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Chapter 1 - Setting Up and Getting Started with OIO 
 

1. When you first open OIO you will see a screen that shows OIO tips.  These tips can be turned off if you prefer not to see them either by 
un-checking the box here or in ñSet User Preferencesò.  

 
 

2. You will want to set your preferences by clicking on the ñSet User Preferencesò button on the right bottom side of the main screen.  
Please refer to the separate ñSet User Preferencesò instruction section (Chapter 2) for help setting up your preferences. 

3. In the center section of the OIO main screen, you will see a list of data tables used by OIO to create the interactive functions that OIO 
utilizes.  When you click on any table, you can then add or edit the table entries (in case you want to change the wording or spelling, 
etc.).  

 
4.  
 a. The ñSuppliesò table is discussed in detail Chapter 3, ñAdding New Supplies before Placing Ordersò. Please refer to that section for 

more information. You may want to look at the Supply screen briefly before continuing as many of the  set up options refer to information 
that is saved for each supply. 

 b. The ñSupplierò table already contains records for many of the frequently used Orthodontic suppliers.  You can easily delete 
suppliers you do not want to use ï or click the obsolete button to keep them from appearing on your order screen supplier drop down list 
(but maintain their history). To add a new supplier, simply type the name in the first field and click ñAddò.  
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1. Be sure to enter your ñAccount Numberò, ñAddressò, ñPhone Numbersò, etc.. 
2. The ñE-mail Address ñentered here is the email address to which you send your orders. Usually this is your repôs email address. 
3. The ñWeb URLò address will be preloaded in OIO for many common Orthodontic suppliers.  If you wish to add a new one we 

suggest you go to the supplierôs website on the internet and then copy and paste the appropriate URL address in this field.  A 
bottom at the bottom of the ñ Orders ñscreen  will then allow you to go right to the supplierôs website. 

4. If you check the ñObsoleteò box, this supplier will no longer be available from the drop down list of suppliers in the order screen.  
Any purchase history from this supplier will remain however, and you can uncheck the box at any time to reactivate the supplier.  

5. Checking the ñInclude Shipping and Handlingò box will put a line item on your PO for the shipping and handling to appear.  You 
will be prompted to enter a S&H amount when you place your order.  You can also add S&H in the ñPost Order Received Dateò if 
you donôt know the amount at the time of order placement. 

6. The ñCC E-mail Addressò can be used to send an emailed copy of your purchase orders to the office manager or the doctor. 
7. For OIO users from outside the USA, you can set the invoiced ñCurrencyò for a specific supplier here.  Your home (default) currency 

is set up in ñSet User Preferencesò.  OIO will help you calculate the home currency price to make the currency amounts on your 
reports consistent to your home currency values no matter what currency the supplies were invoiced in. 

8. The ñDiscount %òbox will allow you to enter a percentage discount that this supplier always gives you ï for all supplies you order 
from them.  If you use this discount % please be sure to enter prices for supplies (in the supply screen) as the full retail price 
because OIO will calculate the discounted supply price off the price in the supply price field.  It is often better not to use this and 
simply to put ñyourò net price for each supply into the supply card price field.  You can consider this your regular price and use 
discounted pricing to mean ñBuy one get one freeò or other true discount offers. 

9. The ñTaxò field allows you to put in the tax you are always charged from this supplier.  You can say yes to a pop up that will ask if 
you want to set all supplies to this tax and then if some items you purchase are non-taxable, simply change the tax on those items 
(in their supply card) to zero. Hint: you can change multiple supplies to tax exempt at once in the ñEdit Fillò screen which is 
discussed in item ñxò 

10. Entering your ñRepresentativeôs Nameò will help other employees know who you work with. 
11. The ñCommentsò section allows you to save a comment that will appear in your Order Screen.  An example might be ñFree 

shipping with $100 order ï oròCheck for coupons available before ordering.ò  
12. The ñOrder Typeò is the method you most commonly use to send your orders to the supplier.  This can be changed in the order 

screen if you wish to override this default. 
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13. The ñDefault Shipping and Handlingò will set an amount that you are charged for every order from the supplier.  For instance if 
shipping is always $22 you can enter that here and it will automatically show on your PO.  You can override the amount in the Post 
Order Receive Date screen if the invoice says a different amount. 

14. The ñGroup Nameò is used if this supplier is part of a group from which you purchase.  Assigning a group will allow you to print the 

purchases history report entitled ñChart of Accounts/Category/Findò with the option to only include purchases for the suppliers who 

belong to the group.  

DISCOUNT COUPON TRACKING BY GROUP OR INDIVIDUAL SUPPLIERS: We have heard from many offices that they would like to 

be able to know what the value of their unused buyer coupons are at any given time. This OIO feature  requires very little 

additional set up work on the part of users. Please view the reports section to see the resulting Coupons Earned/Used Report.  

First:  You will set up the Suppl ier, multiplier and eligible supply categories.  This only needs to be done once. Choose Supplier Groups from the 
lower right in the Supplier Screen ð òAdd/Edit Group and Coupon Categoriesó OR from the main screen (middle section).  

 
 
OR 

 
 
A screen like the one below will open:  
 1. The group UOBG was chosen (or could have been added if not already on record) 
 2. The Supplier GAC International was added to the supplier group  
 3. The multiplier for GAC was set at .45  
 4.  The categories òBandsó and òBracketsó were chosen as the categories to which eligible purchased supplies (that make up the coupon 
pool dollars) are assigned. Hold down the CTRL key while choosing if more than one category is desired. Note that you will need to make sure that all 
eligible  supplies, bands and brackets in this case, are assigned to the chosen categories.  You can easily do this through the Edit/Fill  Data feature 
(reference òxó below). 
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Second:  You can record coupon usage either when you receive the òcouponó supplies and see that they were sent as free or discounted coupon 
orders, or initially when you order supplies to be paid for with coupons.   At the time of order (Ordering Screen) click on the new òAdd Coupon Orderó 
button  and follow the screen prompts. Through  the òPost Order Received Dateó screen click on òSet Item as a Couponó. You will be prompted to 
enter the coupon price which might be zero or it might, for instance, be 15% off the regular price. It is very important that you use the  òSet Item 
as a Couponó button inst ead of simply reducing the price as you do to record discounts if the purchase uses coupons for payment so that the 
information will appear on your Coupons Earned/Used Report as shown below.   Both Discounts and Coupons purchases will appear on the 
òDiscount Reportó (under the Reports/Financial tab) but only Coupons will appear on the òPO History for Coupons Earned & Usedó Report.  (We 
separated them because often discounts are just 2 for one type discounts and donõt utilize earned coupons for payment). The Buttons that set 
Coupons for the Order Screen or the Post Order Received Date screens are shown below:  
 

 
 
Now letôs look at the rest of the ñEnter/Edit/View Office Data ñtables. The red letters c-x, correspond to the sections in the following instructions: 

instructions.  
 

 c.  The ñOffice Locationsò section allows you to set up each of your offices (if you have purchased a multiple office license).  Note 
that you can also set up separate ship to address in the ñShip to Addressesò list.  The screen that will open looks like this: 
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  1. The ñAnnual Budgetò amount is used for financial reports to compare your actual spending to the amount budgeted. Note 

that budgets can also be set up for Departments.  See Departments (j).  
  2. The ñOffice Quantity Splitò is only used if you have set your preference to allow multiple office quantity splits, and you 

wish to allocate a constant percentage to each office.  This is not useful to most offices as most do ordering and receiving of actual 
quantities desired per office (not as a percentage of the total).   

  3. The ñHome Officeò box is checked if this is the main office. This home address becomes the default billing address and 
the default ship to address if no other address is entered in the ñShip to Addressesò section and chosen in the order screen as the ship to 
address for the particular purchase order. 

 
 d. The section for ñStorage Locationsò allows you to specify where supplies are stored.  Note that in multiple office systems you will 

want to keep the locations more broad so that they can apply to any office such as ñOffice Closetò  rather than something like ñCindyôs 
cabinet shelf 1ò. A report can be printed from the ñPost Order Received Dateò screen that will allow you to see what supplies were 
received and where they should be put away. The Suggested Order reports can also be sorted by storage locations to assist you in order 
preparation. 

 e. The ñPayment Methodsò table allows you to store information about your credit cards.  The default password is ñOIOò.  To change 
the password please click on the ñSet User Preferencesò button on the right side of the main screen and then on the ñChange Credit Card 
Accessò button in the lower section.  Please be sure to remember your new password!!!!  Once into the payment methods area you can 
set up the necessary information about each credit card. 

 
 
 f. ñShipping Methodsò allow you to tell OIO how your supplies are shipped - USPS, UPS, FedEx, etc. and keep track of costs by 

method using the ñShipping and Handling Costsò report under the ñFinancialò tab of reports. 
 g. Use the ñShip to Addressesò to set up an address other than your billing address for shipments.  The shipping address and billing 

address will both show up on your POôs (purchase orders). In the Order Screen (center area) there is a drop down field for you to choose 
which address to ship a PO to. 

 h. i. & j.   ñCategoriesò and ñDepartmentsò help in defining and sorting information on reports and drop down lists.  The categories used 
should be more specific such as, ñBracketsò, ñBandsò, Disposables, etc. whereas the departments are meant to be broader such as 
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Clinical, Office, Marketing, etc. The Department screen allows you to set budgets for each department separately.  The total should equal 
the total budget you set up in the Office Locations screen.  

