticular warehouse. Theexpiration date and inventory lot number
can be added or changed inthisscreen.

INVENTORY CONTROL PROCESSING DATE CHANGE

Option #2 from Inventory Control Master Menu

Thisoption allowsyou to changethe date you areworking infor inventory only.
Date: Thecurrent syssemdate.

Fisca Year: Thecurrent fiscal year.

Period: Theperiod (month) working in.

Period End: Thefinal day for that period.

Previous Period End: Thefina day for previous month.
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Inthe“Change’ columnthe sameinformation displaysuntil changed. Upon entering the screen, the
cursor will beonthe® Date” field under the change column. If thisdateis changed, the other fields
below will automatically changeto reflect the year and period for the new date. Example: If back-
dated entriesfor December of 1999 need to be made, enter thedate“12/31/99”. Thefiscal year will
changeto 99 and the period will changeto 12, etc.

NOTE: Ifyou utilizethisfeature, it will affect all usersintheinventory module. Changeto
the current date when finished.

INVENTORY REPORTS / INQUIRIES
Option #3 from Inventory Control Master Menu
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Critical ItemsReport
Option #1 from Inventory Reports/Inquires Menu

Thisisaso runasan End-of-Day report. The systemwill look at thereorder point and the actua on
hand count for theinventory items. Thoseitemswhichareat or below their reorder pointswill be
printed onthisreport with their on hand count and reorder level.
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Inventory Activity Report
Option #2 from Inventory Reports/Inquires Menu

Thissdlection displaysthetota count, total sales, cost, grossprofit and gross profit percentagefor
inventory items. It may berunfor aspecificitem, arangeof items, or all items.

Items-On-Hand Valuation Report
Option #3 from I nventory Reports/Inquiries Menu

Thissdlection displaysthe count and value of theinventory item or items selected in warehouse order.

Item History Report
Option #4 from I nventory Reports/Inquiries Menu

Thisselection printsadetailed history of aspecific inventory itemor itemsbased on the warehouse that
theitem(s) iSarelocated, thetype of transactionit was(A,C, O, R, T, S, or X), thetransaction date,
and thetransactionreferencelD.

Inventory Summary Report
Option #5 from Inventory Reports/Inquires Menu

Thissdlection displaysthe warehouse location; the re-order point; the suggested quantity to re-order;
thelead time; the purchase, sall and conversion factors, the mark-up factor; the round-up factor; and
the quantity on hand for theinventory itemor items selected.

Expired DrugsReport
Option #6 from I nventory Reports/Inquiries Menu
Thisselection displaysall drugsexpiring prior to the date entered. Example: Entering “060199”, will

produce alisting of all the drugs on the shelveswhich will expire on or before 06/01/99.

Controlled Substance Report
Option #7 from Inventory Reports/Inquires Menu

Thisselection displaysalisting by patient of the controlled drugsdispensed. Thispart of Vetstar is

updated by the End-Of-Day routine. Therefore, it isbest to runthisreport after the End-Of-Day, or in
the morning. Thisreport can also be accessed fromoption #6 from the Phar macy Menu.

Items-On-Hand Valuation Inquiry
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Option #8 from Inventory Reports/Inquires Menu

This selection worksthe same asOption #3 - Inventory Val uation Report, but displaystheinformation
onthescreen, alowing you to view one specific inventory itemat atime.

Inventory Dispensed By Patient
Option #9 from Inventory Reports/Inquiries

Thisreport printstheitemor items, the patient they were dispensed to, the quantity dispensed, thetotal
dollar valuehilled, and the warehouse that was depleted.

Purchaselnquiry

Option #10 from Inventory Reports/Inquiries

Thisselection displaysthe purchase date, vendor, quantity, and price for each shipment of the selected
inventory item.

Vendor Inquiry

Option #11 from Inventory Reports/Inquiries

Thissdlection displaysthe quantity available of theinventory itemfor the selected vendor.
Inventory Transaction Inquiry

Option #12 from Inventory Reports/Inquiries

Thissdlection displaystransaction information for aninventory itemfor all or onewarehousefor a
certainperiod of time.

Inventory GrossMar gin Report

Option #13 from Inventory Reports/Inquiries

Thisselection printsareport of the gross percent profit (gross mark-up) for each inventory item charged
by date.

Inter nal Gross-Up Report

Option #14 from Inventory Reports/Inquiries

Thisselection printsareport of the grossmark-up (cost and selling price) for eachinventory item
charged by client.
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I[tems-on-Hand by War ehouse
Option #15 from Inventory Reports/Inquiries

Thissdlection displaysthe quantity on hand for the inventory itemfor each warehouse, the expiration
date, thelead time, and thetotal availablefor theitem.

