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Setting up and getting started with OIO 
 
1. When you first open OIO you will see a screen that shows OIO tips.  These tips can be turned off if you prefer not to see them either by 

unchecking the box here or in preferences.  
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2. You will want to set your preferences by clicking on the “Preferences” button on the left middle side of the main screen.  Please refer to 

the separate “Preferences” instruction section for help setting up your preferences. 
 
3. On the main screen, you will see a list of data tables used by OIO to create the interactive functions that OIO utilizes.  Some of the data 

contained in these tables can be added “on the fly” such as from a Supplies Screen.  When you click on any table, you can then add or 
edit the table entries (in case you want to change the wording or spelling, etc.).  Let’s look at each of the tables.  The red letters, a-w, 
correspond to the sections in these instructions. 

 
a. The “Supplies” table is discussed in detail in the section “Adding New Supplies” please refer to that for more information. 
 
b. The “Supplier” table already contains records for many of the frequently used Orthodontic suppliers.  You can easily delete suppliers 
you do not want to use – or click the obsolete button to keep them from appearing on your order screen supplier drop down list (but 
maintain their history). 
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1. Be sure to add your account number. 
2. The email address entered here is the email address to which you send your orders. Usually this is your rep’s 

email address. 
3. The cc email address can be used to send a copy to the office manager or the doctor if desired. 
4. Entering your representative’s name will help other employees know who you work with. 
5. The order type is the method you most commonly use to send your orders to the supplier.  This can be changed 

in the order screen if you wish to override this default. 
6. The group name is used if this supplier is part of a group from which you purchase.  Assigning a group will allow 

you to print the purchases history report entitled “Chart of Accounts/Category/Find” with the option to only 
include purchases for the suppliers who belong to the group.  This is especially helpful for instance with UOBG 
to determine your eligibility for free or discounted supplies. 

7. For OIO users from outside the USA, you can set the invoiced currency for a specific supplier here.  Your 
“home” default currency is set up in preferences.  OIO will help you calculate the home currency price to make 
the currency amounts on your reports consistent to your home currency values no matter what currency the 
supplies were invoiced in. 

8. If you check the obsolete box, this supplier will no longer be available from the drop down list of suppliers in the 
order screen.  Any purchase history from this supplier will remain intact, however.  

9. Checking the “Include Shipping and Handling” box will put a line item on your PO for the shipping and handling 
to appear.  You will be prompted to enter a S&H amount when you place your order.  You can also add S&H in 
the “Post Order Received Date”  if you don’t know the amount at the time of order placement. 

 
 

10. The discount box will allow you to enter a percentage discount that this supplier always gives you – 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 that.  It is often 
better not to use this and simply to put “your” net price for each supply into the supply card.  You can consider 
this your regular price and use discounted pricing to mean “Buy one get one free” or other true discount offers. 

11. The tax field allows you to put in the tax you are always charged from this supplier.  You can say yes to a pop 
up that will ask if you want to set all supplies to this tax and then if some items you purchase are non-taxable, 
simply change the tax on those items (in their supply card) to zero.  

12. The “Default Shipping and Handling” will set an amount that you are charged for every order from the supplier.  
For instance if shipping is always $22 you can enter that here and it will automatically show on your PO.  You 
can override the amount in the Post Order Receive Date screen if the invoice says a different amount. 
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A preview of the PO might look like this with tax set up for the supplier (but one supply set as zero tax) and with S&H pre set 
for the supplier: 
 

 
c. The “Office Locations” section allows you to set up each of your offices (if you have purchased a multiple office license).  Note that 
you can also set up separate ship to address in the “Ship to Addresses” list.   