 
 
ñChart of Accountsò (COA) refers to the general ledger chart of accounts that your bookkeeper posts the costs of supply purchases to in 

QuickBooks or other accounting software.  You will want to work with that person to set up a specific COA (chart of accounts) for each 
supply so that every time it is ordered, the bookkeeper will know which account to post the purchases to in accounts payable.  You will be 
able to print a ñBookkeeperôs Reportò from the ñPost Orders Received Dateò screen to give to the bookkeeper with your packing slip or 
invoice to help her know the appropriate cost breakdown. Using this feature of OIO will greatly improve bookkeeping posting consistency.  
It can also help to identify shipping and tax costs. ï and even supplies subject to ñUse Taxò by setting up COAôs for ñtaxableò and 
ñnontaxableò clinical supplies for instance. 

 

 
 
 k. In the ñEmployeesò table you can enter or edit employees who will use OIO. A calendar can be set up for each employee and a 

unique email message can be added for each employee.  For multiple office users, assigning a default office to each employee will allow 
OIO to know which office should be chosen when that employee enters s the ñOrdersò screen or ñAdd Sticky Notes ñscreen.  Note: you 
must set the preference to require employee ID for ordering if you want to be able to record purchases by employee and see purchase 
history reports by employee. (See ñSetting User Preferenceôs section ï Chapter 2)  An ñEmployee Passwordò can be set up and changed 
here.  This password will be used in conjunction with the ñEmployee Permissionsò screen where users can set up OIO to require a Log-in 
for use. See ñmò.  
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. l. The ñEmployee Time Offò feature will allow you to keep track of employeeôs vacation, personal and sick time if desired. The default 

password is OIO.  It can be changed in the ñSet User Preferencesò screen by clicking on ñChange Employee Permissions PWò. 

 
 m. ñEmployee Permissions & Log-inò allow you to set OIO user permissions by employee and require a log in on opening OIO.  Some 

employees may be granted full access to OIO while others may be allowed access only to Sticky Notes, for instance. To setup user 
permissions you will need to click on òEmployee Permissionsó (middle section main screen)  and enter a password.  The default 
password is òOIOó.  If you change the òEmployee Permissionsó screen entry password (which is done in the òSet User Preferencesó 
screen as shown above), please be sure to remember it or write it down in a safe place.  
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 1 - Once you have entered the employee permissions section you will need to put a checkmark in the box at the top right. When 
this is done, a òLog Inó button will appear above the òSet User Preferencesó button on the main screen. Employees will have to click the 
Log-in button  and enter their password  to open the OIO features they are allowed to access. If you want to turn the permissions lo g-in 
feature off, just uncheck the òEnable Password Control to OIO Functionsó box.  
 2 -All employees will first need to be assigned an ID  (their initials)  and password either thr ough the òEmployeesó drop down list 
or here in Employee Permissions.  Next, choose the employee you wish to set permissions for ,  highlight the functions you wish to allow  and 
then click on òSave Employee Permissionsó.  In the example below, Jessica is allowed to Add & View Sticky Notes, do General Editing and 
Edit Usage.    
 3 - If  an employee forgets their password you can reset it here by clicking on òGet Passwordó and typing a new one. òClear User 
IDó will clear the ID of the employee whose name currently appears in the drop down list. You will need to re-enter an ID for that 
employee to be able to log -in again however.  
 4 ð òClear Permissionsó will allow you to re-set an employeeõs permissions 
 5 - òSet Default Permissionsó will set all  employees up with the highlighted functions  profile .   Note that you will need to go back 
to t hose employees who are allowed to use more than just the default permissions, highlight the permitted functions and then clic k òSave 
Employee Permissionsó.  PLEASE BE SURE TO CHOOSE THE ADMINISTRATOR OR DOCTOR AND ALLOW òALLó FUNCTIONS so that at least one 
person can get to all areas of OIO ð including to turn Employee Permissions on and off ! 

  n. The ñForeign Currency Ratesò are used by offices with currency other than US Dollars and should be updated 
frequently.  This area allows you to specify the conversion rate for suppliers who are set up (in their Supplier record) to bill you in a 
currency other than the ñhomeò currency that you have set in the preferences screen.  The reason to do this is to allow your purchase 
history reports to record the total amount spent to be converted and recorded in your home currency even though the supplier may bill 
you in their ñhomeò currency.  An example would be an office that is located in Canada but gets supplies from a US company.  The order 
is placed in US dollars and invoiced in US dollars but you will want your purchase history reports to show how much you spent in 
Canadian dollars.   

  o. ñInteroffice Ordersò produces a list of supplies that you transferred from one office to another.  This function is only valid 
for multiple office users of OIO. The transfer is done in the ñAdd Sticky Notesò screen (Chapter 7) or using the barcode scanner and then 
uploading the scanned transfers thru the ñUpload Barcodesò screen (Chapter 8).   

 
 p. ñPackage Typesò allow you to edit existing or enter new package types. 
 q. ñSupplier Groupsò were discussed in the section titled ñSuppliersò (b). Group setup can also be accessed though clicking ñSupplier 

Groupsò here on the main screen. 
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 r. ñProduct Groupsò: We added the ability to save  a group of supplies with a òProduct Group ó name which can be used in Sticky 
Notes or in the Order screen to easily record a whole group of supplies at once.  This would be especially helpful for recording usage 
for Perpetual Inventory systems by choosing all  the supplies used for a specific procedure.  It also can be used to choose a whole group 
of supplies that are always ordered together. Be sure you r Product Group names are easy to recognize.  If you use groups for both 
procedures and standard orders you may want to  start you group name with òPGó (for procedure group) and òOGó (for order group) at 
the beginning of the Product Group name.  To set up new product groups, click on òProduct Groupsó from the main page 

 
The page below will open and allow you to  set up your group.  
 In this example please refer to the red letters for more information:  

 
a. In the Product Group field, we typed òFull Bond U+L ðMetaló for our group name and then clicked the òAddó button when it 

popped up.   
b.  This section lists the suppl ies available to choose.  In this example below we limited the list to just those in the category 

òArchwiresó because we had already chosen the brackets we needed.  You can use your control key to select multiple 
supplies at once and then click on the òAdd to Product Groupó button. 

c. Once supplies have been added to the group they appear in the section marked as òcó. 
d.  You can assign a usual quantity to the supplies in the product group by highlighting the supply, entering the quantity in the  

òOrder Qtyó box and then clicking the òSave Order Quantityó button (d).  When using the product groups in the Orders 
Screen or in Add Sticky Notes the assigned quantities can be edited if desired.  Note that if you do not assign a quantity to  
supplies in the group here in t his screen, when you use the group in Orders or Add Sticky Notes, the default quantity will be 
one ð even though it will not show here unless you assign the number one.  

e. You can also delete supplies from the product group by clicking òDelete from Product Groupó. 
f.  If <All> shows in the Category box then all supplies will be available to choose.  It is often easier to limit the list to th ose in 

the category you wish to work with.  We limited the list to the cate gory òArchwiresó in the example. 
g. The òFind Textó box allows you to search for only supplies with certain words or letters in the name ð such as ònitió which 

would bring up all supplies containing the letters ònitió.  
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h. After choosing a òCategoryó or òFind Textó range to work with you must click on òFind Suppliesó in order to display the 
limited list.  

i.  After finishing with the limited list, click on òRestore All Suppliesó to bring up the entire supply list again. 
j.  The òDelete Product Groupó will allow you to delete an unwanted group.  

Once your groups are set up they can be accessed in òAdd Sticky Notesó so you can use product groups for recording usage of all supplies 
used for a specific procedure. OR, in the òOrdersó Screen (just below the supply name) - choose the group, click on add, and the entire 
group of supplies will be added to your order list.  

 
 
OR 

 
 

 s. The ñPatientsò list is used with appliance tracking.  You can add patient names while you are entering ñTrackingò orders or here.  If 
you misspell a name you would edit it here. 

 t., u., v.  The ñAppliance Colors, Notes, and Dispositionsò are covered in detail in the ñAppliance Trackingò section. 
 w. ñEdit Usageò will produce a list of supplies used (taken out of stock) which can be edited for errors.  Note in the example below that 

the Caplin Hook was used at item level (Item Qty Out) and the other supplies were used at package level (Qty Out). 

 
 
 
 x. The ñEdit Fill Dataò Screen is a powerful mass editing feature:  
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A. In order to find supplies to edit you will need to click on the Find Supplies/Ref resh Button.   
B. The supplies will appear in the box section and can be sorted by Supplier, Supply, Category, COA, Dept, or Storage Area by 

clicking on the blue bar for each column.  As shown the list is alphabetical by Supply name.  Re-clicking on òSupplyó will 
resort the list Z -A.  

C. You can filter the list to contain only supplies that meet certain parameters or combinations of parameters such as 
Category, COA, Dept Storage area and Supplier.  You can also assign these parameters to groups or ranges of supplies by 
choosing from the drop down list and then clicking òAssign Category, COA, Dept or Storage. To get back to the whole list 
return the fields to <All>.  

D. Suppliers cannot be assigned in this section (only in the supply card itself) but you can use the Su ppliers drop down to limit 
the supply list to those from a specific supplier.  