<OLD> Purchaselnquiry
Option #16 from Inventory Reports/Inquiries

Thisselection displays, for each purchase of theitem, the date it was purchased, the vendor fromwhom
it was purchased, the quantity and the converted price of theitem.

Inventory Analysis/ For ecast
Option #17 from Inventory Reports/Inquiries

Thissdlection hasfour optionsavailable to analyze and forecast an inventory itemfor purchasing
purposes. Enter theinventory item code, and then select one of the buttons available as described
below:

SalesHistory: Enter the number of monthsto go back for saleshistory to display. The
number of units sold and the revenue received per month will be shown.

On-Hand/Valuation: Theamount of theinventory itemon hand, and thevaueof itis
displayed for each warehouse.

Cost History: Thewindow will display the date, the vendor, the quantity and the
converted price of theitemfor each time the itemwas purchased.

RequirementsForecast: Theincreased amount of aninventory itemrequired for the

future can beforecast to better determine the hospital’sneedsasitsgrows. Theforecasted

amountsare based on the previous year’ s activity with agrowth percentage factored in.
Sart Month: Enter the number of the month fromwhichto start theforecast. \etstar
will take the most recent month with activity that has passed to basetheforecast on..
Example Iftodayis6/1/00and“3” isentered, thentheforecast will be based on
activity from3/00. Enteringa“9” would basethe activity for the forecast from 9/99.

Number of For ecast Months. Enter the number of monthsto forecast. Theforecast
canonly go asfar asthereisexisting datato draw from. Example: If today is6/1/00,
entering astart month of “3” and entering “18” monthsto forecast will producea
forecast upto 6/01, not 9/01.

% Increase: Enter the expected percentage of increase of theinventory item. Use
whole numbers, not decimals. Example Enter “10” for 10%, not “0.10".

Conversion Factor: Enter the conversonfactor that isnormally entered for this
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inventory item.

Inventory Forecast Report
Option #18 from Inventory Reports/Inquiries

Thissalection printsaforecasted increasein activity for oneitem, arange of items, or al itemsin
inventory. Thereport producesasummarized version of the detailed breakdown availablein option
#17.

Purchaselnquiry - Summary
Option #19 from Inventory Reports/Inquiries

Thisselection displaysthelast price paid for anitem and the best price paid over thelast twelve months.
It isdesigned to assist the purchasing department in making purchasing decisons.

DATA ENTRY AND ACTIVITY REPORTS
Option #4 from Inventory Control Master Menu

[ PROIY - IM_MENU3

Edit “iew Help
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Enter Selection: r_‘

] Inventory Data Entry & Activity Reports

1 Inventory Receipts Entry

2 Inventory Transfer Entry

3 Inventory Adjustments Entry

4 Inventory—on—0Order Entry

5 Inventory Receiving Report

6 Inventory Transaction Report ~ Update
7 Inventory GAL Summary Report ~ Update
8 Purchase Order Entruy

9 Purchaze Order Print

18 Tranzfer Caze to Units

11 Change Expiration Date

12 Automatic Price Change Report

Inventory Recel ptsEntry
Option #1 from the Data Entry & Activity Reports Menu

Thisoption receivesinventory itemsfrom purchase ordersif you are using the purchase order module.
You do not need the purchase order moduleto useinventory.
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Reference: Thisisaseven character field defined by theuser. It can be alphaor numeric. In
Some cases you may want to use theinvoice number fromthe vendor, or the packing dip
number. Thesystem defaultsto arandom number if you press<Enter>.

TranType: Thisfield defaultsto “R” for receipt, but it can be changed to “C” for credit returnif
returning inventory itemsto thevendor.

Tran Date: Enter thedatetheinventory itemswerereceived, or accept the current system date that
defaullts.

PO#. Enter the purchase order number that theitemswereoriginally ordered on. By identifying the
purchase order here, the systemwill display only theitemsfromthat specific purchase order onthe
lower part of the screen.

NOTE: Thereisa<Window> available hereto search for open purchase ordersby item
code.

WI/H: Enter thewarehouse codeto receiveinventory to. The mainwarehouse code defaults.
NOTE: Inventory itemsdepleted from multiple warehouses must be received inthemain
warehousethefirst time Inventory isreceived for that item. 1t canthenbetransferred to the

other warehouse(s). Reference: next section in chapter.

OK? (Y, <Cancel>): Enter “Y” to accept al theinformation entered above. If using purchase order
number, the system displaystheitems ordered under that purchase order number.

The cursor will moveto thefirst lineitem of the purchase order. Whenyou areinthe“R” (receiving)

mode, pressthe< Change> or the<Right Arrow> and the cursor will automatically moveto the next

field.

Qty Rec: Enter the quantity received of thisitem. 1f you have not received the full amount ordered, the
systemwill continueto track this purchase order (in casesof back orders, etc), and dlow youto receive

againgt it asecond time using adifferent referenceD.