 
 
  1.  The budget amount is used for financial reports to compare your actual spending to the amount 
budgeted.  
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  2. The office quantity split is only used if you have set your preference to allow multiple office qty. splits, and you 
wish to allocate a constant percentage to each office.  This is not useful to most offices as most do ordering and receiving of actual 
quantities desired per office (not as a percentage of the total).   
  3. The “home office” box is checked if this is the main office. This home address becomes the default billing 
address and the default ship to address if no other address is entered in the “Ship to Addresses” section and chosen in the order screen 
as the ship to address for the particular purchase order. 
 
 
d. The section for “Storage Locations” allows you to specify where supplies are stored.  Note that in multiple office systems you will 
want to keep the locations more broad so that they can apply to any office such as “Office Closet”  rather than something like “Cindy’s 
cabinet shelf 1”.  
 
e. The “Payment Methods” table allows you to store information about your credit cards.  The default password is “OIO”.  To change 
the password please click on the “Preferences” button on the left side of the main screen and then on the “Change Credit Card Access” 
button in the lower section.  Please be sure to remember your new password!!!!  Once into the payment methods area you can set up the 
necessary information about each credit card. 

 
 
f. “Shipping Methods” allows you to tell OIO how you are having your supplies shipped - USPS, UPS, FedEx, etc. and keep track of 
costs by method using the “Shipping and Handling Costs” report under the “Financial” tab of reports. 
 
g. Use the “Ship to Addresses” to designate an address other than your billing address for shipments.  The shipping address and 
billing address will both show up on your PO’s (purchase orders). 
 
h. i. & j.  “Categories” and “Departments” help in defining and sorting information on reports.  The categories used should be more 
specific such as, “Brackets”, “Bands”, Disposables, etc. whereas the departments are meant to be broader such as Clinical, Office, 
Marketing, etc. 
 
“Chart of Accounts” refers to the general ledger chart of accounts that your bookkeeper posts the costs of supply purchases to.  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 it is posted in 
accounts payable to the same COA.  You will be able to print a “Bookkeeper’s Report” from the “Post Orders Received Date” screen to 
give to the bookkeeper with your packing ticket to help her know the appropriate cost breakdown. Using this feature of OIO will greatly 
improve bookkeeping posting consistency.  It can also help to identify shipping and tax costs. – and even supplies subject to “Use Tax” 
by setting up COA’s for “taxable” and “nontaxable” clinical supplies for instance. 
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K & l.There is a separate section explaining the use of add and view Sticky Notes.  Please refer to it for more information 
 
m. “Asset Management” refers to OIO’s function to help you keep track of your assets such as equipment.  You can track your warranty 
dates, repairs, serial number and more.  Please read the separate Asset Management section for more information. 
 
n. In the “Employees” table you can enter or edit employees who will use OIO. A calendar can be set up for each employee and a 
unique email message can be added for each employee.  Assigning a default office will cause the default office chosen when you enter 
the order screen to be the office for the chosen employee.  Note: you must set the preference to require employee ID for ordering. (See 
preferences section) See below: 

 
 
o. The “Employee Time Off” feature will allow you to keep track of employees vacation, personal and sick time if desired.  
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p. The “Foreign Currency Rates” are used by offices with currency other than US and should be updated frequently.  This area allows 
you to specify the conversion rate for suppliers who are set up to bill you in a currency other than the “home” currency that you have set 
in the preferences screen.  The reason to do this is to allow your purchase history reports to record the total amount spent to be 
converted and recorded in your home currency even though the supplier may bill you in their “home” currency.  An example would be an 
office that is located in Canada but gets supplies from a US company.  The order is placed in US dollars and invoiced in US dollars but 
with a “Pay $xxx in $Can. You will want your purchase history reports to show how much you spent in Canadian dollars.   
 
q. “Interoffice Orders” produces an on screen list of supplies that you transferred from the main office to another office.  The transfer is 
done in the order screen, using the barcode scanner or in the sticky notes screens.  – this is just informational. Interoffice orders can also 
be recorded using the barcode scanner though the Upload Barcodes Screen.  This function is not applicable to single office users.  

