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Chapter 1 - Setting Up and Getting Started with OIO

1. When you first open OlO 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 hereorinfi Set efeences®

2 010 Tips

Choosing Req from the Purchase Order screen will send a pre-order requisition ko
aukthority For confirmation. Requisition will email to address entered in Preferences.

click down here in the white area for easier
reading

2. You will want to set your preferences by clicking on the fiSet User Preferencesobutton on the right bottom side of the main screen.
Pl ease refer SebUsertPeefereregsar a h et f tioo (Chapter 2)$oehelp setting up your preferences.
3. In the center section of the OO 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,
gtc.). .
f} FoxFales Office Inventory Ordering I @

v

‘ Orders

‘ a |[Supplies
b |Suppliers
Office Locations

Storage Locations
Pavrmant Matharde F\Q-Q

‘ Post Orders Received ‘

a. Thef Su p pdtableis discussed in detail Chapter 3, i Ad di ng N e wefoRPlpgng Ordessa 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. Thefd Su p p Itable alréady contains records for many of the frequently used Orthodontic suppliers. You can easily delete
suppliers you do not want to use i 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 fi
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ﬁg Company @

[

{ | [Supplier T [ open scanned .

1 . Delete Entry Exit
IGAC International |E| Document Viewer | ‘ | ‘
|1 17208 |155 Oval Drive
Il:entral Islip INY |1 1722 |

Phone  Ext LocalPhone  RepPhone  Fax  EMailAddress

|auu-ﬁ45-553u | EI-|51E-582-5?EI-EI- | |51B-552-5?u4 |nnrm1@gacintl.cum

_

Ihttp:ﬂwww.gau:intl.u:urn.r 21

11 N T L e Y . -
femslimi 00 w0 SN R -

(™) All Labels

@ Active Supplier

. Add/Edit Group and
‘ Print Address Labels ‘ Coupon Cat ries
1. Be sure to enter your fAccount Numberg fAddressg fPhone Numbersq etc..
2. The fE-mail Address fentered here is the email address to which you send yourorders.Us ual |y this is your rep
3. The iiWeb URLoaddress will be preloaded in OlIO for many common Orthodontic suppliers. If you wish to add a new one we
suggest you go to the supplierdés website on the interneXx and th

bottom at theObdeéernt o mivdbthendleveyod t o go right to. the supplierds web
4. If you check the fDbsoleteobox, 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. Chec ki nirzludelSleipping and Handlingd box will put a |line item on your PO for
will be prompted to enter a S&H amount when you place your order. Youcanalsoadd S&H in the APost Order
you dondt know the amount at the time of order placement.

6. The fiCC E-mail Addressocan 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 fiCurrencyofor a specific supplier here. Your home (default) currency
issetupinii Set efeences® OlO 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 fDiscount %cdox will allow you to enter a percentage discount that this supplier always gives you i 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 @y osupplyintotbesupply card griceffield: Yom eao ¢onsider this your regular price and use
di scounted pricing to mean fiBuy one get one freed or other true

9. The fraxofield 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 suppliestot ax exempt at once in the AEdit
di scussed in item fixo

10. Entering your fRe p r e s e n t Narmeowilehéls other employees know who you work with.

11. The iCommentso section allows you to save a comment that will appear in your Order Screen. An exampl e mi ght be 7
shipping with $100 orderi o IChheck f or coupons available before ordering.o

12. The fOrder Typeois 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. T h eéeféult Shipping and Handlingd wi | | set an amount that you are charged for
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 fiGroup Named is used if this supplier is part of a group from which you purchase. Assigning a group will allow you to print the
purchases historyrtrepforAccmnunttd/eC@atieChary/ Findd with the option
belong to the group.

DISCOUNT COUPON TRACKING BY GROUP OR INDIVIDUAL SUPPLE&Bave 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 Supplier, multiplier and eligible supply categories. This only needs to be done once. Choose Supplier Groups from the
lower right in the Supplier Screen 60 Add/ Edi t Gr oup an dORironutheanain £@en éngddle seatian)o

Access through the Supplier Screen - botiom riuhrt

(7)1 All Labels |
|uoBG =
Add/Edit Group and Coupon Factor
Coupon Categories | 0.45
o -
OR e e me g s e ———
Inter Office Orders i
Access through Main screen
Package Types
Supplier Groups ..‘_
Product Groups
Patients

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 categoriessdBarded chmdedBraachdte categories to which eligibl

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 0x6 below).

i} Supplier Groups @
2
1 Add Supplier To
' 9

<«None Added> -
Afw - Auxilliaries A

Bands
4 R Supplier |
* m Group

Group

Bonding Mat's

Brackets
Forestadent - Drsposables *
Foxfales / Elastics/pc's e
Fuji Gloves Supplier
fuji film Kﬁ Hg/appliances
G&H Impress. Mat
2 Infection Control Delete Group
Glenroe Technolo Instruments
Glenwood Englew Invisalign
Glowve Club IFR
Gray Supply Co. f1 Lab Supplies Exit
Great Lakes Ortho ~ Marketing o
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Second: Yo u

can

record

coupon
orders, or initially when you order supplies to be paid for with coupons.

button and follow the screen prompts. Through t h e
enter the coupon price which might be zero or it might, for instance, be 15% off the regular price.
as a Goupon 6 button inst_ead of simply reducing the price as you do to record discounts if the purchase uses coupons for payment so that the

www.foxfales.com

either
At

usage

oPdet

t he
®eceived

w h e nthattheywene seotas freesor distoented aowponp o n 6
Screen)
DaheodSstr et a mcYoswlibe ptomptgd ton 6 .

It is very important that you use the

ti me

of

ph: (941) 4860440 fax: ©41)9811864

order

(Ordering

0Set

information will appear on your Coupons Earned/Used Report as shown below.

Both Discounts and Coupons purchases will appear on the

0 Bcount Report 6 (under the Reports/Financial tab) but only Coupons will appear on the  0PO History for Coupons Earned & Used Report. (We
o Tihe Buttoptleat seti scount s

separated

them because

of ten

di scount s

ar e

Coupons for the Order Screen or the Post Order Received Date screens are shown below:

In
Order
Scresn

Nowlet & s

i} FoxFales Office Inventory Ordering

Return Item

]

[
|

|

Product PO History

|

Add Discount Order

Add Coupon Order

[ Gooale Product Search

|
|
|
|

the resk of thet fEnter/Edit/View Office Dat a

In Post
Recened
Screen

oR

=i

Post
Received
Date

Show
Back
Orders

Set ltem
Az
Coupon

just

2 for

i t Tddreddedters c-x, correspond to the sections in the following instructions:

5

Orders

Post Orders Received

Post Tracking Beceived

Add Yiew
Sticky Sticky
Hote Motes

Upload Barcodes

Heports

Record Brackets OFF

Aszzet Management

-ﬁ:—pmq_n'ccza—;r-—-—-:rm - 0 B ) O &

W

Supplies

Suppliers

Office Locations
Storage Locations
Payment Methods
Shipping Methods

Ship To Addresses
Categories

Chart Of Accounts
Departments
Employees

Employee Time Off
Employee Permissions
Foreign Currency Rates
Inter Office Orders
Package Types
Supplier Groups
Product Groups
Patients

Appliance Colors
Appliance Dispositions
Appliance Motes

Edit Uisage

EditiFill Data

Office Inventory Ordering

2 FoxFales, Inc.

‘ Set User Preferences |

E xit |

instructions.
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¥ Locations _

Loeation i [TEme v
BddressI 140 Cado Ave. Suite 203
ity [meveport

Skatel ot ‘ oK ‘
Country |
ZipCode I 99399

Phone 0 [(203) 6B6-6666 Location ~ Split%
Faxl 0 [203) 6E6-7666 Meswvport

Annual Budget $110,000.00
Dfice Qty Split % |"-.. 5

—‘IF\ Sum of Dffice Qty Splits 0%
3

‘ Delete Entry ‘

Lamwton

1. The Mnnual Budgetoamount 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 fOffice Quantity Splitois 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. T h eHorie Officed box i s checked i.fThisthbne address betomes thendefault bikinfg iddress and
the default shiptoaddressi f no ot her address is entered in the frSdieenpastheshipta dr e s
address for the particular purchase order.

d. Thesectionfori St or age bo@aadt ioawss you t o esprestored. yNotavthaéim reultigewflige bystems you will

want to keep the | ocations more broad so that they can eapipdiyn dtyd sa
cabinet Ashelpforto.can be prridegredRdaeimvedeDdtPostsOreen that will all
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. TheiPayment bBtabteblosvs you to store information about your credit ¢
the password pl 8atldserPc leif ek emmr ets o gighfisti tden odn tthtee mai n screen and then
Access o0 buowersettion. Pleasenbe sute to remember your new password!!!! Once into the payment methods area you can

set up the necessary information about each credit card.
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Pagment Method [ [visa &
CardNumbenl [T 111111

[Espiration Date 1 [07/2003 Delete Entry

114

i

f.  fBShipping Methodsodallow you to tell OlO how your supplies are shipped - USPS, UPS, FedEX, etc. and keep track of costs by

met hod using the AShipping and Handling Costso report under the 0
g. Us e Shipeto Addresseso dgetaip an address other than your billing address for shipments. The shipping address and billing
address will both show up dnrthe @rden Scre€hQérger afep)there ik adsop dowr fidlefor you to choose

which address to ship a PO to.

h.i. &j. fCategoriesoand fDepartmentsohelp in defining and sorting information on reports and drop down lists. The categories used

shoul d be more 8pachk & s d Pispisables stc. whireas 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.

.iﬁ-ep artrn EHQ X

e

Departments Budget Budget

|Marketing 4 D > $10.000
Ci otal Department Budgets = $11 I],I]I]I].I]I])
olta 1ice Budgel = 0.

Office budgets
are set upin the

fChart of Accountso(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
abletoprintaiBookkeeperfdomRepher tidPost Orders Received Dateo scrdipon to gi
invoice to help her know the appropriate cost breakdown. Using this feature of OlO will greatly improve bookkeeping posting consistency.
It can also help to identify shipping andtaxcosts.iand even supplies subject tofifidseailarvro by -
finont adirchl suppies for instance.

Deptarment Cateqgory CoA

Clinic Adhesive/Banding Clinic Supplies

Clinic Appliances Clinic Supplies

Clinic Archwires Clinic Supplies

Clinic Auxillaries Clinic Supplies

Clinic Bands Clinic Supplies

Clinic Brackets Clinic Supplies

Clinic Burs Clinic Supplies These are just examples
Clinic Clinic - Misc. Clinic Supplies of departments,
Clinic Disposables Clinic Supplies categories and COA's
Marketing Give-aways Warketing/Fromation | some offices have used.
Clinic Gloves Clinic Supplies You can customize your
Clinic Infection Cantral Clinic Supplies own lists.

Lab Lab Supplies Lab Supplies

Office Office Printed Material | Office Supplies

Office Office Supplies Office Supplies

Clinic Oral Hygiene Clinic Supplies

Clinic FPower Products Clinic Supplies

Office Frinter Ink Office Supplies

Clinic Records Clinic Supplies

k. Inthe fEmployeesotable 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 chosenwh en t hat empl oyee enters s the AOr.d\mte:yau scr ee
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. (Seefi Set t i Pg e U & e sediondg &kapter 2) An fEmployee Passworddcan be set up and changed

here. This password wild/l be used in conjunction with thealdbgdmpl oy
for use. See fimo.
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f} Users @
Userllame |L'_-fnne Fales ] [ 3
e [re—
E— Employee ntls [
lﬁ |Wﬂne@fnxfales.-:nm

pemaome [ [ Iﬁ

EMSilPONGEEY |Pleaze process the attached Purchase Order and notify me immediately if

% chamcter any items are backordered. Please include and invoice or packing ticket
passwond can with prices when shipped.

be set 1twill be |Thank vou

required o Log- |Lynne Falels Employees can write a personal note to
In if Employee always appear on theirOIO PO emails and

T L e either add it to the 010 default email or

activated. override and use only what they have typed.