Qty Cost: Enter theunit cost if the price onthe packing dip or invoice does not agree with the price
entered onthe purchase order.

NOTE: Thereisanadditional window available hereto enter thegrossprice. Thisis
convenient for large quantitieswhere the vendor has given atotal cost and not aper item cost.
\etstar will calculate per item cost.

Tx: Enter “Y” if theitemisataxableor leave blank if theitemis non-taxable.

Debit G/L Code: Enter thegenera ledger codeto debit. A <Window> isavailableto searchfor the
code. If apurchase order was used, the debit g/l code will default fromthe purchase order.

Vendor: Enter the vendor code fromwhomtheitemwas purchased. If apurchase order wasused, the
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vendor codewill default fromthe purchase order.

Exp. Date: Enter theexpirationdate. If apurchaseorder wasused, the date will default fromthe
purchase order.

Inventory Lot Number: Enter thelot number of theinventory item.

Discount: Enter theamount of discount for thisitemif adiscount wasreceived.

Cvt. Units: Enter the converted unit amount of theinventory itemreceived.

OK?(Y,<Cancel>): Enter“Y” to accept, or press<Cancel>to cancel.

Continue onto each lineitem, entering the quantitiesreceived. Whenyou havereceipted all theitems
for onereferencel D, press< Save> onceand the cursor will beat the“Ln#’ field. Presstheup and
downarrowsto go to theline of anitemif you want to changealine. Otherwise, press<Save> again.
The second < Save> takesyou to the” Reference” field, allowing you to enter anew reference D and a
new receipt transaction. Whenthelast reference | D iscomplete, press< Save> until Vietstar goesto
the Inventory Transaction Report Screen.

Inventory Transaction Report Screen

Thefirst screen of four that generatesreportsand perform updates of information entered. Thisreport
detailsall the ltemsreceived. Check thisreport for errorsbefore updating theinventory. Make changes
if necessary. If al transactionsare accurate, press< Enter> to continueand enter ' Y ES ' to proceed.
\etstar moves to the Inventory Transaction Update Screen.

Inventory Transaction Update Screen

Thisfunction updatestheinventory itemsto reflect al itemsjust received and item detail quantity-on-
hand and quantity-on-order totas, deleting the detail transactions. Onceinventory itemsare updated,
any changes must be made through adjustments.

Inventory G/L Summary Report Screen

Thisreport printsthetota value of your receipted items, and how they will effect your general ledger.
Check thisreport for errors before updating to the general ledger. Make changesif necessary. If all
transactions are accurate, press< Enter> to continue and enter ‘Y ES' to proceed. \etstar movesto
the Inventory G/L Summary Update Screen.

Inventory G/L Summary Update

Thisfunctionmovesall G/L Summary information to the genera ledger to reflect theinformationfrom
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the G/L Summary Report.

Inventory Transfer Entry

Option #2 from the Data Entry & Activity Reports Menu

Thisfunction transfersinventory items between warehouses.
NOTE: Inventory itemsthat are depleted from multiple warehouses must bereceived inthe
main warehousethefirst timeinventory isreceived for that item. It canthen betransferredto

the other warehous(s).

Reference: Enter auniquereferencelD for thetransfer. ThisID canbeupto 7 characters, aphaor
numeric.

TransDate: Enter thedate of thetransfer, or accept the current datethat defaults.

FromW/H: Enter thewarehouse codefromwhichtheitemsare being transferred. Themain
warehouse code will defaullt.

ToW/H: Enter thewarehouse codetheitemsto whichtheitemsare being transferred.

Item Code: Enter theitem codefor thetransfer.

Description: Theitemdescriptiondisplays. No entry required.

UM: Theunit of measuredisplays. No entry required.

Qty Trans: Enter the quantity to betransferred between the warehouses.

OK? (Y,<Cancel>): Enter “ Y” if thislineof informationiscorrect.

Enter additional itemsto betransferred. Press< Save> until cursor returnsto the Reference” field. If
therearemoretransactions, enter anew reference | D for another transaction. When all transactionsare
completed, press< Save> until the Inventory Transaction Report Screen. Follow theinstructionsfor

Inventory Receipts Entry inthe previous section for the I nventory Transaction Report, I nventory
Transaction Update, Inventory G/L Summary Report, and the Inventory G/L Summary Update.

Inventory AdjustmentsEntry
Option #3 from the Data Entry & Activity Reports Menu
Thisfunction changesthetota count of aninventory item.

Reference: Enter auniquereferencelD for the adjustment(s).
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Tran Date: Thesystemdefaultsto the current date, or enter aspecific date.

W/H Field: Thesystemdefaultsthe mainwarehouse code, or enter avalid warehouse code.
Item Code: Enter theitemcodeto transfer.

Description: Theitemdescription displays. No entry required.