 
 
r. “Package Types” allow you to edit existing or enter new package types. 
s. “Supplier Groups” allow you to set up a buying group to which your suppliers can be assigned.  Then reports on spending can be 
produced containing only the supplies purchased from that group of suppliers. 
 
t. The “Patients” list is used with appliance tracking.  You can add patient names while you are entering “Tracking” orders or here.  If 
you misspell a name you would edit it here. 
 
 
u. v. & w. The “Appliance Colors, Notes, and Dispositions” are covered in detail in the “Appliance Tracking” section. 
 

 
 

 
 

 

Setting Preferences in OIO 
From the main screen, click on preferences.  You will see a screen as shown below.  The red numbers indicate which instruction 
pertains to the corresponding section: 
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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 “Supply Name Case Option” allows 2 choices.  If you choose “Make Supply Names Proper Case”, OIO will 
automatically make the first letter of each word in the supply name capitalized.  This can create problems with supplies such as 
“Bands 2nd Molars LL 28” because with this option chosen, OIO would automatically make it read Ll 28 instead of LL 28.  The 
second “L” would be made lower case.  “Accept Supply Names as Input” would keep the supply name exactly as you type it. 
 
3. The “Default Purchase Order Type” tells OIO how you most often place your orders. Each supplier can be set up with its 
individual ordering option in the supplier’s screen.  If none is assigned in the supplier screen this default will be assumed the first time 
you convert an order for the supplier. 
 
4. The “Label Option Types” will allow you to set a default for how you print labels.  (Strip would be a dymo label printer.) 
 
5. “Tracking PO Printing Options” refers to appliance tracking.  If you wish to use appliance tracking (in the order screen) this 
will set the default for whether you print a label, a purchase order, or both.  
 
6. In the middle section there are many options grouped under tabs.  The first tab (#6) is “Inventory Control” This is the section 
you see on the sample screen above and below.  The options change as you click on each tab.   
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 a. Clicking on “Enable Perpetual Inventory” tells OIO that you will be using the perpetual inventory   method 
of reducing stock daily in OIO - either manually, by barcode scanning the items taken out of  storage or by adding the used items 
through “Add Sticky Notes”.  This method requires a lot of diligence to  assure that supply counts will be correct.  You should 
not check the box if you do not plan to keep a daily  inventory count.  On hand stock quantities are increased for this method when 
supplies are marked  received in the “Post Order Receive Date” screen. 
 b. “Decrease Inventory at Item Level” allows you to decrease the quantity of a supply by item  instead of 
package quantity.  For example, if you order one package of 10 brackets but you want to be able  to scan out or manually reduce 
stock by one at a time you will want to check this box.  (This option is only  really needed for the perpetual inventory method but 
can be used without perpetual.) 
 c. Without this checked, each time you order a supply, OIO will reduce the quantity it carries as an  on hand quantity 
by the quantity you ordered and increase stock quantity on hand again when it is marked  received. The option “Do Not Decrease or 
Increase Inventory” will override OIO’s default setting. Note  that if you use this option you will not have any inventory value unless 
you manually enter it.  
 d. The “Record Manual Inventory Usage” will cause OIO to prompt you to verify that you wish to  manually record 
the usage of supplies (thereby reducing inventory stock count).  If the preference on the  next page is checked (Under Ordering 
Control) you will be prompted to record which employee used the  supply. This will then allow you to see reports on usage – by 
employee. 
 e. The “Keep Order Quantity After Convert” option tells OIO to assume that the next time you order  the supply, you 
want to order the same quantity as you ordered last time. This is an option that works well  for single offices but in multiple 
office settings it may create problems if different offices order individually  because quantities will be added together and 
combined for more than one office. 
 f. The “Clear Order Qty After Convert” should be checked if you are using OIO for multiple offices  and you wish to 
clear the quantity after ordering so that each ordering person from each office can enter  their own separate orders and not have saved 
information from offices other than their own.. 
 g. “Use Reorder Level for Order Quantity” tell’s OIO to assume you want to order the difference  between the fully 
stocked and the reorder level.  For example if fully stocked is 5 and reorder level is 1,  OIO will assume an order quantity of 4. Be 
careful about using this option with multiple offices because it  will calculate quantities for all offices and if you order for one 
office at a time you will need to clear  unwanted quantities before adding the supplies to orders.  
 h. The “Use Reorder Level for Alert Quantity” is a new feature that allows OIO to calculate  an order  quantity – by 
office - based on fully stocked less reorder level only for the “Order Interval Suggested  Order” report and then send that quantity to 
the order screen.  It is different than preference “g” because it  only calculates quantities for the report to send to orders it does not 
calculate directly in the order screen.   The quantity on the Order Interval Warning Report will be sent to the order screen when 
you click on  the “send to orders” button. The report can be filtered to only include a single office if desired and will send 
 to orders by office as well. We recommend using this option if you are a multiple office user. 
 i. “Allow Reorder Level=0 for Qty Alert” is used if you want to be able to set a reorder level of zero.   For 
example if you order a supply by the box, the box contains 100 and you are willing to reorder when  you get down to ½ a box 
(or less than a full one) you would use zero for a reorder level.  We recommend  checking this option. 
 