Changei/Create Employee .
Password ‘ Calendar Delete Entry Exit
. T he&Employee TimeOffo f eature will al lempl yguecationpeisana gnd sick ame K desiréd. The default
password is Ol O. It can be changed i non hfeClicdmd eolyeer PRmraelfi srse maness &
e —
Change Credit Change
Card Access Employee Show Cale
Password Permizsions P'w

m. fEmployee Permissions & Log-i natbow you to set OIO user permissions by employee and require a log in on opening OlIO. Some
employees may be granted full access to OlO while others may be allowed access only to Sticky Notes, for instance. To setup user

permi ssions you wil/| need t o(madleseckon main scrdemy @iid @ntee eepasBveord.miihes defautt n s 6
password is 00l O6. I f you c lsaeemgeatry ppassvord (hith ik dogeenet hRee ronSiests iUosresré Pr e f e
screen as shown above, please be sure to remember it or write it down in a safe place.
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-
/_ Main Screen

Jessica

password1

Add Sticky Motes
Edit/Fill Data

2.

Choose

Foreign Currency .. JF

General Editing T I‘

Offices A you wish

Orders l toallow | Get New Password Office Inventory Ordering

Post Received Products 3

Fost Received Appliances ® FowFales, Inc.

Freferences Clear UserID

Reports

Suppliers

Supplies s

Uplnad Barcodes Clear Permssmns‘ { Log In

S
4.
Set Dd_afa_ult 5 ‘ Set Uzer Preferences
Permission .
Save 0I0 Function 3 i
L 2 ‘ Exit ‘ Exit
Permissions
I Don't forget to save your choices _J \\
_—
1 - Once you have entered the employee permissions section you will need to put a checkmark in the box at the top right. ~ When

thisisdone, a W  olgutt on wi || aSepUseaR r eafbeorveen a dosethe dinin scteennEmployees 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 O0OEnable Password Control to Ol O Functi

2 -All employees will first need to be assigned an ID (their initials) and password either thr ough the 0Employees 6 dr o fist d o wn

or here in Employee Permissions. Next, choose the employee you wish to set permissions for, highlight the functions you wish to allow and
thencl i ck on 0Save Employee Permissionsdé. Add&Viewlistrkydlotes,dpGererabediingamd Je s s
Edit Usage.

I D6 wi ll clear the

-Ifan employee forgets their password you can reset it here by ¢
| of t

o
D he empl oyee whose name ceanteraelbDforthat appears i

employee to be able to log -in again however.

450 Cl ear Permi ssionséewilain 2impdbwyyeed st pereni ssi ons
5-0 Séefault Per mi s s i o nad émplayieds Lp wathettie 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 o06Save
Empl oyee Pe rPhiEAASSIEo BES6 . SURE TO CHOOSE THE ADMI NI STRATOR OR DOCTOR AND
person can get to all areas of OlIO dincluding to turn Employee Permissionson and off!
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n. T h éoréign Currency Rates0 are used by offices WDalarslandshouldrbeupdated ot her t ha
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 fihomed currency that you have sparthasen t he
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 fihomeodo currency. An example would be an ofTheader t hat
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.

0. finteroffice Orders0 produces a | ist of s upopdoiffieedo another.t Thiy fonatiortisroalynvalil e r r e d
for multiple office users of OIO. The transfer is done in the fAdd Sticky Notesoscreen (Chapter 7) or using the barcode scanner and then
uploading the scanned transf er haptarBju t he fiUpl oad Barcodeso screen

p. fPackage Typesd al | ow exting dr enterenedw package types.
q. fBupplierGroupsd were diskessedtian ti)t.] eGr ofiupu pspeltiuepr scoan( bal so be access
GroupsoOo here on the main screen.
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r.  fProduct Groupsa We added the ability to save a group of supplies with a 6Product Group é 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 o B é(for procedure group) and 060G 6(for order group) at

t he

beginning of the Product Group name. To set up new product g
Reports | Asset Management
Employees = ForFales, Inc.

Employee Time Off
E xit |

Foreign Currency Rates

Inter Office Orders
Package Types
Supplier Groups
Product Groups
Patients

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:
r

ﬁ} Product Group Managemment = || B &S
Product Groups Product List
Full Bond UL - Metal a IEI Aquisil Ukra Deca + Invisalign Impressions . Category f
At 014 Lir Mikirol Matural Archwires E|
Ay 016 Lwr Mikinol Makural
Products In Product Group £ 016 Upr Mitinal Matural b -
A Ot Senk 014/LWR + Rd AccuForm 1 A 018 L Nitinol Matural Find Text g
A Cwk Sent 014/UPR + Rd AccuForm 1 &%y 018 Upr Mitinol Makural
Bk Molar LL7 2 A 1622 Luwr Mikinol
Bk Malar LR7 z Ay 1622 Upr Mikinal
Bk Mskg ME Roth UL1 1 At 17xZ5 Lwr Stainless Steelatural ) i
Bk Mstq ME Rath ULZ 1 AW 1725 Upr Nitinol Natural ‘ Find Supplies ‘
Bk Mstg ME Roth UL3 1 Ayt 17xZ5 Upr Stainless Steel Matural
Bk Mskg ME Rath LL4-5 c z A 1925 Lwr MNikinol Matural
Bk Mskg MB Roth UR1 1 B 1925 Lwr Skainless Steel Matural ]
Bk Mstq ME Rath Rz 1 A 19325 Lpr Mitinal Matural Restore All
Bk Mskq ME Roth URS 1 A% 19225 Upr Stainless Steel Makural Supplies .
Bk Mskg MB Roth UR4-5 2 Ay Lowland Miti 018/UPR. + Miki Arch Wire I
A Ok Blen 21x28LWR + AccuFarm 200
At Ok Blen 21x28UPR. + AccuForm)'200 ¢
A Ok Sent 014 /L'WR + Rd AccuForm
A Ok Senk 014 /UPR + Rd AccuForm
A Crvt Sent O1E/LWR + Rd AccuForm Delete Product .
By vk Sent 016/UPR. + Rd AccuForm Group ]
&y Ok Sent 013/LWR + Rd AccuFarm
el Add To Product AW Ot Sert 19x25{LWR + Neo Rect Acc
Group A% Crvt Sent 19x25/1UPR + Meo Rect Aco
d A Ok 55 Aoy 17x25{Lwr Med + Archiwire
e A Ok 33 Aoy 17x25 Upr Med + Archwire
A Ok 33 Aoy 1925 Lwr Med + Archwire
Save Order Delete From AW Ot S5 Acu 19:25/Upr Med + Archuwire ‘ Exit
Quantity Product Group AW Owt S5 Idl 018/Upr Med + Archwires -
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a.

—h

I'n the Product Group fiedMet avwvd fypedudFglrlouPom@ameé+land then cl
popped up.

This section lists the suppl ies available to choose. In this example below we limited the list to just those in the category
OArchwiresé because we had already chosen the brackets we nee
supplies at once andt o hPmodlcrckGooupdebwtAtdan .

Once supplies have been added to the group they appear in the
You can assign a usual quantity to the supplies in the product group by highlighting the supply, entering the quantity in the

0O0Order Qtd 6t heenx a@lni cking the 0Save Order Quantitydé button (d)
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 deven though it will not show here unless you assign the number one.

You can also delete supplies from the prrodiwcdt. group by clicki
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 listtothecate gory OArchwires.6 in the exampl e
The 0Fi nbdxalloescybudo search for only supplies with certain words or lettersinthename d6such as oniti o
would bring up all supplies containing the |l etters onitiéo.
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h. After choosing a o0Categorydé or OFind Textp@plriamsge itno owarek wiot h

limited list.
i. After finishing with the | imited |ist, click on O0ORestore Al
j The oDelete Product Groupd6 wildl all ow you to delete an unwant

Once your groups are set up they can be accessed in 06Add Sticky Notesd so you can use product groups for recording usage of all supplies
used for a specific procedure. OR inthe 0Orders @creen (just below the supply name) - choose the group, click on add, and the entire
group of supplies will be added to your order list.

5 dd Sticky MNote

Full Bond U+L - Metal Save General No

OR
s

ﬁ) Purchase Qrders for

. Supy  Sup

|Eli|:k Arrow T Chooz Click Ao bo Chooze

|Full Bond U+L - | »

s. ThefPatientsol i st is used with appliance tracking. You can add patie
you misspell a name you would edit it here.

t., u,v. T h eAppiiance Colors, Notes, and Dispositionsd are covered in detail in
w. fEditUsaged wi | | pr osdpplesused (taken sut of siotk) 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). .

-

ﬂ) Edit Supply Usage @
Suppliers Iﬁ" <] Start Date | 11;1;2010

[
| . fasosteny [ 0[]

b azel Industries |Clinic Traps uest 11442010 1 T
GAC Internation|Band Lip Brap LL 12 |[Ellen 1149/2010 1 0 kain
GAC Internation|Caplin Hook-Curved |[Ellen 1149/2010 1] ( 1|hj)in
X. T h eEdifiFill Datab Screen is a powerful mass editing feature:
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i;a Alginate ideal ortho fast set 43dgr/can £3
F'IL‘;:II::S Fﬂ;ﬁﬂ? Copy | Aszsign Category ‘ | Azzign COA ‘ c | Aszzign Dept | ‘ Assign S5torage |
On Hand Qty ,7 Category Chart OF Accounts Departments Storage Area

|<.f1‘n.||> E |<£«II> E |<f-‘«||> E| |<f-‘«||> E|

Supphers Find Text y
Fully Stocked Find
|<"f"""> E D | E | Belachal | ‘ Supplies/Refresh
Reorder Level

A

Supplier Supply Category COA Dept Storage
Constant Order G H | Benco Dertal Airfwater syringe tip: | Disposables Cliric:al Clirical Mot Specified .
’7 AL Intemational Alginate ideal ortho fast All all All Hat Specified
Orderinterval GAC Irtemational  Alginate ideal ortho fast Imp & Clnical Clinical Mot Specified
Last Order Date Benco Dental Alginate Kromopan 100 [mpress, kat all Clirical lab, randalphk
_ GEH Alginate orthochrome 1| mpresz. Mat Clinical Clinical Mot Specified
Price Click Arraw to Chooze ¢ All B All All Mot Specified
Dentzply Appliance remover ifvis [nvizalign Clinical Clirical MHat Specified
A = Jumar corp. Aqualizera Fatient care Clinical Clinical Mot Specified
~ Copy From Office o e i - - L -
Lllllfl:upy LI Brockt Feliance Drthodontics | Aqualizers Hglappliances  Clinical Clinical Mot Specified
| [x| [Brockten : I |atarta Orthodontics At Ausilary Al Al al Mot S pecified
Reliance Orthodontics | Assure bond Bonding Mat's Al All Mot Specified
Fill Val Copy Selected Patterzon Dental Bags, start 7 1/2¢10 gty Dispozables Al Clinical lab, randolph
LA LS Yaluesz AL Intermational Ball clasps Lab Supplies Clirical Clirical Hat Specified
Foufales Ball clasps-great lakes | All All All Mot Specified
_ Great Lakes Orthodonti Ball clazpe-great lakes Al all Al MHat Specified
Inventory Switches OnjOFF GAL Intermational Band 1zt molar LL 5201 Bands 7502 Supl Den & Clnical Mot Specified _
Lol "I sl (Y R . Jp | Feedd ot el I o2 Ao da B ] = R N P ) o T Y ] WP | | Y N o U e |
@ ltem Level Obsolete J @ on Hide Obsolete || Obsolete Only Units Per Pack »1 Tax Exempt Last Imported
Overnde Pl Selective Pl These Supply Yalues Are Not Editable «| |Gtorage2 F
OFf Office OHQty FStk  RBLvI (] ol 0Odty LastDate Tax
LciiExEnpt Bridgewater 0 0
Hude Park 9 L 1 1/BS2010 3
Set Inventory Exit Canton ! 0 Mizc M
Switch K H Brockton 7 12 ] 0 Changes
| m YRS Py N P n n -

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-c | i cki ngpomii 60 S
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 suppies by
choosing from the drop down |ist and then clicking 0Assign Ca
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 OFind Texto box wildl l'imit the Iist to supplies that cont
click the OFind Suppl i es/ Rimifedlistbasad orbthetektgonenteed. di spl ay your

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 &like a case of 10 boxes of gloves.