Location: ThewarehouseID displays. No entry required.

UM : Theunit of measuredisplays.

QtyAdj: Enter the quantity to be adjusted inthiswarehouse.

Cost: Enter the cost (per unit) for thisitem. A cost must be entered so \etstar can track theinventory
vaue aswell astheinventory count accurately.

Reason: Enter thereasonfor thisadjustment. Thisisamandatory input field.
OK? (Y, <Cancel>): Enter“Y” if thisline of informationiscorrect.
Continueto enter adjusted countsto other itemsfor the samewarehouse. When dl dataentry is
completed, press<Save> until cursor returnsto the“Reference” field. If there are moretransactions,
enter anew reference | D for another adjustment transaction. When completed, press< Save> or
<Cancel> toleavethelnventory Adjustment Entry screen.
NOTE: Whenexiting thelnventory Adjustments Entry screen, the system doesnot
automatically proceed to the report and update screens. Select the Inventory Transaction

Report / Update and the Inventory G/L Summary Report / Update optionsfromtheData
Entry & Activity Report Menu.

Inventory- On - Order Entry

Option #4 from the Data Entry & Activity Reports Menu

Thisoption allowsyou to enter information on inventory itemswhich areon order, but not received.
Reference: Enter auniquereferencelD.

Tran Date: Defaultsto the current systemdate, but can be changed.

WI/H Field: Defaultsto the main warehouse code, or enter any valid warehouse code.

Item Code: Enter theitem codewhichisonorder.

Description: Theitemdescriptionwill bepulledin. No entry required.
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UM: Theunit of measurewill bepulledinto thisfield. No entry required.
P Qty on-Ord: Enter the purchase quantity in unitson order (beforeit isconverted to selling units).
UM Conv: Theconversionfactor of theitemwill bedisplayed. No entry isrequired.

SQtyon-Ord: Thequantity of selling units (after the conversion factor) will bedisplayed. No entry is
required.

OK? (Y, <Cancel>): Enter“Y” if thisline of informationiscorrect.

Enter additiona itemson order for thiswarehouse. When all dataentry iscompleted, press< Save>
until the* Reference” field isat thetop of the screen. If thereare moreitemson order enter anew
reference | D for another quantity-on-order transaction. When completed, press< Save> or <Cancel>
to leave the Inventory Quantity-On-Order screen.

NOTE: When exiting the | nventory-On-Order Entry screen, the system does not
automatically proceed to thereport and update screens. You will need to select the
Inventory Transaction Report / Update and the Inventory G/L Summary Report /
Update optionsfromthe Data Entry & Activity Reports Menu

Inventory Receiving Report
Option #5 from the Data Entry & Activity Reports Menu

Thisreport will show you al the current receipting activity ininventory. By current meaning all itemsthat
have been received today through I nventory Receipts Entry but have not been updated (next
paragraph). Oncedl the updates are completed, thisreport will show no activity.

Inventory Transaction Report / Update
Option #6 from the Data Entry & Activity Reports Menu

Thisisatwo step function that generatesareport showing the activity ininventory, and then takesyou
to anupdate screen, Inventory Transaction Update, which will updatetheinventory records. This
functionisidentical to thefirst two stepsyou aretaken through when you exit I nventory ReceiptsEntry
and Inventory Transfer Entry.

NOTE: Whenentering datathrough I nventory AdjustmentsEntry (option #3 fromthe

Data Entry & Activity Reports Menu) and I nventory-On-Order Entry (option #4) this
function must be selected to generate areport of the dataand to update the datato inventory.

Inventory G/L Summary Report / Update
Option #7 from the Data Entry & Activity Reports Menu

Thisisatwo step function that generatesareport showing thetota vaue of theinventory activity (which
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will post to the general ledger), and thentakesyou to an update screen, Inventory G/L Summary
Update, whichwill update those valuesto the general ledger. Thisfunctionisidentical to thefina two
stepsyou aretaken through when you exit | nventory Receipts Entry and Inventory Transfer Entry.

NOTE: Whenentering datathrough Inventory Adjustments Entry (option #3 from
the Data Entry & Activity Reports Menu) and I nventory-On-Order Entry (option
#4) select thisfunction to update the datato the genera ledger files.

Purchase Order Entry
Option #8 from the Data Entry & Activity Reports Menu

Thisfunctionalowsyouto enter your purchase ordersfromtheinventory module. Itisherefor
convenience. For further information onthe purchase order functions, pleaserefer to the ATC Purchase
Order User'sManual.

Purchase Order Print
Option #9 from the Data Entry & Activity Reports Menu

Thisfunctionalowsyouto print any or all purchase ordersdirectly fromtheinventory module.
It issmply herefor convenience. For further information on the purchase order functions, pleaserefer
tothe ATC Purchase Order User’'sManual.