 
 
 
7.  The second tab in the top tabbed area is for “Ordering Control” options. 
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 a. “Add Employee ID to PO Number” will put the initials of the employee who is doing the ordering   
 after the PO # on the purchase order. 
 b. If “Require Employee ID for Usage” is checked the employee will be required to identify   
 themselves when supplies are subtracted from inventory using the scanner or manually. 
 c. “Always Prompt for Ordering Employee” will create a pop-up asking for the employee ID of the   
 person doing the ordering. It is a good idea to use this option especially in multiple offices. 
 d. The “Warn if Multiple Office Order Qtys” option is designed to let you know if an order contains   
 quantities for more than one office on a single order. 
 e.  “Auto Ask for Invoice Number” prompts the user to enter an invoice number in the post order   
 receive date screen after the receive date has been posted.  This is helpful for future reference in    dealing 
with the supplier. 
 f. “Auto ask for invoice date” will prompt the user to enter the date of the suppliers invoice when   
 posting the order received. Some reports cn be sorted by invoice date instead of received date if    the 
option to do so is chosen. 
 g. “Request PO Email Confirmation” will put a message on the emailed order requesting a    
 confirming email. 
 h. “Require Employee ID for Post Received” will prompt the user to enter who is receiving the   
 supplies in the post order receive date screen. 
 
8. Under the “Printing” tab:  

 
 a. Checking “Print non e-mailed PO on convert” will send a copy of the PO automatically to the   
 printer when converted. 
 b. Same as above for emailed PO’s 
 c. “Print Tracking on Convert” will automatically print a copy of your appliance tracking purchase   
 orders. 
 d. “Enable Avery Label Skipping” will allow you to tell OIO what label number to start printing on. 
 e. “Group Appliances on PO" will produce one PO rather than printing individual PO’s for each   
 appliance ordered from the same supplier when the order is converted.  
9. International options are only used for offices outside the USA and are self explanatory. 
10. The Multiple Offices tab contains options for users who have purchased licenses to use OIO in more than  one office.  If you 
wish to add office location licenses please call FoxFales at 941-480-9440. 
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 a. “Allow Multiple Office Quantities” when checked, will provide drop down fields in the supply  card and order 
screen so that information such as fully stocked, reorder, order interval, etc. can bet entered  individually for each office. 
 b. “Enable Office Quantity Splits” will take the split percentages set up in the office location edit list  and allocate the 
stock according to the percentages set.  If the quantity is uneven after the split the larger  quantity will be allocated to the main office.  
For example a qty of 5 for 2 offices set up as a 50/50 split  would send 3 to the main office and 2 to the satellite office. 
 c. “Print PO Breakdown by Office Report” will automatically include a report which designates how  many of 
each supply on a single purchase order was ordered for each office when the PO is printed.  Note:  the ship to address can only be to 
one office per PO.  Alternatively, 2 separate purchase orders (or more)  can be created with specific ship to addresses for each. (See 
the ship to addresses list from the main screen). 
 d & e. You will choose whether you wish OIO to display the “From” office and address as the same as  the office you are 
ordering for or the home office (i.e. billing office). 
11. Options on the left side below the tabbed sections: 
 a. “Include shipping and handling” will put a line item on the PO stating what the shipping charge is  expected to be.  If 
none is entered in the order screen, the amount shown will be zero. 
 b. and c. These scanner options should be checked if you wish to use a barcode scanner with OIO. 
 d. “Enable 800x600” is rarely used - by offices that are unable to see the full program on their  screens. 
 e. Checking “Enable Sticky Note Alert” will create a pop up active sticky note reminder that will  appear when the 
user opens the order screen 
 f. “Use Microsoft Internet Explorer” will default to Outlook or Outlook Express for email delivery. 
12. Options on the right side below the tabbed section: 