E. The òFind Textó box will limit the list to supplies that contain a word or part of a word such as òcottonó.  Remember to 
click the òFind Supplies/Refreshó button to display your limited list based on the text you entered.  

F. Below the list of supplies there are check boxes which can also be used to limit the list.  You can Hide obsolete or show onl y 
obsolete.  Units per pack will show you supplies that come in packages of more than  one ð like a case of 10 boxes of gloves.  
This can be helpful to identify supplies that you may want to designate as òitem level enabledó so that you can reduce stock 
(usage) by item instead of full case, (i.e. order quantity = 1, for 1 case, but you may want to reduce stock by each box 
taken from the case instead of by a full case).  The tax exempt box will limit the list to only supplies that are designated (in 
the supply card) as tax exempt.  Last imported brings up only the supplies you last imported t o make it easier to work on 
completing information for supplies newly imported from excel spread sheets, such as category, dept, etc.. Remember that 
the òFind Supplies/Refreshó will need to be clicked to complete the display of the list and if you want to re-set the list to 
all supplies you will need to set all filters back to <All> and then click òFind Supplies/Refreshó.   Storage 2 will make the 
upper box labeled storage available to work with for the 2 nd area field.  

G. In the Fill/Copy Values section you c an type in values you wish to fill into the supply cards for multiple supplies at once.  In 
Multiple office settings this can be done for all or for individual offices.  This is especially helpful when the price chang es on 
all your bands, etc. It could als o be used to set fully stocked, reorder levels and order intervals for all brackets, etc.  

H. The Copy boxes should be checked to copy existing values for any of those fields from one office to another. To see what 
the existing values are, you can view the va lues in the section marked òLó.  

I. This section is where you would set which office you are filling or copying to or and which office from.  
J. Section J allows you to set values òonó or òoffó for Item Level, Obsolete, Override Perpetual Inventory, Selective Perpetual 

Inventory, and Tax exempt.  It will save a great deal of time to set tax exempt for all the bands at once for instance or to 
make a whole group of supplies from a particular supplier obsolete.  

K. Once you have the supply or supplies you wish to edit h ighlighted and the inventory switch option set (J) you will need to 
click on the òSet Inventory Switchó.  

L. This section is informational only so that you can see what the current values for a supply are.  In this example, Alginate 
Ideal Ortho is highlighted , there are currently 7 on hand in Brockton, the Fully Stocked is 12 and Reorder Level is 3.  Note 
too that when a supply is highlighted, the full name of the supply appears across the very top blue bar.  

M. The Misc. Changes button leads you to an area where you can change basic information about your company.  
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Chapter 2 - Setting User Preferences in OIO  
 From the main screen, click on ñSet User Preferencesò.  You will see a screen as shown below.  The red numbers indicate which 
instruction pertains to the corresponding section:  

 
 

 
 
1. Choose the usual default period you wish to use as a range of dates on your reports.  You can change dates each time you create a 

report, this is just a default. Using the previous month option is a good idea if you want to wait until all work is posted for a prior month 
before printing reports. 

2. The ñSupply Name Case Optionò allows 2 choices.  If you choose ñMake Supply Names Proper Caseò, OIO will automatically make the 
first letter of each word in the supply name capitalized.  This can create problems with supplies such as ñBands 2nd Molars LL 28ò 
because with this option chosen, OIO would automatically make it read Ll 28 instead of LL 28.  The second ñLò would be made lower 
case.  ñAccept Supply Names as Inputò would keep the supply name exactly as you type it. 

3. The ñDefault Purchase Order Typeò tells OIO how you most often place your orders. Each supplier can be set up with its individual 
ordering option in the supplierôs screen.  If none is assigned in the supplier screen this default will be assumed the first time you convert 
an order for the supplier. 

4. The ñLabel Option Typesò will allow you to set a default for how you print labels.  (Strip would be a dymo label printer.) 
5. ñTracking PO Printing Optionsò refers to appliance tracking.  If you wish to use appliance tracking (in the order screen) this will set the 

default for whether you print a label, a purchase order, or both.  
6. In the middle section there are many options grouped under tabs.  The first tab (#6) is ñInventory Controlò This is the section you see on 

the sample screen above and below.  The options change as you click on each tab.   
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a. Clicking on ñEnable Perpetual Inventoryò tells OIO that you will be using the perpetual inventory method of reducing stock daily in OIO - 

either manually, by barcode scanning the items taken out of storage or by adding the used items through ñAdd Sticky Notesò.  This 
method requires a lot of diligence to assure that supply counts will be correct.  You should not check the box if you do not plan to keep a 
daily inventory count.  On hand stock quantities are increased for this method when supplies are marked  received in the ñPost Order 
Receive Dateò screen. 

b. ñDecrease Inventory at Item Levelò allows you to decrease the quantity of a supply by item instead of package quantity.  For example, if 
you order one package of 10 brackets but you want to be able to scan out or manually reduce stock by one at a time you will want to 
check this box.  (This option is only really needed for the perpetual inventory method but can be used without perpetual 

c. Normally, unless you are using the Perpetual Inventory method,  each time you order a supply, OIO will reduce the quantity it carries as 
an on hand quantity by the quantity you ordered and increase stock quantity on hand again when it is marked received. The option ñDo 
Not Decrease or Increase Inventoryò will override OIOôs default setting. Note that if you use this option you will not have any inventory 
value unless you manually enter it.  

d. The ñRecord Manual Inventory Usageò will cause OIO to prompt you to verify that you wish to manually record the usage of supplies 
(thereby reducing inventory stock count).  If the preference on the next page is checked (Under Ordering Control) you will be prompted to 
record which employee used the supply. This will then allow you to see reports on usage ï by employee. 

e. When checked, the ñEnable Auto Alertò will cause an alert to pop up when you enter OIO telling you how many supplies are either 
below reorder level (Perpetual Method) or are due to be ordered based on the order interval you set in the supply card. It looks like this: 

 
f. The ñKeep Order Quantity After Convertò option tells OIO to assume that the next time you order the supply, you want to order the 

same quantity as you ordered last time. This is an option that works well for single offices but in multiple office settings it may create 
problems if different offices order individually  because quantities will be added together and combined for more than one office. 

g. The ñClear Order Qty After Convertò should be checked if you are using OIO for multiple offices and you wish to clear the quantity after 
ordering so that each ordering person from each office can enter their own separate orders and not have saved information from offices 
other than their own.. 

h. ñUse Reorder Level for Order Quantityò tellôs OIO to assume you want to order the difference between the fully stocked and the reorder 
level.  For example if fully stocked is 5 and reorder level is 1, OIO will assume an order quantity of 4. Be careful about using this option 
with multiple offices because it will calculate quantities for all offices and if you order for one office at a time you will need to clear 
unwanted quantities before adding the supplies to orders.  

i. The ñUse Reorder Level for Alert Quantityò is a new feature that allows OIO to calculate an order quantity ï by office - based on fully 
stocked less reorder level only for the ñOrder Interval Suggested Orderò report and then send that quantity to the order screen.  It is 
different than preference ñgò because it only calculates quantities for the report to send to orders it does not calculate directly in the order 
screen.  The quantity on the Order Interval Warning Report will be sent to the order screen when you click on the ñsend to ordersò button. 
The report can be filtered to only include a single office if desired and will send to orders by office as well. We recommend using this 
option if you are a multiple office user. 

j. ñAllow Reorder Level=0 for Qty Alertò is used if you want to be able to set a reorder level of zero.  For example if you order a supply by 
the box, the box contains 100 and you are willing to reorder when  you get down to ½ a box (or less than a full one) you would use zero 
for a reorder level.  We recommend checking this option. 
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7.  The second tab in the top tabbed area is for ñOrdering Controlò options. 

 
a. ñAdd Employee ID to PO Numberò will put the initials of the employee who is doing the ordering after the PO # on the purchase order. 
b. If ñRequire Employee ID for Usageò is checked the employee will be required to identify themselves when supplies are subtracted from 

inventory using the scanner or manually. 
c. ñAlways Prompt for Ordering Employeeò will create a pop-up asking for the employee ID of the person doing the ordering. It is a good 

idea to use this option especially in multiple offices. 
d. The ñWarn if Multiple Office Order Qtysò option is designed to let you know if an order contains quantities for more than one office on a 

single order. 
e.  ñAuto Ask for Invoice Numberò prompts the user to enter an invoice number in the post order receive date screen after the receive date 

has been posted.  This is helpful for future reference in dealing with the supplier. 
f. ñAuto ask for Invoice Dateò will prompt the user to enter the date of the suppliers invoice when posting the order received. Some reports 

cn be sorted by invoice date instead of received date if the option to do so is chosen. 
g. ñRequest PO Email Confirmationò will put a message on the emailed order requesting a confirming email. 
h. ñRequire Employee ID for Post Receivedò will prompt the user to enter who is receiving the supplies in the post order receive date 

screen. 
8. Under the ñPrintingò tab:  

 
a. Checking ñPrint non e-mailed PO on convertò will send a copy of the PO automatically to the printer when converted. 
b. Same as above for emailed POôs 
c. ñPrint Tracking on Convertò will automatically print a copy of your appliance tracking purchase orders. 
d. ñEnable Avery Label Skippingò will allow you to tell OIO what label number to start printing on. 
e. ñGroup Appliances on PO" will produce one PO rather than printing individual POôs for each appliance ordered from the same supplier 

when the order is converted.  
9. International options are only used for offices outside the USA and are self explanatory. 
10. The Multiple Offices tab contains options for users who have purchased licenses to use OIO in more than  one office.  If you 

wish to add office location licenses please call FoxFales at 941-480-9440. 

 
a. ñAllow Multiple Office Quantitiesò when checked, will provide drop down fields in the supply card and order screen so that information 

such as fully stocked, reorder, order interval, etc. can bet entered individually for each office. 
b. ñEnable Office Quantity Splitsò will take the split percentages set up in the office location edit list and allocate the stock according to the 

percentages set.  If the quantity is uneven after the split the larger quantity will be allocated to the main office.  For example a qty of 5 for 
2 offices set up as a 50/50 split would send 3 to the main office and 2 to the satellite office. 

c. ñPrint PO Breakdown by Office Reportò will automatically include a report which designates how many of each supply on a single 
purchase order was ordered for each office when the PO is printed.  Note: the ship to address can only be to one office per PO.  
Alternatively, 2 separate purchase orders (or more) can be created with specific ship to addresses for each. (See the ship to addresses 
list from the main screen). 
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d & e. You will choose whether you wish OIO to display the ñFromò office and address as the same as the office you are ordering for or the 
home office (i.e. billing office). 