Transfer Casesto Units
Option #10 from the Data Entry & Activity Reports Menu

PHI]I'!.' - IC TRANSFER SAME WHARE- CASE BREAKUP MEE
Edit “iew Help

ole| sze £ 2= Bfs BlEls] 2|

Inventory Case Breakup

reference: I from w/h:

tran date: to w/h:

qty o
1n#t item code description um trans k

Thisfunction alowsyou to transfer oneitem code quantity to another item code asadifferent quantity.
Thisisdesigned to alow for case break-ups. Example: Pet food. Y ou may have oneitem code
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representing acase of dog food, and another representing per can.
Reference: Enter auniquereferencelD.
Tran Date: Enter thedate of thistransaction. Thesystemdefaultsto the current date.

FromW/H: Thistypeof transactionisonly alowed inyour mainwarehouse. The systemwill default
thewarehouse code. No entry isrequired.

ToW/H: Thesystemdefaultsto the mainwarehouse. No entry isrequired.
# REMEMBER: If youareadding, Press<Add>.
Item Code: Enter theitem code of the caseitem.
Description: Theitem code descriptiondisplays. No entry isrequired.
UM Unit of measurewill default fromtheitemcodefile. No entry isrequired.
Qty Trans: Enter the quantity of casesthat are being broken up.
To Item Code: Enter theitem code representing thissame product asindividual units.
Desc: Thenew item code description displays. No entry isrequired.
New Quantity: Enter thequantity of thisproduct inindividua units.
When you have completed thistransaction, press<Save> until the systemtakesyou to thelnventory

Transaction Report screen. Thesystemwill take you through the four stepswhich will automeatically
generatethe necessary reportsand updates.

Change Expiration Date
Option #11 from the Data Entry & Activity Reports Menu

Thisfunction allowsyou to change the expiration date on anitem code, based onthegroup it was
purchasedin.

War ehouse Code: Enter thewarehouse codewheretheitemislocated.
Item Code: Enter theitem codeto changeitsexpiration date.
Thescreenwill display al the quantities of thisitem code. They will be grouped asthey werereceived.

Movethe cursor to the expiration field, then press<Enter> to go to the group to change the expiration
date. When completed, press<Save> to return to theData Entry & Activity Reports Menu.

365
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PHYSICAL INVENTORY

Option #5 from the Inventory Control Master Menu

'}'3" PROIY - Inventory Menu - Physical Inventory

Edit “iew Help

R-l-dE e -

A4 |E = hasEho

%

Enter Selection: r_w

‘ Phuysical Inventory

Physical
Physzical
Physical
Physical
Physzical
Physical

Physzical

ot 8 NI e

Physical

Inventory Status Update
Count Sheet Print

GCount Data Entry

Gount Transaction Listing
Inventory Exception Listing
Inventory Uariance Report
Inventory File Update

Inventory Clear

Thismenu allows adjustmentsto al inventory items. Whenal the physical inventory sepsare
completed, \Etstar will update theinventory recordswith an accurate count and adjust for any dollar
value differencesto theinventory records and the general ledger records.

NOTE: Inmost instances, acompany would want to performaphysical inventory onan
annual basis. Placing apassword on thismenu will discourage any accidental activity here.
Pleaserefer to the SystemsManual for instructions on adding passwords.

Physical Inventory Status Update
Option #1 from the Physical Inventory Menu
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g4 PROIY - Physical Inventory - Start Screen

Edit Wiew Help
'S i RER AL B S o 7

Phyzical Inventory Status Update

While a Physzical Inventory iz in processz,. on—hand
guantities for the warehoused(s>» involved cannot he
changed. You will not he able to perform any function
which wonld adjust the inventory items in these
wvarehouze(s» until the Physical Inventory process
iz complete.

Pleaze make szure that the Inventory Transzaction Update
has heen performed before proceeding.

Warehouse: ﬁLL

Enter YES to Continue:

Thisisthe FIRST step inphysical inventory processing.

Thissdlectionwill “lock” theinventory recordsat their current value until all the physical inventory steps
have been completed.

NOTE: No client billing should be done until the physical inventory iscompleted! No
inventory receipting, transfersor adjustments can be done while running thisfunction.

War ehouse: Enter the specific warehouse codefor the physical inventory. Enter “ ALL” if doingdl
warehouses.

Enter YESto continue: Enter “YES’ to continue with the physical inventory, or press<Cancel> to
cancel.

Physical Count Sheet Print

Option #2 from the Physical Inventory Menu

Thisisthe SECOND step of the Physical Inventory processing.

Thissdection printsalisting of al theinventory itemsfor the warehouse(s) that were choseninstep one.
Theright hand columnisfor entering the physical count for eachitem. Asmany sheetsasrequired can
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be produced and then distributed to theindividualswho will be counting theinventory.