 
 a. “Send PO email without a prompt” will automatically send your PO without a warning that it will  be sent.  
 b. “Enable drop shipments” will allow you to set up drop shipments to post into OIO automatically at  given 
intervals.  In order to set up a drop shipment the qty that is drop shipped should be entered on the  supply card in the constant order 
qty field and the interval – such as 4  (for 4 weeks) - should be set in the  interval field.  OIO will prompt you to answer 
whether or not you have received to shipment at the given  interval. The first time you set the supply up as a drop shipment you 
will also need to enter an approximate  last interval order date in the supply card (by office if applicable). Please note:  If you 
have this preference  checked and you set a constant order quantity and you set an interval, OIO will assume that the supply is 
 drop shipped.  Therefore, for any supplies that are not drop shipped do not enter anything into the constant  order 
quantity field on the supply card.  Do use the interval field on all supplies so that they will appear  on the order interval warning 
report. 
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 c. The “Show OIO tips” option is what makes the tips appear on first opening OIO.  You can turn off  tips by 
un-checking this box. 
 d. “Enable Text to Speech” turns on a function that will announce the supply item and quantity as  you add it to your 
orders.  
 e. “Hide PO price” is an option which will hide supply prices on your PO so that you can send the  PO to your 
supplier without showing what price you have in OIO. 
 f. “Use FoxFales Email” was devised to allow users who do not have Outlook to use the OIO email  feature. You will 
be prompted to enter you email provider setup information. 
13. In this business section you will enter your business name and the email address to which order requisitions  will be 
sent for approval.  It also allows you to set default currency.  The Purchase order note section  allows the user to type a note which 
will appear on all PO’s (purchase orders).  An example might be  “Please confirm this order with current prices and lead times.”   
14. In the bottom sections these buttons do the following: 
 a. “Show Current database links” will help you determine where the data is located.  The bottom line  “Linked 
Data Path” is the line you are most likely to want to check. In many cases the data is on the server. 
 b. “Re Link the OIO Database” will allow you to redirect OIO to the database if it is currently not  reading the 
correct database. This sometimes needs to be done when an update is installed if OIO cannot  find the existing path to the data.  
Please call us if you need help with this. 
 c. “Change Credit Card Access Password” will allow you to change the existing password.  The  default password 
when OIO is installed is “OIO” 
 d. The “Import” button will take you to a screen where you can import typed data from excel  spreadsheets into 
OIO. You will need to save your excel spreadsheet to a comma or tab delimitated  format. It is a good idea to get your excel 
spreadsheet as complete as possible (including categories,  departments, package qty, price, etc. for each supply) before importing 
because you can save a great deal of  time by doing so.  Please call us if you need help with this. 