This can be helpful to identify supplies that you may want to
(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 importedt o0 make it easier to work on
completing information for supplies newly imported from excel spread sheets, such as category, dept, etc.. Remember that
the OFind Supplies/ Refreshoé will need to be cl i créstdthetisbto c o mpl
al l supplies you willdl need to set all filters back to <Al Il >
upper box labeled storage available to work with for the 2 " area field.

G. In the Fill/Copy Values section you ¢ 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 eson
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 canviewtheval ues i n the section marked oLG.

. 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 oond6 or oO0offod6 for petugm Lev
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 0Set I nventory Switcho.

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.

e
a
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Chapter 2 - Setting User Preferences in OIO

From the main screen, clickon i Se t U seences® i ar fwill see a screen as shown below. The red numbers indicate which

instruction pertains to the corresponding section:
¥ User Preferences E .
.............. E -

Inventory Contred | Ordering Control | Printing o
") From The First PO | l

) Cument Year ] Enable Peipehsal Inventory [T KeepOrder Qty Aher Convest and PORD
) Curent Quarter ] Decrease lverdon A1 Nem Level [7] Clear Drder Quantity Altes Corvest

1 Curnent Month [T DoMNet Decrease o Inciease Imventory (¥ Ulse Reorder Level For Order Quantiy
@ Previous Month [¥]  Record Marual Inventon Uzage [ Usze Reoder Level For &l Quantty

71 Cument Week | Enable Auto Alet Allow Reorder Level=0 For DT Alett

) Last N Days 11 1z

Make |nput Hames Proper Casze

Input Name Case Options

@ Accept Input Names as Input

Defaul Purchase Order Type |

' Phome [ Fax () Mail
3 - =
._' EMail ) Quote ) Dn Line /N N
. L B e R e S
) Hmuinn

Label Type Options Flease send an rvoce mchading piices '
wath every order when shipped
. Hone
Iashul @mﬂs !
-

AV

£ Ell'ip
Change Credit
P———— T e e ST
Pazzword Permizzions PW

1 Print Tracking PO and Label 14 .

| Pnnt Tracking PD Iy
Fe Link | Import Mast
) Punt Tracking Label mE lﬁﬂd;':.“ ‘ ‘ Impoit swh.::: oK
N .
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 ASupply Name Case Optiono allows 2 choices. If you chdese fAM
first letter of each word in the supply name capitaliz e d . This can create problems with supplie
because with this option chosen, Ol O would automaticallyowmake it
case. AAccept Supply Nthesapply rase ekantly astyau typedtul d ke e p

3. The fADefault Purchase Order Typeo tells Ol O how you mostduabften pl
ordering option in the supplier6s seenrthiseefault will beassonred the firsttimeaysuscongerte d i n
an order for the supplier.

4. The ALabel Option Typeso will allow you to set a default for how

5. ATracking PO Pr i nt applignce@ackingolhysuowish te dseappiante dracking (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 firsttab (#6)is fil nvent ory Control 0o This i

the sample screen above and below. The options change as you click on each tab.
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a Enable Perpetual [Fventan f O K.eep Order Qty After Convert and PORD
h Decreaze [nventory At ltem Level O[] Clear Order [uantity After Canvert
C| DaoMotDecrease or [ncrease Inventary h[¥] Use Peorder Level Far Order Quantity
d Recard Manual [rventar Uzage i |1z Rearder Level For Alert Cluantity
e[Vl Enable Auto Alert j ¥ Alow Reorder Level=0 For OTY Alert
a. CIl i c k iEBmaple Parpetfial Inventoryd t el l s Ol O that you will be usi ngstotkldalyirpGO-pet ua
either manually, by barcode scanning the items taken outThi®ef stora
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 suppliesare marked r ecei ved in the AP
Receive DateoO screen.
b. fDecrease Inventory at ltem Leveldo al | ows y o u duantitydobacsupplaby iéem indtead 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, OlO will reduce the quantity it carries as

an on hand quantity by the quantity youorder ed and i ncrease stock quantity on hanBo again
Not Decrease or Increase Inventoryd0 wi | I override Ol O6s default setting. Note that
value unless you manually enter it.

d. T h eRecidord Manual InventoryUsaged0 wi | | cause Ol O to prompt you to verify that yo

(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 i by employee.

e. When checked, the fEnable Auto Alertowill 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:

i} Auto Alert For On Hand Quantity and Order Interval @

There is are 44 supplies on the 'Supply Level Warning Suggested Order' Report.

There is are 87 supplies on the 'Order Interval Suggested Order' Report.

f. T h &Keep Order Quantity After Convertd opti on tells OI O to assume t lyawantthoederthe xt t i me
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 fAClear Order Qty After Converto should be checked i ftityfteu ar e
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. fUse Reorder Level for Order Quantityd t el |l 6s Ol O to assume you want to order the di
level. For example if fully stocked is 5 and reorder level is 1, OlIO 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. T h dJsefiReorder Level for Alert Quantityd0 i s a new feature that al | oivbyoffideChasedbonfullyl cul at

stocked | ess reorder |l evel onl y reportand thee serid@hat duamtity fo thé eedensaden. 8isgge st ed
di fferent than preference figo because it only cal cul adclyinthgardemt i t i
screen. The quantity on the Order IntervalWarni ng Report wi | | be sent to the order screen

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 Mllow Reorder Level=0 for Qty Alerto i s used if you want to be able to set a reorde
the box, the box contains 100 and you are willing to reorder when you get down to % 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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Add Emplaves 1D to PO Mumber
Require Employes 1D For Usage
Alwaps Prompt For Ordering Employee Q

Warn IF Multiple Office Order Oty

PO Box 1749 Nokomis, FL 34274 www.foxfales.com

The second tab in

Ordering Control

t h @rddriogpConitralb bedt aopa. i s

Printing | International | Multiple OfFices

Auto azk for lnvaoice #

e
f

Auta azk far lnvaice Date

Fequest PO Email Confirmation

0
h 4

Require EmployeslD For Post Recerved

ph: (941) 4860440 fax: ©41)9811864

for i

fAdd Employee ID to PO Numberd  wi | | put the i nit idanhthe oadéringafieetheeP@ g bndhe puechasetoaler.i s
| Reqgfiire Employee IDforUsaged0 i s checked the employee will be required to ide
inventory using the scanner or manually.
flways Prompt for Ordering Employeed wi | | ¢ 1upeaaking for ghe gmplpyee ID of the person doing the ordering. It is a good
idea to use this option especially in multiple offices.
T h eéVarf if Multiple Office Order Qtysd0 o pti on i s desi g n erderdontain$ guantitigs doumoke thanvoneioffice anma o
single order.
fMAuto Ask for Invoice Number6 pr ompts the user to enter an invoice number in th
has been posted. This is helpful for future reference in dealing with the supplier.
fAuto ask for Invoice Dated wi | | prompt the user to enter the date of the suppl
cn be sorted by invoice date instead of received date if the option to do so is chosen.
fRequest PO Email Confirmationd  wi | | put a message on the emailed order requesti
fRequire Employee ID for Post Receivedo wi | | prompt the user to enter who is receivi
screen.
Under Printingd fit ab:
Ordering Control | Printing | International | Multiple Offices

a [| PrintMon E-Mailed PO On Convert

b [0 FiintE-Mailed PO On Convert

C [F Print Tracking On Corvert

d Enable Avery Label Skipping

2 [ GroupAppliances On PO
Ch e c k Printghonfie-mailed PO on convertdo wi | | send a copy of the PO automatically t
Same as above for emailed POb&s
fPrint Tracking on Convertdo wi | | aut omat i c arlagpliancetracking pureéhase @derns. of y ou
fEnable Avery Label Skippingd wi I I all ow you to tell Ol O what | abel number to s
fiGroup AppliancesonPO" wi ||l produce one PO rather than printi hegsamesupplieri du al

when the order is converted.
International options are only used for offices outside the USA and are self explanatory.

The Multiple Offices tab contains options for users who have purchased licenses to use OlO in more than

wish to add office location licenses please call FoxFales at 941-480-9440.
Ordering Control | Printing | International | Multiple Offices

Allow Mulitple Office Quantities take PO 'From' Equal Ship To'

Enable Office Quantity Splitz [1 MakePD From' Equal Home Office’

Frint PO Ereakdown By Office Report

Mllow Multiple Office Quantitiesd when checked, wil/l

provide

one office. If you

drop down fields in t

such as fully stocked, reorder, order interval, etc. can bet entered individually for each office.

fEnable Office Quantity Splitso wi | | take the split perc

entages set in the off

up

percentages set. If the quantity is uneven after the split the larger quantity will be allocated to the main office. For example a gty 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.
fPrint PO Breakdown by Office Reporto

wi | hticalyunclaedena 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).