War ehouse Code: Enter thewarehouse code for which you would liketo produce acount sheet. The
systemwill default to the warehouse code selected in step one.

From Item Location: Enter theitemlocationto sart from.
Toltem Location: Enter theitemlocationto end at.

AlphaOrder: Enter“Y” to producethereport in aphabetica order by theinventory item description.
Enter “ N” for the order to be by item code.

OK?(Y,<Cancel>): Enter “Y” to accept and print the count sheet. Press< Cancel> to cancel.

Physical Count DataEntry
Option #3 from the Physical Inventory Menu

_PHI]I‘-I" - Physical Inventory Data Entry - |2l x
Edit Yiew Help
ee | BRALS B bt me|

Physical GCount Data Entry
Ualue Physical Inventory Baszed
On Entered Cost Below: N
Warehouse: @81 HOSPITAL SUPPLY
Item Code: Acepromazine 25mg

Phyzical Count: 439 .88 On Hand: 456 .98

Most Recent Price Paid: .178
Highest Acquisition Price: 191
Heighted Average Price: 168
Price for Adjustment: 168

OK? <¥.<{Cancel>>: I

Thisisthe FOURTH step inthe Physical I nventory processing,
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The THIRD stepisthe actual counting of all your inventory items. Oncethe counting hasbeen
completed, usethis selection to enter the new countsfrom the count sheets. More than one user canbe
inthisscreen at onetime. Anitemcan bere-entered to change acount.

Value Physical Inventory Based on Enter ed Cost Below: Thefield will displaya“ Y” ifthe
“Physical Inventory” flagissetto“ Y”, or “ N” if theflagissstto“ N” . If theflag hasbeensetto“Y”,
thenthe adjusted item’s purchase cost can be changed inthe“Pricefor Adjustment” field. If theflag has
beensetto” N”, thenthe adjusted item’'s cost isautometically the weighted average price. Reference:
Chapter-Installation Defaults-Inventory Flag Screen.

War ehouse: Enter thewarehouse codeto enter the count.

Item Code: Enter theitemcodelD. A <Window> isavailablefor lookup.

Physical Count: Enter the quantity of theitem.

On Hand: Theonhand amount of theinventory itemisdisplayed. No entry alowed.

Most Recent PricePaid: Thecost of theitem fromthe most recent receipting of it.

Highest Acquisition Price: The highest acquisition pricetheitem hasever been receipted at.

Weighted Aver agePrice: Theaveragepriceof theitemthat factorsin quantity of theitemat each
price.

Pricefor Adjustment: If thefield*“VauePhysical Inventory Based on Entered Cost Below” is*Y”,
then enter the cost for the adjusted items. If thefieldisset to“ N” , the cost will default astheweighted
average price, and no entry isalowed.

OK?(Y,<Cancel>): Enter “Y” to accept, or press<Cancel>to cancel. Thecursor will returnto the
“Item Code” field for moreentries. To fully exit the screen, press<Save> or <Cancel>.

Physical Count TransactionListing

Option #4 from the Physical Inventory Menu

Thisisthe FIFTH step in Physical Inventory processing.

Thissdlection printsout alisting of theinventory items and the new countsthat wereinput inthe
previousstep. Usethisreport to check over theinventory items’ new counts.

Physical Inventory Exception Listing
Option #5 from the Physical Inventory Menu

Thisisthe SIXTH step in Physicd Inventory processing.

Thisselectionwill generate areport of any itemswhere aphysical inventory count wasNOT entered in
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Physical Count Data Entry, but theitemisavalidinventory item. Review thisreport for itemsnot
counted. If thereareitemswhich have been missed, go back to step FOUR - Physical Count Data
Entry, Option #3 fromthe Physical Inventory Menu - and enter theitemsfromthisreport withtheir
correct count.

NOTE: Thisreport canbererunanytime prior to the physical inventory update step.

OK?(Y,<Cancel>): Enter “Y” to accept and print the count sheet. Press< Cancel> to cancel.

Physical Inventory Variance Report
Option #6 from the Physical Inventory Menu

Thisisthe SEVENTH step inthe Physicd | nventory processing.
Thissdlectionwill generate areport listing the variance in theitemswhere countswere entered.
NOTE: Thisreport canbererunany time prior to the physical inventory update step.

List by (W)arehouseor (I)tem Sequence: Enter a“ W” to havethereport list by warehouse. Enter
an“l” to havethereport list by item code.

Item Cost: Enter theitem’sunit cost. Thiscost will be used by the systemIFthereisavarianceinthe
physicd inventory count and the original count.

OK?(Y,<Cancel>): Enter “Y” to accept, or press< Cancel> to cancel.

Physical Inventory FileUpdate
Option #7 from the Physical Inventory Menu

Thisisthe EIGHTH step inthe Physical Inventory processing.