11. Options on the left side below the tabbed sections: 

 
 

a. ñInclude Shipping and Handlingò will put a line item on the PO stating what the shipping charge is  expected to be.  If none is 
entered in the order screen, the amount shown will be zero. 

b. & c. These ñScanner optionsò should be checked if you wish to use a barcode scanner with OIO. 
d. ñBò is helpful if prices from vendors are presented with more than 2 decimals. 
e. Checking ñEnable Sticky Note Alertò will create a pop up active sticky note reminder that will appear when the user opens the order 

screen 
f. ñUse Microsoft Internet Explorerò will default to Outlook or Outlook Express for email delivery. 

12. Options on the right side below the tabbed section: 
a. ñSend PO Email Without a Promptò will automatically send your PO without a warning that it will be sent. 
b. ñEnable Drop Shipmentsò will allow you to set up drop shipments to post into OIO automatically at given intervals.  In order to set up a 

drop shipment the qty that is drop shipped should be entered on the supply card in the constant order qty field and the interval ï such as 
4  (for 4 weeks) - should be set in the interval field.  OIO will prompt you to answer whether or not you have received to shipment at the 
given interval. The first time you set the supply up as a drop shipment you will also need to enter an approximate last interval order date 
in the supply card (by office if applicable). Please note:  If you have this preference checked and you set a constant order quantity and 
you set an interval, OIO will assume that the supply is  drop shipped.  Therefore, for any supplies that are not drop shipped do not enter 
anything into the constant order quantity field on the supply card.  Do use the interval field on all supplies so that they will appear on the 
order interval warning report. 

 
c. The ñShow OIO Tipsò option is what makes the tips appear on first opening OIO.  You can turn off tips by un-checking this box. 
d. ñEnable Text to Speechò turns on a function that will announce the supply item and quantity as you add it to your orders.  
e. ñHide PO Priceò is an option which will hide supply prices on your PO so that you can send the PO to your supplier without showing what 

price you have in OIO. 
f. ñUse FoxFales Emailò was devised to allow users who do not have Outlook to use the OIO email feature. You will be prompted to enter 

you email provider setup information. 
13. In this business section you will enter your business name and the email address to which order requisitions will be sent for approval.  It 

also allows you to set default currency.  The Purchase order note section allows the user to type a note which will appear on all POôs 
(purchase orders).  An example might be ñPlease confirm this order with current prices and lead times.ò   

14. In the bottom sections these buttons do the following: 
a. ñShow Current Database Linksò will help you determine where the data is located.  The bottom line ñLinked Data Pathò is the line you 

are most likely to want to check. In many cases the data is on the server. 
b. ñRe Link the OIO Databaseò will allow you to redirect OIO to the database if it is currently not reading the correct database. This 

sometimes needs to be done when an update is installed if OIO cannot find the existing path to the data.  Please call us if you need help 
with this. 

c. ñChange Credit Card Access Passwordò will allow you to change the existing password.  The default password when OIO is installed is 
ñOIOò 

d. The ñImportò button will take you to a screen where you can import typed data from excel spreadsheets into OIO. You will need to save 
your excel spreadsheet to a comma or tab delimitated format. It is a good idea to get your excel spreadsheet as complete as possible 
(including categories, departments, package qty, price, etc. for each supply) before importing because you can save a great deal of time 
by doing so.  Please call us if you need help with this. 



FoxFales, Inc.        PO Box 1749 Nokomis, FL 34274                                    www.foxfales.com                                               ph: (941) 480-9440     fax: (941)981-1864 
 

Page 17 of 76 

 
 

e. ñChange Employee Permissions PWò will let you change the master password for setting up Log-in permissions for employees.  The 
default is ñOIOò.  Please be sure to remember it if you change it. 

f. ñImport Master Supply Listò brings up a screen where many supplies from various suppliers are  available for import into OIO 
supply cards.  Choose a listed supplier to bring up the listed supplies.  You can hold down your control or shift keys to choose a range of 
items.  You can also sort the list by catalog number or alphabetically by clicking on the blue information bar where the supplier name is 
listed.  Only a few suppliersô lists are extensive and may not be complete catalogs.  All information important should be verified. 

g. ñShow Calendarò will allow you to see individual calendars for staff members. Note: If you right click instead of left click on show 
calendar you will see a back door to functions that you should only change with our assistance. 

h. The òOkò button will close the screen. You can also exit the screen by clicking on the red ñXò at the right top of the screen. 
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Chapter 3 - Adding New Supplies before Placing Orders 
In the center section of the main screen of OIO, click on the first line, Supplies. 

 
 
 You will see text in the first line that is probably highlighted. It may say ñClick Arrow to Choose a Supplyò or it may say the name of a 

supply.  If it is highlighted just type the name of the new supply you wish to order over the highlighted text. If it isnôt highlighted you can 
highlight it and type or you can backspace to clear the fieldôs contents and then type the new supply. 

 
 
After you type the new supply name and click the mouse anywhere else or press enter, you will see a prompt box asking what you want to do with 

the new supply name you typed. (Note: you must either click the mouse somewhere other than the field you are in or press enter for OIO 
to accept your entry.  Consistently clicking in the open white box at the bottom works well.)  Next choose: 

Add - if you want to add a brand new supply and enter all information including Category, Chart of accounts, dept, catalog #, price, etc. 
Edit - if itôs not really a new supply you just want to edit what you originally typed as the supply name. 
Copy - if you want to enter a new supply but use the existing supply as a template for the majority of information.  You change the description i.e. 

goes from a Color Coded Rings Black to Color Coded Rings Orange and then use copy. Much of the information such as department, 
category, COA, storage location and supplier will also be copied which can save time.  Make sure you type the new catalog number, fully 
stocked reorder and order interval for this new supply that was created using ñCopyò. 

Cancel - if you really didnôt mean to work with a new supply or edit it at all. 

 
 
Below is a detailed description of each field on the Supply Card and what itôs function is. 
NOTE: Some of the fields have a drop down arrow allowing you to set levels and intervals specifically for each office.   You can set separate fully 

stocked, reorder levels and order intervals by office and use the ñOrder Interval Suggested Orderò report by office.  This screen shows a 
multiple office setup.  If you are a single office user it will look similar, it just wonôt have the drop down fields for multiple office values. 
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1. The ñFindò and ñFind Catalog #ò fields directly below the supply name will allow you to type in part of the supply name and limit the list to 

only supplies that contain those typed letters   There is also a find field in the Order Screen. 
2. In the ñCommentsò field you can type information specific to this supply.  The information will then appear on the order screen as well.  
3. You should assign a ñCategoryò to each supply. Categories should be more specific such as Brackets, Bands, Disposables, etc.  

Assigning a category will allow your reports to be sorted by category. 
4. The ñSupplierò must be designated before you save the record.  Use the drop down to choose one from the list or type in a new one 

here and you will de directed to a new supplier card to set up the new supplier. 
5. If you know the ñAccount Numberò and it is not already showing, you can type it here once and it will map to the supplier card. 
6. The ñPhone Numberò is the number you typed in the supplier card.  Again you can enter it here to have it map back to the supplier. 
7. In the ñExpiration Dateò field you can enter an expiration date for the most recent order of the supply.  A report will then show you when 

supplies are due to expire ï or you can view the information here. 
8. The ñChart of Accountsò is the account that the bookkeeper uses to post invoices to her accounting software program.  Please ask her 

for the Chart of Accounts (COA) she uses so that you can utilize this feature (More about this in the Posting Orders Received section.) 
9. ñStorage 1-2ò refers to where the supplies are stored.  Suggested order reports can be viewed or printed sorted by this field.  For multiple 

offices it is best to use more generic names such as ñOffice Closetò than to use a specific location such as ñCindyôs cabinet shelf 1ò.  
10. ñDepartmentsò are meant to be broader than Categories.  It is helpful to divide supplies into departments according to who does the 

ordering such as Office, Lab, Clinic and Marketing.  Suggested Order reports can be viewed by department as can many other financial 
reports. 