[0
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d&e. You wi Il choose whether you wish OIO to display the #AFr oombe of fi
home office (i.e. billing office).
11. Options on the left side below the tabbed sections:
sl At Alet 12 B Bllewe Recider Level=0 Fos OTY Aleit
11 E_ |
(]
a. finclude Shipping and Handlingo wi | | put a l|line item on the POegdctedtobrglfnoneisat t he
entered in the order screen, the amount shown will be zero.
b. & c. These fScanner optionsodshould be checked if you wish to use a barcode scanner with OIO.
d Mo is helpful if prices from vendors are presented with more than
e. Ch e c kEnahje Sficky Note Alertd wi | ela pap upeaative sticky note reminder that will appear when the user opens the order
screen
f.  fUse Microsoft Internet Explorero wi | I default to Outl ook or Outlook Express for e
12. Options on the right side below the tabbed section:
a. fSend PO Email WithoutaPromptd wi | | automatically send your PO without a warni
b. fEnable Drop Shipmentso wi | | all ow you to set up drop shipments to post intoc

drop shipment the gty that is drop shipped should be entered on the supply card in the constant order gty field and the interval i 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, OlO 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 gquantity field on the supply card. Do use the interval field on all supplies so that they will appear on the
order interval warning report.

|Newp-:ur‘t Beach bt

[ T Zmetan) 2

|Newp|:|r‘t Beach 7 n this example 2
of this supply are

automatically

Over Ride Perpetual ] sent every 4
ks
Enable ftem Level ] —

c. TheShawOIOTipso option is what makes the tips appear -checkinfgthislsox. openi ng
d. fEnable Text to Speecho t u r rfusictian that aill announce the supply item and quantity as you add it to your orders.
e. fHidePOPriced i s an option which wild/l hide supply prices on your PO so
price you have in OIO.
f. fUse FoxFalesEmaildo was devised to allow users who do not have Outlook to
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 sectional | ows t he user to type a note wh
(purchase orders). An exampl ewmt htubeefiPl paseesonfidrmetati si mede:
14. In the bottom sections these buttons do the following:
a. fBhow Current Database Linkso  wi | | help you determine where the data is | ocated
are most likely to want to check. In many cases the data is on the server.
b. fReLink the OIO Databased6 wi I | all ow you to redirect Ol O to the database if i
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. fChange Credit Card Access Passwordo wi I I all ow you to change the existing passwor
iAol Oo

d. Thdmpdrtd but t o nyouwtdalsdreen whéreeyou 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.
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Import Link Status: Catalog # linked to Catalog #

Available O10 fields to Tin
Import Types _ with Excel

Supplier Mame

C Dat
@ Dopery e Supplier Marme Supply Marme
() Supply Data 2n Hand Quankity Inits per Pack
) Lask Price Package Tvpe
() Tracking Mames Category Last Prire
Chart OF Accounts
Catalog # )
] Uriits Per Pack You can import values for any of the
Delimitor Package Type fields listed here. Just create the same
3 T Discount %% fields in your excel spreadsheet, fill in
, gt'z'ra'ie ":"“ia the values and then link the excel fields
| O Tab szni:ergte” to the corresponding QIO fields.
() Auto Dekect Last Order Date
Fully Stocked
I Reorder Lewvel
Order Interval

! O _ O Click. &rrowe to Choose @ ae

d

e. fChange Employee Permissions PWo wi | | |l et you c han gsettihghueLograperimissionsgoa esnpleyees. dThef o
default is AOI Oo. Pl ease be sure to remember it if you change it
f.  fimport Master Supply List6 bri ngs up a screen where many s u papdiablefsrinfportonto OMDar i ous
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
l'isted. Only a few suppliersdéd |lists are extensive andifieday not be
g. fBhow Calendaro wi I I allow you to see individual cal e adbfleftslickiomshowst af f men
calendar you will see a back door to functions that you should only change with our assistance.
h. The®kobutton will close the screen. You can also exit the screen by
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Chapter 3 - Adding New Supplies before Placing Orders

Irn the center section of the main screen of OIO, click on the first line, Supplies.

ﬁ FoxFales Office Inventory Ordering @

‘ Orders ‘

Suppliers
Office Locations
Starage Locations

Payment Methods QQ Q'l

Chimmina Mathade I'“\r_‘\
You will see text in the first |ine that is pr obabylsgythbrnameofa ght ed.
suppl y. I'f it is highlighted just type the name of ighligheedyoecan suppl
highlight it and type you can backspaewseuppgyo cl ear the fieldds c

[SUBPIAIERIN [CLICK ARROW TO CHOOSE & SLPPLY + v |
|__ If highlighted you can type a new supply name aver it, or you can

|‘backspace over the existing supply and then type a new supply name. X
1 |

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 OlO
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-i f itd6s not really a new supply you just want to edit what you orig
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 ¢
Cancel-i f you really didnét mean to work with a new supply or edit it at

| Typed COLOR CODED RINGS

Supphyitem ) [COLOR CODED RINGS - BLACK ORANGE L
lil

V2 Modify Supply Data _
OLOR CODED RIMGS -0RAMGE iz not a listed Supply iterm.

Click Add to add COLOR CODED RIMGS -0RAMGE ta the list. |E|32EIEIE|21
Click Edit ta change COLOR CODED RIMGS - BLACK to COLOR CODED RIMGS - 00
DRANGE.

Click Copy to Add and Copy 3345 &

|Each w
=] (=] =] =

I $1.00

Below is a detailed description of each fieldontheSupply Card and what itdés 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 |l evels and or cer linnttearvvad | sSulgy exsftfeidc eOrared ou g e ptolré
multiple office setup. If you are a single office tplsdficevalues. wi | | |
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3 Supply (=]

[SBB MmN [~ orare 25 x b = [ et 47 [ save 1o
Supplier

Find Supply | i Find Cataloo# |

Alginate is Mainstock

Delete Entry ‘ 19 ‘ 1] 4 ‘

16

Category | |Records 3 [=] |Prn|lut:t PO History |
Supplier |Urm|:u Corporation 4 = | | 5154_4&' E6555 9292

ISZBESDD 19 I—IPackage E gi
|EEI-EI~—854-1T41 6 I?SI}E D I—I I 50.00

EGGPGRe) [sus 53457 |[ExpuatonDaten | 7 [ prechmsemm = | s

|Dental Supplies 8 [Madison Office ™ 25

Storage =2y [ot Specified 9 [Tro000 WEEEM [ 4
[Departments) |Cinic |T ____WWlCpened Package Office Oty | NG

Promiselbate] [3/162008 49 Madson Ofice 13 [=] |Madison Office =] 26
/1312009
=

|?TE—21 0z

I 25 2,1

[Madison Office =] 27
Show MSD5

-
I

[Madison Office [ 28

[ omesm ¢

Ih'ladisnn Office E
|4— 29
[sclective Perpetual [ 31
Link To 34 |_ |:| D 30
Image Exclude Qty Alerts -
B 32

Appliance | [| |canHave Color | [| |Appliance Make Time| | \Appliance Sell Price | |  $0.00 33
1. T h eindida n drindiCatalog # 0 f directlydelow 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 iCommentso 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 fiCategoryo 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 fBupplierd 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. I f you KkAncoumt Nummleerodnd it is not already showing, you can type it here once and it will map to the supplier card.

6. The fPhone Numbero 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 fExpiration Dateo 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 i or you can view the information here.

8. The fChart of Accountsad 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. fStorage 1-20refers to where the supplies are stored. Suggested order reports can be viewed or printed sorted by this field. For multiple
of fices it is best to usefintoer eClgoesneetrd ct hnaanmetso suwsceh ass piecxfi fi c | ocat
10. fDepartmentso 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. TheTax%box all ows you to set the tax rate for each supply individua
automatically. Non-tax abl e it ems shoul @ax Bxempoe tb ouxp cwh etchk etdh.e
12. The fPromise Dateodis automatically generated by OlO when orders are placed but can be changed by the user if desired.
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13. TheodLast Interval Order Datedcan 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-or der i ntervalt)erbvyalt WearmOrndge rRelprort 6 t o suggest orders f

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 Bdrcodeofor you if you have settheut omat i cally Create Barcodeso in 7
do not change the Barcode set by OIO as this would cause your scanner to fail to function properly.
15. TheMSDS6s ect i on i n conHazandowsd obhowi twhl It hal Aiow you to keep information

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 butt oRroduoet PGigistord®, when clicked wild.l show you a history of purc
be found on the Order screen so you can also access the history when you are building orders.
17. fAlternate Supplierd an sption 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. I'f you click on fiyeso you wild. need to ent elintheba@logmew sup
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
Alternate
Supplier

item has more than one supplier available.
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

The order screen will also appear with the heading supplier in red to

you wish to delete it or add another alternate suppl iterenameithf you
unique name. You can make it obsolete if desired.
18. Theaveo button will allow you to save a record without closing this
19. T h éObdoleted check box all ows you obsoleted Bang spmill tereovet the supplysranptipe lorder 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
fDeleted0 butt on t he sadpswnelyasany durchade bistodydol thetsupply.

20. fCatalog #0 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. flunits per Pkg.oi 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. fPrice per Packagel/itemoi 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 i this would generally be each if the gty = 1, or it could be package, box, case, etc if the pkg. gty is more than 1
24. fDiscountdi You may consider not using this because if all it emgustare 50

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, fPrice Changedand flUnopened Pkg. Qty per Officedwill 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. fOpened PackageQtyo i s a f i el d
will only be usable if the supply is fAltem Enabledo and odD) | show

26. & 27. fFully stocked and Reorder Levelodfields: 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. fConstant Order Qtya 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. Hi nt : Letting Ol O determine the quantity to be ordered us
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. fOrder intervala 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 fiblanketo icshpplky as Woh any @Barcdt bavalsuppt¢h as 4 for four
for each specific band. That way you are reminded to check them al
30. fOverride Perpetualdwill allow you i if you normally use perpetual inventory i to not require recording of supply usage for this item. Itis
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. fSelective Perpetualdi s a field that is visible if Perpetual I nventory metho
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. T h eEnafle Item Levelobox will allow you to relieve the inventory of one item at a time even if, for instance, 10 come in a package. You
wi |1 not be abl e to use e nyaxdmexond tdtikerpackagewarditherefdrenis alremdy reliivedeome attatiraet A o n |
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 checkt he fiDecrease I nventory at I|tem
Preferenceso for iQ@ncteo tbheicso nbeo xo piesr acbhHeecked t he field below AUnopen
will become usable.
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33 The Mppliancedfields (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. fLinktolmage0 al |l ows users to take a photo of the supply, save the Jpec
whenever the supply is chosen in the top drop down field.
35. "Exclude Qty Alerts".
It is only used if "Perpetual Inventory" is checked.
I'f AExclude Qty Alerts" is checked then it wildl not show up in Qt:

It does not subtract as ordered but adds back in when received just the way perpetual inventory works.
Itis intended to be used as a bulk Inventory update with the barcode scanner and to record usage.

1. Supply Screen
a 2S5 KI&S I RRS
[ 68t ¢ odzid?2
you choose.
B Supply 2]
ilcmmx{}ermicidal Spray 320z E ‘ Alternate

Find Catalog# | —

e — [ 1| ]
-’ ¥ Al or Individual Barcode Labels E
Supplier IEE’” oo Dental All Lexmark. 7600 Senes (USB]

e © LabelType

R GKS lFoAtAadGe G2 LINRYy(G oF NO2RS f10Sfa RSOl e
y @ uto th&JabeDprioinh saréeh where Y\l gadpre®i@w or print, using whatever printer option

‘ ‘ Save ‘

Bhiene I [1-800-Go-BENCO

heet Feed [5163] [ CZ163 44)
ontinuous Feed [Dymo 30573)
arcode Only [5160) [C2160)
arcode Only [Dymo 30327]

|Dental Supplies
Storage a2l | ot Specifica
pepartments] |Steriization

Promise Date |1 0M7i2011 Print
Barcode

saFes@en 00501 | | Label
_I o — Start Labe] Humbsr

Show MSD5

mage No

) uppy Mames Only [Ayver 5160

IEspSKabels T [
s e sE—
Image

t Print Report |} ‘ 1].4 ‘

Appliance | |:| |Can Have Color |

Preview Report

Restore All ‘

b. In2yadzyOiA2y 6AGK GKS 58S /h! yR /I {iS32NR fAradas 6&s KI @8
so new suppliegou addwill automatically default to your chosen Dept, COA or Category:
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ﬁ Add A Mew Category or Delete an Existing One @

( iSuppIies-Elinic ; ?
\*C Set Az Default Category )

Delete
Entry

§» Supply [ |

e | .