Thissdlectionwill update theinventory recordsto reflect the countsentered for theinventory itemsand
eliminatethe previouson-hand count. It will aso updatethe general ledger. Thisupdatewill takeyou
throughthefollowing screens:

I nventory Transaction Report
Inventory Transaction Update
Inventory G/L Summary Report
Inventory G/L Summary Update

These screensarethe same asthe onesfrominventory receipting and other inventory dataentry
functions.

Thesefunctionswork thesamein physical inventory, generating reportsshowing theinventory activity
and G/L activity, and updating that informetion.
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Inventory Transaction Report

Thisreport will show thetransactiontype (“A” for Adjustment), thereferencel D, thetransaction date,
thewarehouse code, theitem code, the item description, the quantity purchased (amount over the on-
hand), the quantity sold (amount under the on-hand), the cost (theitem cost entered at Physical
Inventory Data Entry), the extension (the adjusted dollar value of theitem)

Pur chase Or der ReceiptsListing
Thisreport will not show any activity. Itisautomeatically generated by \etstar whenthe
Inventory Transactions Report isprinted. Inthecaseof physical inventory, thisreport doesnot

apply, and will be printed with 0.00 values.

NOTE: Review thelnventory Transaction Report for accuracy before proceeding!

Inventory Transaction Update

PressRETURN to continue,/to exit: Pressthe<Enter> key to continue, the <Cancel> key to
exit;

Enter YESto proceed: Enter “YES’ to updatetheinventory records. Theinventory recordswill be
updated to reflect physical inventory changes.

Inventory G/L Summary Report

PressENTER to continue, / to exit: Press<Enter> to generatethe Genera Ledger Summary
Report. Thisreport will show thetota dollar value changeininventory fromthe physical inventory
processing. It displaysthe generd ledger codes, the G/L code descriptions, thetotal debit, thetotal
credit, and the period and report totals. Thisistheamount of changein your inventory value based on
theunit cost entered in Physical Inventory DataEntry.

NOTE: If thephysical count waslessthan the on-hand, thisvaluewill beacredit to the
inventory asset account. If the physical count wasgreater than the on-hand, thisvauewill bea
debit to theinventory asset account.

PresseENTER to continue,/to exit: Press<Enter> to continue, or press<Cancel> to exit.
NOTE: To print additional copiesof thisreport prior to updating, press< Cancel> to

cancel. The system proceed to the Data Entry & Activity Reports Menu. Select Option #7
and rerunthereport.

Inventory G/L Summary Update
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If thisreport isrerun, the sysemwill proceed to the Inventory G/L Summary Update screenupon
completion of thereport.

PressENTER to continue, / to exit: Press<Enter> to continue, or press< Cancel> to exit.
Enter YESto proceed: Enter“ YES' to updateyour generd ledger.

NOTE: Whenthisupdateiscompleted you will bereturned to the Client/Patient Processing
screen. You need to returnto the Physical Inventory Menu to completethe NINTH and final

step.
Physical Inventory Clear
Option #8 from the Physical Inventory Menu

ThisistheNINTH and FINAL step of physical inventory processing. It will releasetheinventory
records, and allow dataentry againgt inventory.

PresseENTER to continue, / to exit: Press<Enter> to release the records, or press<Cancel> to
exit.
MONTH / YEAR END PROCESSING
Option #6 on the Inventory Control Master Menu
Thissdectionwill clear themonth-to-date or the year-to-date inventory itemtotals, moving theminto
theyear-to-date, or the previousbalance fieldsrespectively. Runtheltem Activity Report before
proceeding withthis.
(M)onth- or (Y)ear-End Update: Enter“M” for month-end. Enter “Y™” for year-end.
Enter YESto proceed: Enter “ YES’ to proceed withthisupdate.
NOTE: TheMonth-End function must be done at thelast day of each month, before any
new billing, to be accurate.
CREDIT RETURNS INQUIRY / DELETE

Option #7 from the Inventory Control Master Menu.

Thissdection displaysthe credit returnscurrently inthe inventory records, and deletesthose credit
returnswhich have been accepted by the vendor.

Inventory Code: Enter theinventory item codefor whichto view activity (transactions performed
today). The<Window> isavailableto search. All credit returnsdisplay ininventory itemcode order.
Oncean appropriateitem codeisentered, the screenwill display the credit returninformation relating to
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that item code, including theitem code, theitem description, the date of the credit return, vendor name,
quantity returned, per unit cost, and the extended price/cost.

Once confirmation fromthe vendor has been received that acredit or arefund for the credit return has
beenissued, deletethat particular transaction fromthisscreen.

COST / SELLING PRICE ANALYSIS MENU

Option #8 from the Inventory Control Master Menu.