11. The Tax % box allows you to set the tax rate for each supply individually.  Doing so will cause your POôs to calculate the tax 
automatically.  Non-taxable items should be set up with the ñTax Exemptò box checked. 

12. The ñPromise Dateò is automatically generated by OIO when orders are placed but can be changed by the user if desired. 
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13. Theò Last Interval Order Dateò can be viewed by office (if multiple) and will show the last date you ordered this item.  If you wish to 
override the actual purchase history date or if you have not yet ordered thru OIO, you can set a date here which will be used (in 
conjunction with #27 - order interval) by the ñOrder Interval Warning Reportò to suggest orders for supplies past their interval, based on 
the number of weeks you set between normal orders. An approximate last order in this field will be needed for a first time drop ship order 
as well. (See Preferences Instructions #12) 

 
14. OIO will automatically create a ñBarcodeò for you if you have set the ñAutomatically Create Barcodesò in ñSet User Preferencesò  Please 

do not change the Barcode set by OIO as this would cause your scanner to fail to function properly. 
15. The ñMSDSò section in conjunction with the ñHazardousò box will allow you to keep information here about MSDS requirements and to 

also print reports for MSDS compliant supplies. You can scan MSDS sheets, save them to a file on your computer, and link to that file to 
bring up a coy at any time. 

16. The button marked ñProduct PO Historyò, when clicked will show you a history of purchase orders for the supply.  This same button can 
be found on the Order screen so you can also access the history when you are building orders. 

17.  ñAlternate Supplierò is an option that allows you to designate a supply as being obtainable from more than one supplier.  First choose 
the supply. Next click on alternate supplier and you will be asked if you are sure you wish to add another company as a supplier for that 
supply.  If you click on ñyesò you will need to enter the new supplier in the supplier field.  You should also be sure to fill in the catalog 
number, the items per package and price as it may differ by supplier.   The alternate supplier button will show in red to alert you that this 

item has more than one supplier available.  The order screen will also appear with the heading supplier in red to 
alert you to choose which supplier you wish to order from. 

If you wish to delete a supplier as an alternate, choose the supply then click on the already red Alternate Supplier button and you will be asked if 
you wish to delete it or add another alternate supplier.  If you want to delete the ñAlternateò status you will be prompted to rename it a 
unique name.  You can make it obsolete if desired.  

18. The ñSaveò button will allow you to save a record without closing this screen.  ñOKò will save and close the screen. 
19. The ñObsoleteò check box allows you to designate this supply as obsolete.  Doing so will remove the supply from the order screen drop 

down list but it will remain accessible here in the supply card screen.  All purchase history for the supply will remain intact. If you click the 
ñDeleteò button the supply will be deleted as well as any purchase history for the supply.  

20. ñCatalog #ò is the number your supplier recognizes for the item you wish to order.  It is important that you have the right catalog number 
because you may choose to name the supply something different than what it is named by the supplier. If you do not know it when you 
set up the supply you can enter it in the Post Order Receive Date screen when you mark the PO received (with the packing ticket or 
invoice available) You can also enter or correct price in that screen. 

21. ñUnits per Pkg.ò ï this is the # of items you get with each order. Example: if you order a case of paper that has 12 reams in it the 
package, unit quantity would be 12  

22. ñPrice per Package/itemò ï enter the price per package in the left field and the price per item will automatically calculate for you.  If the 
package qty is 1, both price boxes will be equal. Or, if you enter the item price OIO will automatically calculate the package price. 

23. Package type ï this would generally be each if the qty = 1, or it could be package, box, case, etc if the pkg. qty is more than 1 
24. ñDiscountò ï You may consider not using this because if all items are 50% off for example, that is really just your ñregularò price ï just 

use discounted price as, for example, items ordered as 2 for 1 or when you get them for free.  If you do want to use the suppliers 
constant discount off retail prices you use the discount box (i.e. if the price in the catalog is $12.00 but you always get supplies from the 
supplier for 50% off, you can enter the regular price, the discount of 50% and let OIO calculate your price of $6.00. Anything you 
designate as being discounted will appear on the Discount Purchase History Report (under the Financial Reports tab). Also, if items are 
set up with an automatic discount the quantity total box in the order screen will appear as a peach color in the order screen.  

25. The next 2 fields, ñPrice Changeò and ñUnopened Pkg. Qty per Officeò will be calculated by OIO as you use the software.  Unopened 
qty, is the stock you have on hand.  If you use the perpetual inventory method or are taking a physical inventory count, and wish to 
update the QOH manually as opposed to using the barcode scanner - this is the field to do so in. ñOpened Package Qtyò is a field that 
will only be usable if the supply is ñItem Enabledò and will show the opened package qty on hand (such as 2 out of a package of 10) 

26. & 27. ñFully stocked and Reorder Levelò fields: To determine the fully stocked, first fill in your reorder level (the minimum stock level) then 
add to it the quantity you usually order.  Example: if you normally order 50 but wait until you only have 5 in stock the fully stocked would = 
55.   

28. ñConstant Order Qtyò: This can be set to the quantity you always order.  A warning however, a quantity in this field combined with an 
order interval in that field will automatically assume that this supply is drop shipped - if the drop shipment preference is turned on in the 
Preferences Screen.  OIO will ask you if you wish to record a drop shipment when the time interval since your last drop shipment has 
occurred.  If you do not use the drop shipment preference (option turned off in preferences) this field can be used to indicate a quantity 
you always order.  Hint: Letting OIO determine the quantity to be ordered using the preference option for ñuse reorder level for order qtyò 
will default to the amount difference between the fully stocked and reorder level.  For information about drop ship set-up please see the 
Preferences section (#12) 

29. ñOrder intervalò: The order interval is always the number of weeks between times that you order the supply. You need to set an order 
interval so that the supply will appear on the Order Interval Suggested Order report which is very helpful. Supplies that do not have an 
order interval set will not show up on the order interval warning report. Hint: for supplies such as bands and brackets you may want to 
create a ñblanketò supply such as ñBands ï check allò and give that supply an interval such as 4 for four weeks. Donôt assign an interval 
for each specific band. That way you are reminded to check them all but they donôt show individually on your report. 

30. ñOverride Perpetualò will allow you ï if you normally use perpetual inventory ï to not require recording of supply usage for this item.  It is 
typically used for low cost items such as cotton balls for which an exact inventory count is not needed. This box is only used with the 
Perpetual Inventory Method. 

31. ñSelective Perpetualò is a field that is visible if Perpetual Inventory method is not chosen in ñSet User Preferencesò.  It allows the user to 
choose only a few items to keep a perpetual count on (i.e. record usage) while the rest of the supplies will default to have stock 
automatically reduced at the time of order.  

32. The ñEnable Item Levelò box will allow you to relieve the inventory of one item at a time even if, for instance, 10 come in a package.  You 
will not be able to use ñenable item levelò for an item that only comes one to the package and therefore is already relived one at a time.  A 
good example is that you may wish to reduce bracket stock by one at a time even though you buy them in a package of 10. This option is 
also only used with the Perpetual Inventory Method and you must be check the ñDecrease Inventory at Item Levelò option in ñSet User 
Preferencesò for it to become operable. Once this box is checked the field below ñUnopened Package Quantityò, ñOpened Package Qtyò 
will become usable.  
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33 The ñApplianceò fields (yellow) at the bottom are used for Appliances Tracking and will be discussed in that section. Note: Do not use the 
yellow boxes unless it is a lab appliance you are setting up to be tracked using the tracking option in the Order screen.  

34. ñLink to Imageò allows users to take a photo of the supply, save the Jpeg on their Server and then link to that photo so it will appear here 
whenever the supply is chosen in the top drop down field. 

35.  "Exclude Qty Alerts". 
It is only used if "Perpetual Inventory" is checked. 
If ñExclude Qty Alerts" is checked then it will not show up in Qty Alerts Report. 
It does not subtract as ordered but adds back in when received just the way perpetual inventory works. 
It is intended to be used as a bulk Inventory update with the barcode scanner and to record usage. 

1. Supply Screen: 

a. ²Ŝ ƘŀǾŜ ŀŘŘŜŘ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ǇǊƛƴǘ ōŀǊŎƻŘŜ ƭŀōŜƭǎ ŘƛǊŜŎǘƭȅ ŦǊƻƳ ǘƘŜ ǎǳǇǇƭȅ ǎŎǊŜŜƴΦ  /ƘƻƻǎŜ ȅƻǳǊ ǎǳǇǇƭȅΣ /ƭƛŎƪ ƻƴ ǘƘŜ άtǊƛƴǘ .arcode 

[ŀōŜƭέ ōǳǘǘƻƴΦ  ! ǇƻǇ ǳǇ ǿƛƭƭ ōǊƛƴƎ ȅƻu to the label printing screen where you can preview or print, using whatever printer option 

you choose. 

 

b. In cƻƴƧǳƴŎǘƛƻƴ ǿƛǘƘ ǘƘŜ 5ŜǇǘΣ /h! ŀƴŘ /ŀǘŜƎƻǊȅ ƭƛǎǘǎΣ ǿŜ ƘŀǾŜ ŎǊŜŀǘŜŘ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ŎƘƻƻǎŜ ŀ ά5ŜŦŀǳƭǘέ ǎŜǘǘƛƴƎ ŦƻǊ ǘƘŜǎŜ ǇŀǊŀƳŜǘers 

so new supplies you add will automatically default to your chosen Dept, COA or Category: 
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Chapter 4 - Building and Placing Orders 
Open the Order screen by clicking on the Order button at the top left of the main screen. 