T
| SUBBUMERIN i< Derou Tost supoly /Q/—\@/’

/ For this new test supply, the
|

— \ category, dept and COA all
defaulted automatically to

what was set up as defaults in
the edit lists for COA, dept

and category.

Dental Supplies

_.) x\ e
[Storage=2l |iot Specified [=] [Not Specified

Desartmentg e ST —-—

Promise Date | |_ Print | | IESSEN [ccovest T
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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.

h Orders ‘
Supplies

Suppliers
Employees

Dmvmrnmmt Beadlhoadd -~

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
AView Sticky Noteso screen which will keep each officed6®s) order in
You will add supplies to the list by choosing a fSupplyofrom the drop down list (top left), entering an Ofder Quantityo(if not already correct) and
clickingt h Addfio Ordero b ut t o n.Hint: yopmay wagthotclick add two times i one to accept the supply or gty and again to
acceptaddd ec dimmand. I f you click faddo too many times you be warne
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 t he or andenterthé ordedge rnexgtatheroffide hayne. THe wtal for all offices is a calculated
number that Ol O fills into t h@addbavethetofficeqity).df the ordprguantioybox dpPeard witha@ach nt i t |
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) Order Quantity | 1 I 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.

f}. Purchase Orders for | L @
/" swew  Supplies ™)\ Order Options

Post Order Receive Dates

114
: Choosing the T o
|E""ac u-trap Filters El |Bencn Dental . E— Supplier first will (i Mail () EMal [ Quote Add To Order
PProduct Groups | |<Mone Select=d]+ | [Additional Supplies From. |imit the Supply list e
CatalogNumberll [1433330 |- |2<@s and Catalog #list §|©@ & (/Hed L] fracking

S [0~ -] M [7077% e

Print Order

)
)
Preview Order |
)
)

\Current Stock U Local Phone
4 Phone Orders

|Mc|l.|| arT Jiee |_| | W
ﬁ'dm Quantity | 3 | 19012039 | Convert Orders
|Madison Office E| 2 y Type Card # Comment Expue |
Shippin ecified [Mat Specified [=] | D:[ECDUT;EE;TD;” o
Add 7 $0.00 | Ship To [Madison Office [=] [open ’
0% For order oty note 1 |Clinic [=] ice||
- that the top field $0.00 |DID4EI2 E|

calculates the total F———— ,7 =
i for all ofiices 1 $0.000 O — !

combined and the Each ﬁ

lower field shows the -
Pro displayed offices” qty. P""'_I'f o“ie" Convert Selected To Quote
to order. oo ——

2enco Uental

Ormca Corparation Return Ttem

Alglnate 25 #1lb i $164.40  $336.40

Ormeo Corporation Crimpable Stops [large] $51.40 $205.60

Ormco Corporation Crimpable Stops [zmall) $51.40 F257.00 Product PO History
Ortho Technology, Ine Comfort Covers $15.93 $159.90 N

Ortho Technology, Ine Marking Pencils $1299  $1299 Acd Dicceunt Ourler

Orders build in this section until you
click "Convert Orders” to a create

Delete Item I
)
)
)
)
)

Google Product Search

and send a PO

hittp: A vy, benco.com

S Y

[
[
[
| Add Coupon Order
[
(

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
orasupplieri nvoi ce. Be sure to clear the supplier and wuse fAall ogaihhor t he
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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 (b e | Canvédit
Ordersdhighlighted green in this sample page). Clickingb e | o w fi @oannéividuabsupplier 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, choosethename i n t he supplier name field and cl
supplier 6 t o reveal a |list of other items.
You can use the fFindobox (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 fShipping and Handlingby ou can enter it here. I f vy mlaris plazed §ou shkutdo w t h €
fill it in on the fAPost Order Receive Dateo screen when you get t
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. Youcan record a fReturn Itemoorder. 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. Youwillnothneed t o mar k credit POO6s received. Cr
edited in the Post Order Received Date screen by clicking on the
2. Youcan also fDeletedan unwanteditemi f or i nst anc e Serdtoydersou § @ dfimDtieheeid | nt er val Repo
are a few items you dondédt wish to order yet. We wild.|l go over this
3. T h eProdluct PO Historyo wi | | show you the history of the supply orders in

4. MAdd Discount Orderowill allow you to order a fbuy 2 get 1 freeotype special accurately showing a zero price for the free item
without distorting your PO or history costs.

5. T h eAddiCoupon Ordero was di scussed in the Supplier s ec ttams thatwilhbd paidfol | al |
usingcoupons.Usi ng this option wild.l cause the purchases to appear on yo!
6. The supplier website| i n k Gaogld Préduct Searchdo | i nks can be used nétocogparegrcesespetidlsy t o
etc.

The fPay Typeofield (center orange field) allows access to a password protected credit card if this feature is desired. The default password is OlO
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. Eachsepar at e fishi p
order must be converted separately as OlO 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.

Local Phone | |

0 Representative’ |

Acc | |
ad e ay Type Card # Auth # Exp Date
|N-:|t Specified [1]
1 Ship To |vilage Crthodantics @ v

0.

Departments |.|5.II W

1T | —

T=1 1= 171

Conct D &

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.

Comments Free shipping with order over This is a Supplier

200
$ ‘_J Comment.

The orderoptions wi || show a green dot BetUserPeebdpriceocegyouscheee ias yberfiusual |
also set a default order option in each supplieroés infoopmaai on sc
copy of your PO, do so before you click on AConvert OrdRCasd whi ch
send the information to the fbhesstyou&e uiegthe PdRpetaaklnvenmry mdhad, thedQuantityoa e n .
Hand stock | evel will decrease by the quantity ordered when you c

Order Options Convert Orders |
] ] Burkhart Dental Supply
(JPhone (iMal OEMal (CGuate Drtho Direct
() Fan (ilocal (JReg () Tracking Sullivan-Schein Dental

If desired,you can go to APreferenceso and under APrintingod, set your POO6s t

Order Options:

a. Ifyouusei Bailboas your order option you wil!/| be asked to answer fAyeso if
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 POb6s you may wish to call and doubl @neanhileck vy
as OIO is set to request). You can always edit the email before it is sent.

b. Ifthe doctor wishestoreviewt he or der before you place it youReg@ni@maihle lbhirmea mo@
pop up box wildl give you the option to say fiyeso, fi n o be highlightetdc anc el
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.

I f you say fiyeso, all open orders (the items alreadytordcoRegewe t ed t o
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Date Screeno will be email ed. T HhBRusiress thformatien secton) is hedefault addressto sedryauf er e n
requisitions to, so it should be set up as {dupgpliesitolrbrdered sn oreemeaart | add
just highlight all the suppliers and click on phoneorder and t hen click on Afileo and then #fAprin

get a complete copy of pending orders (like the one displayed below) to give him or her.

Sample APhone Ordero format:
PO Humbers: 332 to 33

B iyt Devunl Sigmly Focomd 2
Ext
Sup p by Iesn Cavakg §  Losc Ond s Dhes Tnic T rice Price Qer Hubreral
Hupp I rTees |
Ortfun Dhivect Fosomit#
Ext i
Supp b Iesn Camake § Lozt Ond s Dhes Tnickrics Price Qer ubetal
Bupp I rTees |
Siivan-Sehein Dengl PBossomut#
Ext 26459
up o br Ieem Catake§  Inst Onler Dhes VnicIris Price Q7 tubwtal
Bupp lis rToes |
rand Tees |

a. We have changed the order in which supplappear 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:

Order Type E Mail Paymenr Method Al
Ordered By 3 Rosen Department Records
Line# Catalog # Description Oty Unit Price Pkg Price Sub Total

Acrylic Biocryl Resin Clear 2 Each 30.00 30.00 20.00

2 045-038 |Acrylic Apple Red Contemporary 40z G 1 Each 22210 52210 52210

3 047-001 J Acrylic Biocryl lce 1# Kit 1 Each 34161 34181 341,81

4 Shipping and Handling 20.00
5 Tax 55.26
PO Totals 4 368.97
C. The ordeQuoeptaloihows the ability to send a quote request Vi e
Order Options l (114 I
(OPhene () Mai DEM(G}QUDtED [ Add To Quote I The new order option "CQuote” allows you to build a list
Fax Lacal Fle A . of supplies that you wish to send to multiple suppliers
O O Ofes O J [ Preview Quote for a quote. When this option is chosen, the Options all
[ Print Quote l relate to quotes and the list at the bottom of the screen
| will not contain your ™o be ordered” supply items, it will
[ Move Quote To Orders l contain "o be quoted™ items.
| [ EMail Quote ]
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When you click on AEmMail Quoteo you willdl g e tequest. lUse she cowmtrbl key to pigk whicar s t o wh
suppliers you wish to have OlO 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)

B Select Supplier E Mail For Quote |£|

Use the CTRL Key to make multiple selections

[ i

ADA (American Dental Association
ALIGN TECHMOLOGY, TMC

Al In this example the quote
Armerican Orthodontics

request will be sent to
AR Unitek, American
AGUALIZER. s
9 Orthodontics, Brasseler,
and Burkhart

burkheart
Butler
Click Arrows bo Choose a Companty

W
“

ImEraEn@mmreom; jsachse@americanortho.com; smeyer@burkhartdental, com;JEkifk@burkErEEERtaNEGRN

= | Each of the suppliers can see that the email was sent to all
grc. four. The supplies to be quoted are attached as PDF lists.
Subjeck; |Quote Supply List You can edit the standard message as desired.

attach, .. gReguest Fot Supply Price Quakation. htrl {12 KBY; EReguest Far Supply Price QuatationPagez. bkl {12 KBY; @Reguest For Supply Price QuatationPage3. html (6

Please provide Price Quotes for the attached Supplie
Els(’_fjlease respond with your Catalog #, Unit Prices and Units/Package for the listed suppliea

You will have all the information needed to order from a new supblier. —A

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

E= Supply

_lCOLOR CODED RINGS - BLACK

Alternate When adding a third
Supplier J supplier you will now first
be asked if you wish to
delete the alternate
supplier and then asked
if vou wish to add
another alternate if you
answer "Mo".

- |
[ Product PO History ]

Remowve Alternate Supplier Desigination

Do you wank to remove COLOR CODED RINGS - BLACK from the alternate supplier list?

[039501 Dacbana Tama
Add Another Company As A Supplier

When working in the Order
Are you sure you wank ko add another Compary as a supplier for COLOR CODED RIMGS - BLACK? Screen, the supplier drop down

list will show all the alternate
Yes | Mo | suppliers available for the supply

which is chosen.
to add more 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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\ . . A M E
Supplies By Alternate Suppliers
Supply Supp lier Catalog & Storage On Hand Qty Last Price g
AIRMAVATER TIPS (WHITE) 1
Burkhart Dental Supply TlE3ea150 Tpstairs Oper. & {3825 4
Drenborux Upstairs Cper. u} 3735
Patterson Dertal Tpstairs Oper. 0 43955 1
* \‘:\_'[_fw"[ww"-—ﬂmu ‘-‘QMLW“ ‘#-"-‘-_ e, . f"‘" P ———— *____._rd PR _‘__’.n.n.__u—n-a ‘-----nl"ﬁJ

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 ar ederingeemployee.bRor tratreagom we have ddtied the ability tabuwild lists of
supplies to be ordered i by office i using sticky notes i 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 1ist will ahaitngyoy msructioasrihdtthee app e
supplies have been received.

Note: The fiTrackingobutton 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.