Thisoptionisfor those users not using the automatic price update feature availablein\&tstar. 1f the
“Update Inventory Prices’ flagissetto“ N” inthelnventory Flag Screen, usethese stepsto updatethe

inventory items pricing asthe costsincrease. For moreinformation onthe\etstar Installation,
Reference: Chapter - Installation Defaults.

Last PricePaid Analysis
Option #1 from Cost/Selling Price Analysis Menu

Thissdlectionfirst runsan updateto find thelast price paid for anitem and then proceedsto the
AnalysisInquiry screen, displaying thelast price paid and the recommended charge.

Item Code: Enter theitem codeto view pricing and recommended chargeson, or press< Enter> to
view dl itemswhich the system recommends aprice change on.

NOTE: Theonlyinventory itemsthat will display arethose where the cost multiplied
by itsmark-up factor (defined on the Inventory Item File Maintenance Screen) is
greater thanthe current procedure charge.
Line: Identifiestheline number of eachitem. No entry required.
Code: Theitemcodedisplays. No entry required.
Item Description: Theitemdescriptiondisplays. No entry required.
Last PricePaid: Thelast pricepaid for thisitemdisplays. No entry required.
Procedure Charge: Theamount currently charged for thisprocedure. No entry required.
Recommended Char ge: Therecommended chargefor thisinventory item, based onthe mark up

factor, the cost of theitem, and the current charge of theitem, will display. Press<Change> to access
the“Recommended Charge” field. Increase or decrease the new recommended charge before

updating.

Analysisinquiry
Option #2 from Cost/Selling Price Analysis Menu
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Thisisthe screenthat option#1, Last Price Paid Analysis, takesyou to automatically. However, the
updateto determinethe most recent last price paid isnot run asthe Last Price Paid Analysisdoes.
Whenthisoptionissdected, theinformation displayed isonly ascurrent asthelast update. Therefore,
if the item has been receipted recently, thisoption will not show the recent price paid. Instead, it would
display the pricefromthe last timethe Last Price Paid Analysiswasrun. Press<Change> to access
the recommended chargefield.

Price Change Report / Update
Option #3 from Cost/Selling Price Analysis Menu

Thisselection will first generate areport of the recommended price changeswhich were displayed for
editinginthe Last Price Paid Analysisor Analysisinquiry.

After thereport has been runand reviewed, the system display aprompt to update the price changesto
\etstar.

Enter YESto continue./toexit: Enter“ YES’ to continue withthe update.
Best Pricelnquiry
Option #4 from Cost/Selling Price Analysis Menu

Thisselection displaysthe prices paid for aninventory item, with the best price (lowest) being displayed
onthefirgt line, and theworst (highest) price displayed onthelast line.

Inventory Code: Enter theinventory item code on which to view pricing.

Code: Inventory item codedisplays. No entry required.

Date: Thedatethisitemwasreceived displays. No entry required.

Vendor: Thevendor fromwhomthisitemwas purchased displays. No entry required.
Qty: Thequantity purchased displays. No entry required.

Price: Thepricepad (per item) displays.

MULTI-WAREHOUSE MENU
Option #9 from the Inventory Control Master Menu.

Create All Warehouse/ltem Files
Option #1 from the Multi-Warehouse Menu
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Thissdlectionwill immediately create/update all itemfilerecordsin all warehouses upon selecting this
option. Theupdatereadsthe“ MultipleWarehouse’ field inaninventory itemfile. If anew inventory
item has been added, to make it availableto all warehouses, thisupdate needsto berun.

Change Reor der Infor mation For Doctor War ehouses
Option #2 from the Multi-Warehouse Menu

Thisselection allowsfor changesto thereorder information for anitemor multiple itemswithout having
to accesstheinventory itemfile.

Item Code: Enter theitemcodeto alter.
Name: Thedescription of theinventory item code will be displayed. No entry isrequired.

Reorder Point: Enter the new reorder point for thisitem. Thereorder point isthe remaining count of
thisitemwhenit isnecessary to reorder.

Reorder Quantity: Enter theamount to reorder for thisitem.
Reorder Time: Enter theinterval, indays, after thisitem hasbeen ordered.

OK?(Y,<Cancel>): Enter“Y” to accept, or press<Cancel> to cancel.

Inventory On Hand By War ehouse
Option #3 from the Multi-Warehouse Menu

Thissdlection displaysthe quantities available in each warehouse of aninventory item.
Inventory Code: Enter theinventory itemcodeto view.

Code: Theitemcodedisplays. No entry required.

Description: Theitemdescriptiondisplays. No entry required.

Ware: Thewarehouse codedisplays. No entry required.

Qty On Hand: Thequantity onhandinthat particular warehouse displays. No entry required.

Exp. Date: Theexpirationdate of theinventory itemsinthat particular warehouse displays. No entry
required.

Lead Time: Thelead timefor thisitemfor the mainwarehouse, only, displays. No entry required.
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