 
You can add supplies to a list that will build on this screen until you are actually ready to send the orders to your supplier(s). The list will be 

alphabetically first by supplier and then by supplies for each supplier. Note that you can also allow lists of supplies to order to build in the 
ñView Sticky Notesò screen which will keep each officeôs order information separate if desired. (See Sticky Notes in Chapter 7.) 

You will add supplies to the list by choosing a ñSupplyò from the drop down list (top left), entering an ñOrder Quantityò (if not already correct) and 
clicking the ñAdd to Orderò button (top right). Hint: you may want to click add two times ï one to accept the supply or qty and again to 
accept the ñaddò command.  If you click ñaddò too many times you be warned that it is already on order so donôt worry that clicking twice 
will duplicate the supply order. For a multiple office system you will need to choose which office you are ordering for by using the office 
drop down under the orange ñorder quantityò box and enter the order qty. next to the office name. The total for all offices is a calculated 
number that OIO fills into the box to the right of ñOrder Quantityò (and above the office qty). If the order quantity box appears with a peach 
color, it means you have set up that supply (in the supply screen) to always be discounted. (Set up with a regular discount in the supply 

screen)   If the supply name you type is not recognized by OIO you will be asked if you 
wish to add it and then OIO will take you to a new supply screen for you to fill out. 

 
 
 
 
 
 
It is often helpful to choose the supplier in the to central box marked suppliers.  When you do so, the supply drop down list will contain only supplies 

from that supplier, making it easier to find the supply you wish to order.  You can also use the drop down for the catalog number and it 
will contain only the catalog numbers from that supplier. This is often easier if you are copying an order from an internet generated order 
or a supplier invoice. Be sure to clear the supplier and use ñallò for the supplier again if you want to view the entire list of supplies again.   
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As the list of supplies to order builds in the bottom grey area, you will see multiple suppliers listed in the grey box on the right side (below ñConvert 
Ordersò(highlighted green in this sample page). Clicking below ñConvertò on an individual supplier name will show you the total for only 
that supplier.  This can help you determine how close you are to meeting a minimum order (for no cost shipping, etc.)  If you wish to see 
additional supplies that you order from the supplier, choose the name in the supplier name field and click on the ñadditional supplies from 
supplierò to reveal a list of other items. 

You can use the ñFindò box (just above the category field in the middle section) to sort your search for only supplies with a specific word (such as 
paper, etc.). Make the find brief to pull up more information, i.e. use brush instead of proxy brush. Be sure to clear the find field after your 
search so the supply drop down will again contain all supplies. 

If you know the amount of the ñShipping and Handlingò you can enter it here.  If you donôt know the amount when the order is placed you should 
fill it in on the ñPost Order Receive Dateò screen when you get the invoice. 

If the price, or units per pkg, is incorrect you can change them here in the order screen and it will map back to the supply card. 
As seen in the circled box of options on the lower right of the Orders screen: 
 1. You can record a ñReturn Itemò order.  You will be prompted for the necessary information. Making a copy for the bookkeeper is a 

good idea so that she will know to expect a credit. You will not need to mark credit POôs received.  Credit records can be viewed and 
edited in the Post Order Received Date screen by clicking on the ñEdit all POôsò button. 

 2. You can also ñDeleteò an unwanted item ï for instance if you used the ñSend to Ordersò from the ñOrder Interval Reportò but there 
are a few items you donôt wish to order yet. We will go over this again in the Reports section.   

 3. The ñProduct PO Historyò will show you the history of the supply orders in the past.   
 4. ñAdd Discount Orderò will allow you to order a ñbuy 2 get 1 freeò type special accurately showing a zero price for the free item 

without distorting your PO or history costs.   
 5. The ñAdd Coupon Orderò was discussed in the Supplier section and will allow you to record an order for items that will be paid for 

using coupons. Using this option will cause the purchases to appear on your ñPurchase History for Coupons Earned/Usedò report 
 6. The supplier website link and ñGoogle Product Searchò links can be used to go directly to the internet to compare prices, specials, 

etc. 
The ñPay Typeò field (center orange field) allows access to a password protected credit card if this feature is desired. The default password is OIO 

but can be changed.  Please remember it if you change it. Also in this area of the screen, be sure to choose the ship to address you wish 
to have your order shipped to. This is especially important if you have supplies shipped to each office separately.  Each separate ñship toò 
order must be converted separately as OIO can only designate one ship to address at a time.  If all supplies are shipped to the main 
office and then distributed, you can designate a specific quantity for each office and those quantities can be combined in a single order.  

 

 
 
We have added the ability to view both supply comments and supplier comments on the order screen.  When you click on the box that contains the 

comment it will appear with a white background for the supply comment and green background for the supplier comment. 

 
 
  
The order options will show a green dot in the option you chose in the ñSet User Preferencesò screen as your usual method of ordering.  You can 

also set a default order option in each supplierôs information screen.  You can change order options at any time. If you wish to print a 
copy of your PO, do so before you click on ñConvert Ordersò which is how you will tell OIO that you are ready to process the PO and 
send the information to the ñPost Orders Received Dateò screen. Unless you are using the Perpetual Inventory method, the Quantity on 
Hand stock level will decrease by the quantity ordered when you click ñConvertò. 

        
 
If desired, you can go to ñPreferencesò and under ñPrintingò, set your POôs to automatically print on convert.   
Order Options:  

a. If you use ñEmailò as your order option you will be asked to answer ñyesò if you wish to convert and email the Purchase Order, ñnoò if you 
wish to convert the order without emailing it, or you can cancel the convert action entirely.  In the beginning, until your suppliers are used 
to receiving emailed POôs you may wish to call and double check your order has been processed (if they donôt send a confirmation email 
as OIO is set to request). You can always edit the email before it is sent. 

b. If the doctor wishes to review the order before you place it you can email him a requisition by clicking on ñReqò in the order options box. A 
pop up box will give you the option to say ñyesò, ñnoò or ñcancelò. The option ñnoò will prompt you to email only a copy of the highlighted 
PO(s) to the doctor before you actually send the order to the supplier. This will email a copy to him but not convert until you get approval. 
If you say ñyesò, all open orders (the items already converted to orders and waiting to be marked received in the ñPost order Receive 
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Date Screenò will be emailed. The address you set up in ñPreferencesò (Business information section) is the default address to send your 
requisitions to, so it should be set up as the doctorôs email address.  Hint: if he wants a report of all supplies to be ordered on one report 
just highlight all the suppliers and click on phone order and then click on ñfileò and then ñprintò up at the top left of the screen and you can 
get a complete copy of pending orders (like the one displayed below) to give him or her. 

 
Sample ñPhone Orderò format: 

 
a. We have changed the order in which supplies appear on the Purchase Order so that it is easier for the Supplier Reps to place your 

orders.  The supplies now appear in Catalog number order: 

 
 
  c.  The order option ñQuoteò allows the ability to send a quote request via email to multiple suppliers. 
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When you click on ñEmail Quoteò you will get a list of suppliers to whom you can send your quote request.  Use the control key to pick which 

suppliers you wish to have OIO send the quote request to. Each supplier will see that they are not the only supplier that you are 
requesting a quote from which should encourage them to be competitive in their quote. (see below) 

 

 
 
In conjunction with quotes we have added the ability to add more alternate suppliers.  In the past OIO would only allow two alternate suppliers. 

 

 
 
The Reports (Misc. tab) section also has a report that shows supplies by alternate suppliers with last order price: 
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You can always preview a PO before you convert it. Hint: You can let the list grow as long as you like until you are ready to place your orders. 

When you are ready you can highlight all the suppliers and email them all or print separate copies all at once to fax, etc. One thing you 
should consider when letting orders build here is that if you order separately from different offices, your order list may inadvertently be 
converted before you are ready by another officeôs ordering employee.  For that reason, we have added the ability to build lists of 
supplies to be ordered ï by office ï using sticky notes ï and send the supplies directly to the order screen from there when you are ready 
to send the order to your supplier for each office separately if desired.  Please see the Sticky Note Instruction Section for details.  

Once you click convert the supply order list will disappear and reappear in the ñPost Order Receive Dateò screen awaiting your instructions that the 
supplies have been received. 

 
Note: The ñTrackingò button is only for Tracking appliances.  Do not use that option for ordering regular supplies. When you click on Tracking, the 

regular supply fields will be unusable and the yellow fields for tracking will become active instead.  Any supplies in the regular order list 
will disappear when you click on tracking to keep the appliance orders separated from the supply items.  Un-clicking tracking will make 
the supply list reappear.  There is a separate OIO instruction chapter on Appliance Tracking. 