" der0 p{inns

These yellow | _.
| zil
fields are anly al O

usable for -5 () Req Tracking
appliance

[
[
tracking.  Patients [
[
|

il (o Line

1
Lab Appliances

|Cli|:k F'.rrn*TD Choose &n appliance

v
Mote [Mat Specified w
Color |N|:|t Specified b
Disposition [Cpen w

Remake Price |

Due Date 11/2a/2008 )
Due Time | 8 :00:00 AM —
Office |F'.ul:|urn |

In?tructiun Appliance Due [
Slip Labels Date Report
r

Note: for drop shipment set up please seethefi Set Piefeencesd dr o mstrectionsp
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Chapter 5 - Receiving Orders

Pl ease be a

ware that

prices

www.foxfales.com

used in

t hese

ipnites ofrsupgliesi o n

ph: (941) 4860440 fax: 041)9811864

pages

ar e

of t en

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

t he

OIO to increase the quantity on hand for each of the supplies by the quantity received. It is also important that you mark your

APost

Order

R eForédhoth/Perpefual ineentorysandrOCederrinterval methods, marking supplies received will tell

supplies received when they arrive so that your purchase history reports can be accurate. Also, the Order Interval Suggested Order and
Airecei
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.

Supply Level Warning reports will not suggest ordersfors uppl i es

Sk TR dIE: WIee Lr

INENLUTY WATUErIng

t hat

havenot

been

Orders
ozt Orders

Received ‘

A, etc.

~_ Enter/Edit/View Office Data
‘ Supplies

Suppliers

Office Locations
Storage Locations

Payment Methods
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-

B36 | Shoreline Specialties | Clorox Wipes 2 $5.45  $10.50
543 | Linda Barbaro Tailet Paper 1 $27.83 32789
B4 3d-Unitek Corp. #-Fay Ceph Tracing Papn 701-204 2 $46.50 | $93.00
543 | 3d-Unitek Corp. Headgear Bow Sz 5 328-252 a $10.00  $30.00
543 | 3M-Unitek, Corp. L-Pops 12090 1 $193.75  $193.75

08/10409 0815409
08411409 08716409
08/11/09 08116403

08412409 08/19/09
08/12/09 08/25/03

bt

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.

3 Alginate 25 x11b r Ordered quantities can be edited here _H.J_ B
,,/..-/‘r"ﬁ'_ Undo h Post | Post | Post K |
0 S s tuook: 0 2 Rumd Received Invoice Invoice Back | oK
Madon Office | 2 Date Date Number Date Ordes
Ciinton Difice 1
Centerbrogk 1 -\
- S how I Book o q
Frcelll | 316440 Back K?p'mn El;l[-letiete ; E-gh All
st tem |
SaadHy | 5200 -H__E:-: Report | ;
Tax 14,86 - '-—L--r'rF'nce 5 & H, tax and catalog #
Catalog# TI620 | Sot item || ~ Difice  Received Gty
Discount A il S aydbecok. O 2
l I—[NW| ; r olfi Back O daw':l'::r;:t Madizon Office 2
11 1 CE 0N & Oac TChET i
f BN /0 E to the right = Cinton Dffice 1
e = i

Algnate is Manstock

Dnmml:uporm 325700 1NASA0 11100
594 Dimco Coiporabion Crmpable Stops (lange]  B23-0263 $51.40 320580 110510 114070
533 Benco Dental Masks: Face - Dr. B & Ca 2359119 $1229 $1223 1140510 111040
592 GEHWire A Copped Miti 013 G4EFUTTIC: 3 000 3000 080310 08080 boc
591 G &H'wWire 0w Coppes Miti 013 G4EFUTI3C: 2 0000 3000 O 0SA03A0 0EABAD DC
a. You can change prices right in this fPriceofield. 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.
di scount .

price

Bncku-rderudqunntl ies can be edited heare [b\_.rtrﬁr.c ifapplicable)

l: Slnp: [smal]

is a

1|-1 40 398540

1
1
[
5 5140
4
1

-

l'l.-"ﬂﬁ."]ll 11."10.-'10
110510 1110510
110510 111070

lfuyobhasayi ifesmat hendwisiclbuapepedanp

on

mar ked

If you change the price to a lesser amount, you will be asked if the new

t he

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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d.

Waxll| 3084

Discount | [ s27.89

e.

i &j

Post Undo Post Post Post
Oid Sa_l,lbroo-k ol 2 Received Received Invoice Invoice Back 1] 4
tadison Office o Date Date Mumber Date Order
Clirkon Office a
Centerbroak:, a

Show Print Bun_k A
_ 44 4 Back _Shnw Keeping gglﬁl;n Etil;:]a:ll
sandn [ Orders

Discount |
_ 08/10/09 .
Employeen [Gues!

thiz iz & test

543 | Linda Barbaro
b.&c. The fi Bipping & Handlingo and firaxo 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 i or if you entered the shipping on your PO in the order screen.
The fCatalog #0can 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 packir%% tLiltL:lket for catalog numbers so you can add or update them here.

0ld Saybrook. 01
Madizan Office
Clinton Office
Centerbrook,

Mane |

o e R LY )

[ 9959-3939 Confirm wou wank bo permanently change the discount From S0% to 40% on the supply card,

Yes Mo

B

The percentage of fDiscountowill 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 youwanttofiper manent |l yo change the discouiscount Answ
fieldonthesupplyscreen for the item. Answeri ng i n oanlythstime. Generdllpifwouychangea o c h a
% in the Post Order Receive Date Screen you willproba bl y want t o tledisceuatis orlyrclmaegedsfan the order you are
working with.

forder datedoand fEmployeeoappear to help you determine who placed a PO and when. The date can be changed it you were

recording historical data.
Allows you to fPost a Received Datea 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 arange of items. Ifyourightclickon fpost Re,ceO®OIlv@dwiDlalt e®h o o s epassthd ealgrila. Ndtea ©1® and b
will allow you to post morethanonei nvoi ce received by hi g hilbe grdmptedtagenten an irtvaice humbeda 6 s .

each PO you are marking received i one PO/Inv# at a time i 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.

Us eUndo ReceiveDated6 i f you have made an error and did not wish to mark t
Yo u ¢ a nPostlinvaice Nudimber/Invoice Datea I f you choioseoificaet® astt datre i nunddie APr ¢
ordering control - you will automatically be prompted to enter the invoice # and or date.

Posting Backorders: You will want to double check the order quantity and record any back orders by recording the actual quantity
received in the backor d®ostBatk®Drdero bhuotdt ohi aki ngeonopheWiith single of
Back Or dfealol camdt he prompts. After you click fAPost Back Ordero, ver
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 promptyoui nSetfyserPr ef er enceso.

Once a backorder has been posted the order will be split into 2 lines i one for the items received and the other for the quantity that was
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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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Urhce Urder Wy p Und p p .--—-P
ost ndo ost ost ost
0id saybmn_k 0l 2 Heceived Received Invoice Invoice Back 1].4
tadizon Office 2 Date Date Mumber Date Order
Clintar Office 1]
Centerbrook, 1]
enterbrool o oy Book
Price $164.40 B D: Show St mn Keeping Delete Edit All
0 ‘ch Dizcounts Huragtt: Cost PO Item POz
Sand H $24.00 rders Epor Report
Tax $9.86
Catalog# | 778-2102 | Get Item Difice Received Oty
Discount | Mane | Eu‘:l:un Edit quantity received by each Oid sayhmn_k ol 2
Order Date |-|-|,.'|:|5,.'1|:| | office on a Back Order in the list  Madison Dffice <
to the nght Clinton Office
Employee |'3'-‘ESt Centerbrook,
Alginate iz Maingtock
POZ Supplier Supply Item Catalogif Qty Price Total Ordered Promized Received Invoice # BO DI

2

5

0 11/06A0 11,0

10 $1393  $133.90 11/05A40 114040
$1299 41299 0510 0110

$164.40 $328.80 11405410 11412410

A0 110810

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.

I T h eShav Back Orderso

Order so
m. fShow Discountso
T h €Print Storage Reporto

>

button

to allow you
will 1imit
is desi

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

received.

o. The fMBookkeeping Reporto 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 OlO. 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.

Purchase orders

COA \ PO # 10 Invoice # A9T76632
lirical Supplies Supply Company Received QTY Price Sub Total
3EEF01E Fz FINE DIAMOND SFE: Burlchart Dental Suppl 111 4n2007 5 3525 f182s
36EF013FG FMEDIAMOND SPKG  BukhatTemalSuppl 11122007 0 $3525  $000
SALIVA FTECTORS WHITE/WHITE TP Bwkhat Demtal Supgl 11122007 10 389 $3950
SANLTIPEULE DEPOSABLE AIR/WA  BurkhatDemal Supgl 11122007 1 §27549 27549
€O Sub Total B2 Le
Instumrents Supply Company Received QTY Price Sub Total
4MOUTH MEROR WHITE 1/FKG  BukhatTemalSupgl 11122007 & $40.49  f24294
COA Sub Total
Supply Company Received QTY Price Sub Total
Shipping dnd Handling Buthart Dental Supgl 11122007 1 4395 §395
COA Sub Total
{ Tax ) Supply Company Received QTY Price Sub Total
T Farvkhart Tiertal Sunml 111202007 1 49 .48 $a42.43
This total should match the invoice fotal (unless the COA Sub Total Tode
vendor combines more than one PO on a single —
invoice or something is backordered). T C $732.01 )
Total $r=a.01

Page300f 76

t he

c

will show only baaditdhe budonwi Wheohahgeked. iRéter
to toggle back and forth.

the list to only discounted items.

gned to help you putsandwilplsoistow theaqwamtiies and

[o]



FoxFales, Inc. PO Box 1749 Nokomis, FL 34274 www.foxfales.com ph: (941) 480440 fax: @41)9811864

p. If desired you can fDelete a PO ltemofor instance if it is backordered and you tell the supplier you want to cancel the order.
q. fEdit Al | BiO®H st he button that will allow you to see all/l PO6s whet her
can also be done after PO6s are marked received. Thi s stienccanib®@n i s

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 i once A-Z twice Z-A. This way you can look up all the times you

bought a supply with the quantity ordered, price aataveibifydumeedtd.at es
Editing of price, shipping and tax canobbedpeeshaepornonednt apsev\

PO# Supplier Supply Item QTY Price Total Ordered Promized Receiy
135 | Burkhart Dental Supply| #3 DISF MIRRORS "W /E $18.25  $91.26  03/31/08 032508 | 03/
289 | Burkhart Dental Supply [#4 DISP MIRRORS /B ¥ $18.25 ($7300  07A8/08 07A158/08 07,2140
259 | Burkhart Dental Supply | #4 DISF MIRRORS W/B |6 $18.26  $232.00 07A8/08 08/21/08 08/22/10
780 | Burkhart Dental Supply{#4 DISF MIRRORS W/B § $18.25  $91.26  05/03/09 050309 05031
780 | Burkhart Dental Supply g4 DISF‘ MIHHDHS /B $18.25  $91.26  05/03/09 020209 050310

53 GAC Intemational i 4 000 000 | O1/04408 01404408 O1AEA
86 | GAC International 003 LIG TIES B F951  ($57.06 | 02/22/08) 02422508 024284
303 | GAC International 003 LIG TIES 10 #3517 [ $3510 0311608 03418/08 104034
296 | Patterson Dental M0 S&w BLADES - PIN1 $3.35  [$395 03415408 09415408 1040340

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 al so be sSetCoupamd eb btyt de higidighfeaiem,thé ederivas 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.