 
 
 
Note: for drop shipment set up please see the ñSet User Preferencesò drop ship instructions. 
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Chapter 5 - Receiving Orders 
Please be aware that prices used in these instruction pages are often not reflective of the ñtrueò prices of supplies. 
Once you have converted your orders to an actual PO (purchase order) you will find the list of supplies you ordered waiting for your instruction in 

the ñPost Order Receive Dateò screen.  For both Perpetual Inventory and Order Interval methods, marking supplies received will tell 
OIO to increase the quantity on hand for each of the supplies by the quantity received. It is also important that you mark your 
supplies received when they arrive so that your purchase history reports can be accurate. Also, the Order Interval Suggested Order and 
Supply Level Warning reports will not suggest orders for supplies that havenôt been marked ñreceivedò since OIO assumes you currently 
have them on order and are awaiting delivery. This screen is also important because since it shows orders you have yet to receive; it is a 
valuable tool to see what is currently on order or backordered. 

 
You can sort the information to make it easy to find the purchase orders and supplies you wish to work with.  Just click in the appropriate section on 

the blue header line to sort by any of the headings marked with the red arrow below. Click once for A-Z or high to low# - click again for Z-
A, etc. 

 
 
The screen shot below shows a multiple office Post Received Date screen.  The single office screen is very similar but without the office 

dropdowns. The single office buttons are in slightly different locations as well but functionally are the same. 

 
 

 
a.  You can change prices right in this ñPriceò field. When the supplies arrive, highlight the supply you wish to work with, check that the 

prices are accurate and change them in the price field if needed.  If you change the price to a lesser amount, you will be asked if the new 
price is a discount. If you say ñyesò the discounted purchase information will appear on the discount history report.  If you say ñnoò you will 
then be asked if you want to change the regular price? Saying yes will change the price in the supply card. Note: The first question about 
discount will be skipped if you type in an amount that is greater than the original price. 
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b. & c. The ñShipping & Handlingò and ñTaxò charges can be added here. These charges are the total for the whole PO so only need to 

be added for one of the supplies on the PO. If you set the supplier to automatically charge a shipping amount it will already be showing 
here ï or if you entered the shipping on your PO in the order screen. 

d. The ñCatalog #ò can be edited here and will also map back to the supply screen. In this case it is blank.  Always try to check your invoice 
or packing ticket for catalog numbers so you can add or update them here. 

  
e. The percentage of ñDiscountò will appear if the supply is discounted.  It can be edited in either the % field or the actual price field to the 

right of the percentage. A pop-up will ask you if you want to ñpermanentlyò change the discount. Answering ñyesò will change the discount 
field on the supply screen for the item. Answering ñnoò will allow you to change the discount for only this time. Generally if you change a 
% in the Post Order Receive Date Screen you will probably want to answer ñnoò so the discount is only changed for the order you are 
working with.  

f. ñOrder dateò and ñEmployeeò appear to help you determine who placed a PO and when.  The date can be changed it you were 
recording historical data.  

g. Allows you to ñPost a Received Dateò. Once you have updated price, S & H, tax and catalog numbers as needed, you will highlight the 
supply item (or items) on the PO you wish to receive.  Hint: hold down the control key to pick and choose supply items or the shift key to 
choose a range of items.  If you right click on ñpost Received Dateò, OIO will choose todayôs date and by-pass the calendar. Note: OIO 
will allow you to post more than one invoice received by highlighting multiple POôs.  You will be prompted to enter an invoice number for 
each PO you are marking received ï one PO/Inv# at a time ï if your preference is set to auto ask for invoice number. It is important that 
you post supplies received so that the history will appear on reports and so that you have a clear picture about what is still on order at 
any time. 

h. Use ñUndo Receive Dateò if you have made an error and did not wish to mark the supplies received at this time.  
i. & j You can click ñPost Invoice Number/Invoice Dateò.  If you choose ñauto ask for invoice # and date in the ñPreference Screenò - under 

ordering control - you will automatically be prompted to  enter the  invoice # and or date. 
k.  Posting Backorders: You will want to double check the order quantity and record any back orders by recording the actual quantity 

received in the backorder chart, and clicking on the ñPost Back Orderò button at the top. With single office licenses, just click on ñPost 
Back Orderò and follow the prompts. After you click ñPost Back Orderò, verify the quantity received.  You will be prompted first for a date 
you received the partial order (if applicable) and then a date when the remainder of the supply shipment order is promised.  You will also 
be asked to record an invoice number and date if you set OIO to prompt you in ñSet User Preferencesò.   

 
 Once a backorder has been posted the order will be split into 2 lines ï one for the items received and the other for the quantity that was 

backordered. In the example below, of the original quantity of 6 that were ordered, 1 each for Clinton and Centerbrook were backordered 
and the 2 each for Old Saybrook and Madison were received.  The order has been split into 2 lines so that the backordered items can 
remain here awaiting instruction that they have arrived.  Note that the code B1 (backorder #1) now appears on the alginate that were 
backordered and the invoice number and receive date show for the 4 that were received.  
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Note: If you have multiple supplies ordered on a single PO and you wish to back order a supply, you will be prompted to first receive the supplies 

you did receive and then post the backorder.   
 
l. The ñShow Back Ordersò button will show only backorders when clicked. After clicking it the button will change to ñReturn to Open 

Ordersò to allow you to toggle back and forth. 
m. ñShow Discountsò will limit the list to only discounted items. 
n. The ñPrint Storage Reportò is designed to help you put supplies away in the correct locations and will also show the quantities and 

offices for the supplies.  This can only be printed ï not previewed - and must be done before leaving the screen, after marking supplies 
received. 

o. The ñBookkeeping Reportò  is a helpful way to double check your work.  If the total of the invoice matches the total on your bookkeepers 
report then you can be sure all the supply prices, S& H and tax are correct in OIO.  We suggest you print a copy and attach it to your 
packing ticket or invoice so that the bookkeepers can know how to post the cost of the supplies, shipping and tax to the accounting 
software such as QuickBooks.  
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p. If desired you can  ñDelete a PO Itemò for instance if it is backordered and you tell the supplier you want to cancel the order. 
q. ñEdit All POôsò is the button that will allow you to see all POôs whether already marked received or not.  Editing of prices, s&h and tax 

can also be done after POôs are marked received. This section is a really useful tool.  Although the purchase history information can be 
printed in a purchase history report,  past purchases and supply order quantities can also be viewed here. You can sort by PO#, Supplier, 
Supply or Ordered or Received Date, etc. by clicking on the blue bar ï once A-Z twice Z-A.  This way you can look up all the times you 
bought a supply with the quantity ordered, price and order dates.  You can also ñundoò the received date and re-receive it if you need to.  
Editing of price, shipping and tax can be done here in ñedit previous POôsò and the ñBookkeepers Reportò can also be viewed and printed.  

 
 

r. Note that there are items that had been recorded in the Order screen as having been purchased as a coupon order (code DC).  Coupon 
orders can also be set here by clicking the ñSet Couponò button.  For the highlighted item, the order was designated as a regular discount by 
changing the regular price to 50% or $21.74 here in this screen (Code D).  Both discounts will appear on the discount report but only coupon 
orders will appear on the Purchase History of Coupons Earned & Used report.  See the reports section for a samples of both reports.  

 
   
Supply Comments: If you typed a comment in the supply card it will appear in the area under the employee name when the supply is highlighted. 

 
 
A new field (which is not shown on the above screen shot) is the ñFindò feature for the ñPost Order Receive Dateò screen.   You can type in what 

you want to find and then click on the corresponding column and OIO will find it.  This is especially useful for finding Invoice numbers as 
shown below: 

 
2. Post Orders Received Date Screen:  {ŜŜ ŎƻǊǊŜǎǇƻƴŘƛƴƎ άŀΦέ-άŜΦέ ƻƴ ǎŎǊŜŜƴ ǎƘƻǘ ōŜƭƻǿΦ 
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a. By popular demand, we have added the ability to add items to an existing PO.  This is very useful for times when the Rep calls and 

asks if you want to add something that is on special or if you forgot an item on the PO in OIO. Just highlight one line of the PO# you 

wish to ŀŘŘ ŀ ǎǳǇǇƭȅ ǘƻΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘ ǘƻ thέ ōǳǘǘƻƴΣ ǎŎǊƻƭƭ ǘƻ ǘƘŜ ƛǘŜƳ ȅƻǳ ǿŀƴǘ ŀƴŘ ƻŦŦƛŎŜ ȅƻǳ ǿŀƴǘ ƛǘ ŦƻǊΣ ŀƴŘ ŜƴǘŜǊ ǘƘŜ 

quantity.  A new line item will be added to the existing PO that you highlighted. 

b. The Edit Box for Ordered and Backordered quantities are now consolidated in the Multiple Office version of OIO.  We have added a 

column to show the On Hand Quantity for any highlighted supply item as well.  The On Hand column amounts are for information 

only and cannot be edited. 

c. The Post Received list can now be sorted by a single office or all offices orders together. Note that if an ordered supply has 

quantities for more than one office on a PO, that supply item line will appear when any office that contains an order for the supply is 

chosen from the drop down.  

d. We have improved the find box so that you can limit the list to only those line items that correspond to your find choice.  In this case 

we clicked on the PO section of the header bar and then typed 208 into the find field.  (Note that you must first click the column you 

wish to search on the header bar to set up the search criteria). Only items on PO#208 now appear in the edit box. This find field also 

works well with finding all items on a particular invoice, one supplier or one supply.  You can also sort column information such as 

received date, etc. by clicking on any field column once (high to low, A-Z) twice (low to high Z-A). 

e. There is a new check box that allows you to view only items that have already been posted as received.  You will need to click on 

ά9Řƛǘ ŀƭƭ thΩǎέ after checking this box.  

f. New check boxes allow you to obtain separate editable line items for tax and S&H records: 
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g. The Bookkeepers Report will now show COA totals by Office to help break down costs by office. 
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Chapter 6 - Tracking Appliances 
The term tracking refers to appliances such as retainers (or anything specially ordered for a particular patient).  It would be appropriate for other 

industries to use this feature to track anything that they send out for repair or fabrication. Please refer to the screen below: 

 
1. In order to use the tracking function, you must click on the tracking button in the order screen.  This will turn on the fields associated with 

tracking of appliances,  the fields in yellow, and will turn off the regular supply item fields. 
2. As with other fields in OIO these fields can be filled in ñon the flyò or in the ñEnter, edit, and view office data section from the main screen. 
3. Enter a patientôs name ï last name, first name such as Fox, Joe. 
4. Enter the appliance i.e. Upper Hawley, etc. If the appliance is not already set up you will be asked if you wish to add it. You will be sent 

to the supply card screen where you can fill out additional information about the appliance.  You will be required to assign a supplier. 
5. You can add a note specific to the appliance you are ordering, such as ñSpring to UL2ò 
6. If you set up the supply (in this case Upper Hawley) to be able to have a color, you can enter a color here.  If it is a ñnewò color you will 

be asked if you wish to add it. Note to change a supply to allow a color you will need to do so in the supply screen for the appliance. 
7. You can assign a disposition such as ñOpenò or ñRemakeò to your appliance. You can also record a remake price. 
8. Due dates and times entered here will appear on your tracking reports. 
9. Assigning an office will allow you to view or print appliance reports ñby officeò. 
10. The ñSave Patient Noteò area allows you to type a note specific to this patient, which will appear on your PO. Be sure to click the ñsave 

noteò button to record your note. 
11. (a&b) Once you click on ñadd to orderò you can see the appliance listed in the grey box at the bottom of the screen.  Highlight the appliance 

and click on an order method to see a preview of the order with your PO information and a schematic of the teeth for clarification. A 
partial view of the PO is shown below. 
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12. Once we convert to an order, (just like converting regular supply orders) this appliance information will disappear from the order screen 

and appear on the ñPost Tracking Receive Datesò screen.  Posting receipt of appliances is done in the same manner as posting receipt 
of regular supplies but is accessed from the Post Tracking Receive Dates button instead of the Post Order Receive Dates button (both on 
main screen). 
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13. The ñFind Patientò button will allow you to sort by patient to more easily find the name you wish to work with.  

 
 
14. From either the order screen or the reports section (under the Misc. tab) you can access reports about appliances that have been 

ordered.  There are many sort options available to you.  

 
OR 

 
 
The report can be filtered and sorted in many ways.  You could use it to print a list daily of what is due to arrive from a particular supplier or for a 

particular office for example.  It will be helpful to you to try a few of these options to determine how you want to use the information.  
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A preview with the options above gives us this report: 

 
15. An additional report regarding appliances that is helpful is the ñPurchases by Receive Dateò report using the appliance PO type and a sort 

option of your choice.  It can be filtered to include only a single supplier.   
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Once our POôs above were marked received the report looks like this: This report is for tracking costs, not patients. 
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Chapter 7 - Sticky Notes 
OIOôs ñAdd and View Sticky Notesò is a very versatile and powerful tool. In Sticky Notes you can create order lists, create interoffice order lists, or 

record ñUsageò for supplies removed from stock.  
Many multiple office users told us that they order and ship supplies for each office separately.  This sometimes meant that one officeôs employee 

would inadvertently convert supplies for another because the first office had a list building in the order screen and the second office was 
ordering from the same company. From the main screen you can choose Add or View Sticky Notes: 

 
In order to facilitate separate office ordering, we created a sticky note supply list that can be built ï by office ï and sent to orders only when you are 

ready to convert them. ñAdd Sticky Notesò is where you will select supplies to build the lists you will work with in ñView Sticky Notesò  
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a. The ñGeneral Sticky Notesò section is where you can type in a note to be saved and viewed by the employee who does the ordering. 
We suggest you add your initials.  

b. You can use OIOôs drop down supply list to create lists of supplies you wish to work with.  After choosing the supply, click (e) Add to 
Order, etc. to complete your desired action.  

c. Designate the supplies as being needed to order, (Normal Order), needed as an interoffice transfer or as supplies to subtract from 
inventory (Record Usage -Perpetual Inventory Method).  

d. The item level usage check box is unusable unless you are recording ñUsageò for a supply item that is ñItem Level Enabledò on its supply 
card screen. 

e. This button will read  if you are creating a Normal Order.  

It will read:  if you are creating a list of items to transfer from one office to another.  
 If you are recording usage and have clicked that order option, the button will change as follows and the ñgrayed outò items (d) above will 

become usable: 

  Add to usage list will allow you to build a list of supplies taken out of inventory.  Record usage list will 
take the list and subtract the quantities from the existing quantities on hand in the supply card screen.  

  
f. The ñSave Usage Listò button will change to ñSave Order Listò or ñSave IO Listò depending on which function you are performing. 
g. ñProduct Groupsò are set up in the main screen center section.  You can set up a  group of supplies to populate the Sticky Notes screen 

which can all be for a specific procedure such as a banding or for a group of supplies that are always ordered together.  Please refer to 
the instructions for ñProduct Groups in Chapter 1. 

h. ñDepartmentsò allow you to limit the drop down list to only supplies from a single department, for instance only office supplies. 
i. Choosing a ñCategoryò from the drop down list will limit the list of supplies to only those in the category you choose.  
j. òThe ñEmployee Nameò is required to record a sticky note in this drop down list section. 
k. ñFind Textò will allow you to find a particular supply if you canôt remember what it is named.  After typing ñmaskò, and then clicking the 

button ñFind Suppliesò the list shows two supplies that have the word ñmaskò in their names. Once ñFind Suppliesò has been clicked it 
reads ñRestore All Suppliesò  which brings back the full list of supplies. 

l. Type the exact number into the ñFind Catalogò field and the item will appear highlighted in the drop down list.  
m. This field assigns an ñOfficeò to the information you will be sending to the ñView Sticky Notes ñscreen. 
n. ñEdit Quantityò allows you to change the quantity from the default quantity of one. 
o.  ñDelete selectionò lets you undo a selection. 

 
Once supplies have been saved in ñAdd Sticky Notesò the person creating orders or interoffice transfers will need to complete the tasks in ñView 

Sticky Notesò. Usage is completed directly from the ñAdd Sticky Notesò screen and does not need to be sent to ñView Sticky Notesò. 
 
Upon entering the ñViewò screen you be prompted to enter your employee name. 
The screen below shows you the options available to you: 
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a. The yellow section shows general sticky notes. You can delete sticky notes or preview and then print the list if desired. 
b. Supplies you chose for either normal orders or inter office transfers in the ñAdd Sticky Notesò screen appear here. 
c. Quantities can be edited. 
d. The records for the office name shown in the ñDisplay Officeò field will show.  If ñAllò offices is chosen you will see all records and which 

office the record originated from or for. If you want to send supplies to Orders for only one office you will want to limit the list to that office 
first.  

e. The STO column is a way for you to choose which supplies on this list are ones you wish to add to a standard order (STO). ñSend to 
Ordersò will move the list of supplies to your order screen for conversion to a purchase order. You can preview or print the list as well. 

f. The IO column indicates those supplies that were sent to this screen as requests for interoffice transfer of supplies.  Again the list can be 
previewed or printed and used as a physical ñpick listò to prepare the supply transfer order.  You must designate which office the supplies 
will be transferred from before clicking ñComplete Inter Office Transferò.  If you use the Perpetual Inventory method and the office you 
want to transfer from does not have enough stock on hand, the transfer cannot be completed and you will get a warning Pop-up. 
Transfers can be recorded regardless of ñfromò office stock level for Non-Perpetual (Interval) method systems. 

g. Sticky Notes can be deleted. 
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Chapter 8 - Creating and Using Barcodes  
1 OIO will automatically create barcodes for every supply you order. In order for the program to do so the ñAutomatically Create Barcodesò 

and the ñEnable Scanner Uploadò buttons must be turned on in the preferences screen.   

 
 
To view and print your barcodes you can go to the menu of reports in the main screen and click on the ñInventoryò tab and then  ñInventory Barcode 

Labelsò.  You can print barcodes by Supplier, Storage Area, Category, Department or Office.  You can even print labels for a single dept. 
or category for a single office, etc. 

 
 
3. We recommend that you use a barcode scanner to make ordering and inventory control easier.  If you print barcodes by storage area or 

supplier and keep them in a book in the area of use, you can simply scan the items you need to order or wish to subtract from inventory 
as you use them.  Many offices like to print barcode labels and attach them to the supplyôs storage area (inside cabinet, etc). You can 
take a full physical inventory by updating the on hand quantities using your scanner. 

4. If you want to scan in quantities to order (or when counting inventory on hand) you can print and use the Barcode Quantity Report which 
prints numbers that can be combined for any quantity needed. Your hand held barcode scanner will hold approximately 150 scans 
(barcode and number) before uploading into OIO is needed.  When you click on barcode quantity report a preview will appear.  Please go 
to the top left of your screen and click on ñfileò and ñprintò to print the quantity reports. 


































