02-528-542 Book
Show Show Set Item

Discount | RO 00z $43.48 Back Discounts As K.eeping Delete
OrderDate [10/1410 Orders Coupon

Cost PO Item
Employee |Guext

Storage
Report

AQTY Price Total Ordered Promized
$0.00 000 10140 101710
$21.74  $65.22 10714410 1041840 D}
$43.48  $13044 1101140 1041810
$0.00 000 1071440 1041810
$0.00 000 (107144900 104810

PO# Supplier Supply Item Catalo
2227 GAL Intermational Elastics-BanakakAmpala: 11-103-04
2227 GAL International wire-01 8w 018 Lwwr Biof S¢ 02-528-542
2227 GALC Intermational Wwire-018x0718 Upr Biof 5S¢ 02-528-042
2227 GALC Intermational Explorer O0GE03

2227 GALC International Scaler 00G-521

B ]

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

ldEl Date | 3/11.40
Emplayee |Stacey

Thiz iz mainstock,

<

PO# Supplier A B CatalogH Oty

543 | Linda Barbaro ailet Pape 933-3339
A53 | Staples OpY paper
886 | Plak-Smacker Inc. Clipz For Ret

o —

A new field (which is not shown on the above screen shot)ist h Eindd f efhbur ehe fAPost Order Receive Dateodo s
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:

= ljlil, ] REEDING Lrelere
Discount | Mone | 3:;::3 Dizcounts Eu?.ls on SFt‘DE'aEﬁ Cost PO Item
Order Date |1nf1 4710 | P P Report

Emplopee st First, click on the column in which you wish to search then
G 78748 enter the text (or number) you wish to find.

2 3

PO# Supplier Supply Item Catalogtt QTY Price Total Ordered Promized Received Invoice f BO DI
392 Ortho Direct A Pull Headgear 1651004 3 $34.95  $104.85 07A10/07 07//11/07 793 -

903 Orthio ||:||| C arpo wration Lrtenior To ||'|:|I1ir| Set OEE E:'I A.00 !Iﬂ A.00 0141410 mAM40

1887 Drthupll Empnratlun Bkt Tweezer-Postenor LD 034-RPL 3 $19.00 #5700 010840 EI'I .-’1 4.-’1 1]

2. Post Orders Received Date ScreQnS S 02 NNB ad_Ecp’aR )\’znyl B0 NI S y ak2id o Sf 240
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-
y Ciradon TIE 7 4
B ~ =
r , 7
|Dider |Becvd (OnHand - | Post Undo Post Past Post Add To
Office 1 g g 24 |:| Received Received Lr.IVDI:.‘e Invoice E-aﬁk PO oK
Office 2 1] 1] 1] I
J47dd Order To Basting PO
Office 3 b 1] 1] 1] % 4
Office 4 i i i A B ook 5
e - - = Edit All
Nemesmn [ 5050 A ot POs
—_— Archwire Bio Lower 18225 0C Add To PO 208 Report
Sandmn | sas (| ! =]
Tax $15.00 (7]
Catalogs | Catalog Number e
Discount B0.00% $0.60 E1.40.200.01825 : o
(Oiden Date] [ 10705711
BN ¢ Donoh.c Office  OrderQty a.
[OffigesTy | <al- - Office 1 = 10
' Total Order Qty 0
-
Ortho Clagsic Il
202 Ortho Classic Oradon UR 716 T
208 | Ortho Classic Oradon UR 715
208 | Ortho Classic Oradon LR 7 14 This Price $15.680
202 Ortho Classic Oradon UR 7132
208 | Ortho Classic Oradon UR 712
208 Ortho Classic Oradon LR 711 \ /
202 Ortho Classic Oradon UR 710
208 | Ortho Classic Oradon UR 79 12 $0.60 $7.20 10405411 101841
208 | Ortho Classic Oradon UR 7 8 12 #0E0 $7.20 1005411 1018411
208 | Ortho Classic Oradon UR 7 7 12 $0E0 $7.20 100511 101841
208 | Ortho Classic Oradon UR 718 40 306D $24.00 10405411 104241
208 | Ortho Classic Oradon UR 75 g $0.60 $4.80 10405411 1101841
208 | Ortho Classic Oradon UR 719 40 $0.E0 $24.00 10405411 1051841 -
tultiple items are zelected by holding down SHIFT and clicking them with the mouze or by holding down SHIFT and pressing an amow key to
extend the selection from the previouzly zelected item to the current item. 'ou can alzo zelect itemsz by dragging with the mowse. Holding down
CTRL and clicking an item zelects or deselects that item. Sort by clicking headers.

a. By popular demandwve 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. iu§lfighlight one line of the PO# you
wishtol RR ' adzllli e G23x OftA01 2y GKS G!RR (2 thé odzit2ys aONRt
quantity. A new line item will be added to the existing PO that you highlighted.

b. The Edit Box for Ordered and Backordered quantitresnaw consolidatedn the Multiple Office version of OlONe have added a
column to show the On Hand Quantity for any highlighted supply item as wellOTHand column amounts are for information
only and cannot be edited.

c. The Post Received list caovn 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 ordesimpigas
chosen from the droglown.

d. We have improved the find box so that you can limit the list to only those line items that correspond to your find ahéliie case
we clicked on the PO section of the header bar and then typed 208 into the find field. (Note that you rmabtkithe 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. i€ldsafsa f
works well with finding all items on a particular invoice, one supplier or one supply. Yowseaoetolumn information such as
received date, etc. by clicking on disld columnonce (high to low, &) twice (low to high-A&).

e. Thereis a new check box that allows yowiw only items that have already begrosted as receivedYou willneedto click on
G 9 RA G ¢aftér thedkihg®hds box.

f.  Newcheck boxes allow you to obtain separate editable litems for tax and S&H records:
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§ Solder Silver 040 [z
[ Edit Qty Ordered or BO Received
" Otfce " jder, [Recvd Ontond - | Post || ndo || Pox Post Post | | agdTo
Office 1 |?| Received | |Received Invoice Invoice Back PO OK
Office 2 U D 21 E D ate Date Humber D ate Order
Office 3 0 0 14
D”'CE 4 5':' 50 105 - | Set ltem Show Show Show Print KEeD;il:ig Retumn
a o As Drop Back = Storage To Open
_ $15.00 Coupon Shipments Orders S Report LI Orders
Report

Sandmy | 535 1V
— | a1z

Mane |

_ 09/21/11 .
Employeel) [A Doroghie
Officesi | <Al> =]

__Ju

$E'I 33 $E‘I 88 03,2111 101111 ‘ID;’DM‘I‘I 123455

e T T - T £l ER) — i T (CEEEE] T = T EE] b

The Bookkeepers Report will now show COA totals by Office to help break down costs by office.

Multiple Office Ortho

Purchase Orders
Tax Sub
Supplier Supplvy Catalog # PO# Received QTY Discout FXPrice  Price Exenpt Tamhble Total
Dy Flex 5t Ann Bite Stick-Star Tip Sterilizable 1425-03 193 £l 5900 3000 S27000 527000
Dy Flex 5t Ann Algirta Kromopsn Fouch 1532 193 ] $220 S0.00  S65600  S63600
(" Officel Office SubTotals %00 2500 552600 )
-
Crvre Flex-3t Ann Alzirats Kromopan Bouch 1332 193 20 3220 3000 B65600 365600
(_ Office2 Office Sub Totals W00 5600 565600 _)
Draz Flex-St Ann Bite Stick-Ster Tip Sterilizanls 3p 35 35 e el ke
( Office 3 Office Sub Totals WOP R0 327000
o
Dental Supplies COA Sub Totals WO0  SLESLOD 515100
Note that 5&H and Tax default T oice Sub Totals 000 SLE00 SLE200
u u H H
oo po 2 o to the "home" of fice (#1) if . o ww o e
there are multiple office /" Office 1'\Dffice Sub Totals 000 000 50055
orders but would be designated
. . . 00 Lol 25
as the ordering office if all the Sand H {204 Sub Totals ® ® sess
Dy PRS2 - PO items were for only one . P e ——
office. Office 1 Dffice Sub Totals 00 5000 515270
| Tax [OA Sub Totals W00 000 1527 ,
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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:

L — Order Options [ oK ]
| 204 ¥ [ OFhone OMal OEMal ConLine Add To OrdefGREN

[Chart of Accounts [41] ~ [Upper Hawley v | OFax  Olocdl O (&) Tracking eview Drder :‘_3-1
p= T
Current Stock I Phone] [5001 2625221 B [ 3624 Patients rint Order

| ¥ | Local Phone | [252) 596679 [Fox, 108 ﬁ! -
Order Quantity I Representative F'egg' Lab Appliances [ ghcnelirder ]
[&uburm v | 0 Account Humber, | 4330 |Upper Hawley - Convert Orders ‘E
Shipping Method | |Mot Specified + Pay Type Card # Auth # Exp Dale] Hote Spring ToUL2
I
Add S and H/Cost [] | $0.00  [Mot Specified [=]] Color Meon Blue
Units Per Pkg 1 |ship To [Auburn v'|Disposition [Open
Package Price $0.00  Departments Al A '|Remake Price
Unit Price $0.000 | Barcode N (0101408 | Due pate 11/30/2008  _~ Hae
Package Type BoitBy# [ |Find] | [Due Time BODODAM =
Price Change $0.00 | [MSDS] [] _ Al i |l:ll'ﬁce Auburn ‘j w $0.00
Last Order Date s, This can be any note you wish - _
| Pa?i‘:;t ko type here. Instruction Appliance Due ’Del te ltem ] ’Return Item ]
PiomiseDatel (11/22/2008  ~|| wote Slip Labels Date Report
Supplier Patient Applianc& Price _/Product PO History ]
ADA Fiow. Joe Upper Hawley $0.00 ’ Inter Office Order ]
l l ’ Add Discount Order ]
. . . . . f - Ny . . . . .
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 f il tomthemamscifeenn t he
3. Enter a patientd s  nialastename, 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. Youcanaddanotespeci fic to the appliance you are ordering, such as A@ASpr

6. If you set up the supply (in this case Upper Hawley) to be able to have a color, you can enteracolorh e r e . I'f it is a fine
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 adispositionsuch as fAOpend or A Re makanalsotecordya ccmake pmigep!l i ance. Yo

8. Due dates and times entered here will appear on your tracking reports.

9. Assigning an officewi I | all ow you to view or print appliance reports fAby of:

10. T h eSavie Patient Note0 ar ea al |l ows yowi ftioc ttypet ai :nopg &t ispret, whi ch will appea
noteo button to record your note.

11. (a&b) Oncaddtomderc |yack wan isee t he appliance |listed in the gney box

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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To: Cwdered From
oA Phone (B0m2625221  Ext 3624

13931 Spring Street Foax

Sturtevant, Wl 33177 Account Number 4370

Order Nipe Tracking PaymmentMeathod
Ordered By Department Al

PO Natz Thiz can be any nde you wish to type here. )

Patient Applicrice Nete Color Disposition Dite Dyite Pri

F o, Joe Upper Hammbey Spring To UL 2 yMeon Blue Cipen 1103072005 F0.00

Orcder Pate 16 Movember 2008 S@MgMEM Mone S pecified }

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 fPost Tracking Receive Datesoscreen. 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).

V2! FoxFales Office Inventory Ordering

‘ Orders ‘

|.F"ust Order Receive DatesJ

‘ Post Tracking Receive ‘

3 ADA

[ Immtipww
,ﬁm Tl:c'liiﬁg
Didebatey [ TEg | ltem

|DuEDEEENy | 11/30/2008

Post
Received
Date

e sl Find
Invoice Received Patient
Number Date

0K

11§16/08 ' 11]30§200

Upper Hawley

$0.00
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13. T h &indiPatiento button will allow you to sort by patient to more easily

V2 Post Day of Received Appliance

Post Post Undo
Received Invoice Received
D ate Humber D ate

Find Patient

what is the letter(s) of the patient name vou want to
333 Doe, John AR find?
332 Fox, Joe
handr:
rnikh, Anna

Typing even part of the patients name will
* cause OIO to highlight that patient making
the order easier to find.

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.

b LSS I LS 1

"-|Due Date

Instruction Appliance Due elet:
5lip Labels Date Report

e rce | Pi
OR
[ Dates

Post Tracking Receive

Dates 2 /'_"\'

| Purchase Histary || Inventory Levels || Inwventory Yalue || Financial || B Misc l

Upload Barcodes —

Appliance Tracking Statistics )
Sl 15
Preferences Open Orders

Requistion List By Office
G Supplier Info
e

Access Thru "Reports"
button on main screen.

Reports J 1 Supplies From Different Suppliers
Supply Check List

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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Could choose only
one name or all

www.foxfales.com

Report Start Date

|11;1 2003

X

ph: (941) 4860440 fax: 041)9811864

Report Options
() All not Received

() Received Date Range

() DueDate R ange not
Recewved

You could
choosze to see
the report only

by appliance
upper hawley
for example

S

Appliances
|£'-.II

Tracking By Patient

A preview with the options above gives us this report:

-
Report End Date
|1 1/16/2008 -
Suppliers Dffices
Al |f-‘«|| w
choose any or all
suppliers
— Grouping Choice —
(%) Mames
O Suppliers
i Many
@EIEN  grouping

(2 Dollars
O Surmmary
(D) Date

options
are
available.

Preview Heport

‘ Print Report |

[ We could have

Office: All _ -
specified a single
Report Dates: 11/1/2008 To 111162008 office.
Name Supp lier Appliance TNote Color Date Out  DueDate/Time DateIn  Price
Doae, Jchn
# 3% AOL Lowarer Hawrlay 1I/1A2008  LS02008 500 AM $0.00
Sub Total $0.m
Fox, Joe
#3532 A0 Upper Hawrley Sping To T WNeonBla 11A1&2008 | 1G02008 S.00 AN $0.00
L2
Sub Total $0.00
Keith, Chandra
# 333 A0 Lowrer Haarley 11 é200E | 1S02008  8:00 AR $0.00
Sub Total $0.00
Smith, Arna
# 33 A0 Tpper Hawrley 1 s200e 1502008 8:00 AM j0.00
Sub Total $0.00
Total $0.00
15. An additional report regarding appliances that is heltyéandasors

option of your choice. It can be filtered to include only a single supplier.
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2 FoxFales Office Inventory Ordering

51'3_\ Purchase Order Item Receivable Dates

| Purchase Hiskory || In
] Category Comp
Upload B Discount Purch
Foreign Curren
ii Repo
Supply Price Ch
Tax Cost - -
Exil| l{nmr;  Date I_r
give Dars To D

I Preview Report Print Reporkt

Once our POO&6s abmoeiged therepert lounks fikk thist This report is for tracking costs, not patients.

Purchase orders with Recelve Dates
From 11/1/2008 to 11/30/2008

Chart Of Accounts Al

Supplier  ACA .

Supplier Suhb Payment Imvoice
Supp Iy [tem Descripiion Receive Date  Qty Price Total Method  Number
Loarer Hawlay 115207308 $0.00 $0.00 Al 993509

Lower Hawrley 1172072008 $0.00 $0.00 Al R o]

1
1
Tpper Havrley 11£200205 1 M Al 290.599
Upper Havrley 1142002007 1 fizsm ) 125 Al
i 4

Supp lier Totals Iy/ 12500 Invaice #5 can be
art coounts Total $12500 recorded in the Post
If a price is not known at the time of order, it Total $12500 Tracking Received

screen and will then
appear here.

can be edited in the Post Tracking Rec.
Date screen - even in edit previous PO's
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Chapter 7 - Sticky Notes

OlO6 sAddiand View Sticky Notesois a very versatile and powerful tool. In Sticky Notes you can create order lists, create interoffice order lists, or
record fAiUsageodo for supplies removed from stock.

Many multiple office users told us that they order and ship supplies for each office separately. This sometimes meantthatone of fi ceds emp
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:

Orders
Suppliers
Office Locations
Post Orders Aeceived Storage Locations
Payment Methods QQ )
Shipping Methods o
Post Tracking Received Ship To Addresses
Categories
Chart Of Accounts
Add Yiew Deparments ﬂfﬁff Inventory Ordi
Sticky Sticky
Hote Hotes Employees

Employee Time Off
Employee Permissions

I 1 Farniam Moaeenn
In order to facilitate separate office ordering, we created a stick

2 FoxFales, Inc.

o Mlmdbm -
y note supply list that can be built i by office i and sent to orders only when you are
ready to convert them. AAdd Sticky Noteso is where youcWwyl Nosebeéc:

§ Add Sticky Note (=

55 Thiz iz a zample general Maote - Have a nice dayl <All= Save General Note

Normal Order i@

1]
W

[ sticky Note Order List U L Al nterofice - ©
Air fwater syringe tips 1 Transfer =
Alginate orthochrome 100 hr 1
Ball dasps b 1 ] Record Usage i
Mask earloop (50/box) 1 jfPet

||'.EI'I'| Level Usage | d

Convert Usage to
Hormal Order on

Patterson Dental Save Usage
Henry Schein
n Edit Quantity Add To Order List e
b
k |Restore All Supplies Save Order List f
0| Delete Selection Exit
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a. The fiGeneral Sticky Notesodsection 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 Ol O6s drop down supply |list to create | icbick(g)Addfto suppl i
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 | evel usage check box is unusable unless you ari@ssupplycor di
card screen.

Add To Order List

e. This button will read

Add To 10 List

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.
I f you are recording usage and have clicked that or der (doapovewdln, t h
become usable:

‘ Add To Usage List

‘ Save lUzage List ‘

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. Th eSave UsagelListo butt on wiShvie Orddr hisidg e Satved® lfistd merding on which function you are performing.

g. fProductGroupsd are set wup in the main scr egroupd suppliesto poputate the Siicky Notessoreen c an ¢
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 fAProduct Groups in Chapter 1.
h. fepartmentsd0 al |l ow you to | imit the drop down ,fofimstanceoaly officelsyppliessu pp |l i es fr
i. ChoosingafCategoryd from the drop down Ilist will Iimit the |ist of suppli:
j.  orhe fEmployee Nameois required to record a sticky note in this drop down list section.
k.  fFind Textowill allow you to find apartic ul ar supply i f you canoAf treermetnybpeirn gwhfiania sikto ,i sa nnda
b ut tFmd Sufpliesothe listshowst wo supplies that have t hO:n cweo riideifnnda sSkudp pil i etshde ihra sr
r e a @Restorfe All Supplieso which brings back the full list of supplies.
.. Type the exact FmdQ@ame®go ifnited dt haendi t he item will appear highlighted
m. This field assigns an fOfficeoto the information you will be sending to the fiView Sticky Notesfis c r. e e n
n. fEditQuantityo al |l ows you to change the quantity from the default quanti
0. fDeleteselectiond | ets you undo a selection.

Once supplies have beensavedini Add St i cky Noteso the personercs ewitliingneoed etre ®omp Ind teg
Sticky Notesbo. Usage is completed ddanmdcdcddegs frotm rneheed fitAd db 6.1 9 eerkty tNc

Upon entering the fiViewd screen you be prompted to enter your employee
The screen below shows you the options available to you:
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a3 View Sticky Notes
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55 need red penz
55 This iz a zample general Mote - Have a nice day!

11,/3/2010 1:46:00 P
11/6/2010 4 44. S4Bk

Preview
Order List

Complete
InterDffice
Transfer

Preview 10
List

Delete General
Sticky Hote

_b Benco Dental Airfwater syringe tips 1Pat
T Alginate orthochrome 100 hr 1Pat
" | |sAC International Ball casps 1Pat
" ||GAC International Elastics Italy M5 5/16 1Pat
" ||GAC International Elastics Japan H&, 1/4 1Pat
" | [GAC International Elastics Mexico M4 3/16 1Pat
" | [GAC International Elastics Scandinavia H8 5/15 1Pat
" | |GAC International Elastics Thailand SH4 3/16 1Pat
" | |Patterson Dental Mask earloop {50/box) 1Pat
" | |Patterson Dental Bibs purple 1|Claire
" | |Patterson Dental Bio Test Strip | 1|Claire

—M_

d
Stoughton 11f8/2010

Preview General
Sticky Notes

Stoughton [[] [11/6/2010

Stoughton [[] [11/6/2010

Stoughton [ [11/z/2010

Stoughton [ [11/2/2010

Stoughton [ [11/2/2010

Stoughton [ [11/2/2010

Stoughton [ [11/2/2010 | |

Stoughton M [11/6/2010 | |=

Randolph {1/6/2010

Randolph 1/6/2010
_ d Del_ete Order
Al g Sticky Note

Transfer From Office
Fandolph : f

The yellow section shows general sticky notes. You can delete sticky notes or preview and then print the list if desired.

AAdd

Not es o

screen

Supplies you chose for either normal orders or inter office transfersi n t h e

Sticky

api

aoow
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Quantities can be edited.

The records for the office name shown int h eispfapOfficeof i el d wi |l | show. I f @ Adlliredords dnd whicte s
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.

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). fSend to
Ordersowill move the list of supplies to your order screen for conversion to a purchase order. You can preview or print the list as well.
The 10 column indicates those supplies that were sent to this screen as requests for interoffice transfer of supplies. Again the list can be
previ ewed or printed and used as a physical
will be transf err eCompetednter @ffecé Transfere .If yow Use thme dPergetual 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 r egar diPepmtsal (nfervaf) methodsystems. f i ce st ock
Sticky Notes can be deleted.

S

ust gesignate whichsoffioe theé supples e par

l evel



FoxFales, Inc. PO Box 1749 Nokomis, FL 34274 www.foxfales.com ph: (941) 480440 fax: @41)9811864

Chapter 8 - Creating and Using Barcodes

1 ol O wi Il automatically create barcodes for every suppl ye yBar oadesc
and the StEmatlelre Upl oadd buttons must be turned on in the preferenc

El" User Preferences

— Report Time Interval Options

(%) From The First PO
(O) Current Year [J Enable Perpetual Inventam | Keep Order Quantity dfter Convert
(C) Current Quarter
(C) Current Month

Inventory Control | Ordering Control | Printing | International | Multiple Offices |

[ Decrease Irventory At lkem Level |Jze Rearder Level For Order Quantity

O Previous Month [0 DoNot Decrease On Hand Guantity Allow Reorder Lewel=0 For ATY Alert
(") Current Week

O LastN Days
—— Input Name Case Options

() Make Input Names Proper Case

(3) Accept Input Names as Input O

Dok oG T U ot Voot

To view and print your barcodes you can go to the menu of riidmnorretng oirry tl
Label so. Y ou c ¥ Bupgier,iStorage Braar Categbry, Dephrtment 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
asyouusethem. Many offices |ike to print bar codeagdaed(@didecabimetietch Youeaoh t hem
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 |l eft of your screen and click on Afileodo and Aprinto to
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