 
 
 e. “Show Calendar” will allow you to see individual calendars for staff members. Note: If you  right click 
instead of left click on show calendar you will see a back door to functions that you should only  change with our assistance. 
 f. “Import Master Supply List” brings up a screen where many supplies from various suppliers are  available for 
import into OIO supply cards.  Choose a listed supplier to bring up the listed supplies.  You  can hold down your control or shift 
keys to choose a range of items.  You can also sort the list by catalog  number or alphabetically by clicking on the blue information 
bar where the supplier name is listed.  Only a  few suppliers’ lists are extensive and may not be complete catalogs.  All 
information important should be  verified. 
 g. The Ok button will close the screen. You can also exit the screen by clicking on the red “X” at the  right top of the 
screen. 
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 h. The Edit/Fill OIO Data button is a very powerful tool designed to help you save time in setting  initial set up and 
future clean up of supply field’s data. There are a great number of ways you can use this  feature. When clicked it opens to the screen 
below: 

 
 
 1. – 7. You can use the drop down to find all the supplies in the category. After using the drop down to choose the category 
(which you already set up in your list of categories) click on #6 “Find Supplies” and in this example, all the supplies in the category 
“Gloves” will be displayed. You can likewise find all supplies in a given COA or Dept.  You can even use the “Find” field to find a 
supply with a certain name or partial name.  For instance typing in “alginate” will bring up all supplies with alginate in the supply 
name. You can also use your control key or shift key to highlight only certain items to update. 
 

 
 Remember to clear the category, etc. before using the find feature unless you want to find all alginate in a  certain category 
for example. 
 
 8 & 9. Once you have your requested supplies showing, you can reassign COA, Dept or Categories for all  the 
supplies at once.  You can also use the fill features to assign specific parameters to all the supplies.  In  this instance we will 
assign an order interval of 4 weeks for the gloves and we are also recording that the  approximate last order date was 7/1/09.  
Assigning a last order date will trigger your supplies to appear on  the “Order Interval Warning Report even if you are just 
getting started with OIO and haven’t actually  placed any orders yet.  (See reports section for more information) 
 
 If you wish OIO to assume that you are starting with your fully stocked values you can use that option and  fill all quantity on 
hand fields with the same value you set for fully stocked.   



FoxFales, Inc.  phone: (941) 480-9440 fax: (941)981-1864 
PO Box 1749 Nomomis, FL 34274 

Page 14 of 93 

 10. - 12.  The copy and fill to and from office fields allow you to specify that you wish to copy values from  one office to 
another or that you wish to fill the values you type into section 9 to a specific office. (Or to  all) 
 13. If we ask you to send a debug report because you are having problems with OIO we will tell you  to do so from this 
location. 
 
 
 
 

Adding New Supplies Before Placing Orders 
1. In the right hand list from the main screen of OIO, click on the first line, Supplies. 
 

 
 
 You will see text in the first line that is probably highlighted. It may say “Click Arrow to Choose a Supply” or it may say the name of a supply.  If it 

is highlighted just type the name of the new supply you wish to order over the highlighted text. If it isn’t highlighted you can highlight it and type or 
you can backspace to clear the field’s contents and then type the new supply. 

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

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

Add  - if you want to add a brand new supply and enter all information including Category, Chart of accounts, dept, catalog #, price, 
etc. 
Edit - if it’s not really a new supply you just want to edit what you originally typed as the supply name. 
Copy - if you want to enter a new supply but use the existing supply as a template for the majority of information.  You change the 
description i.e. goes from a Color Coded Rings Black to Color Coded Rings Orange and then use copy. Much of the information 
such as department, category, COA, storage location and supplier will also be copied which can save time.  Make sure you type the 
new catalog number, fully stocked reorder and order interval for this new supply that was created using “Copy”. 
Cancel -  if you really didn’t mean to work with a new supply or edit it at all. 
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Below is a detailed description of each field on th e Supply Card and what it’s function is. 

NOTE: Some of the fields have a drop down arrow all owing you to set levels and intervals specifically for each office.   You can set 
separate fully stocked, reorder levels and order intervals by office and use the “Order Interval Suggested Order” report by office.  This screen 
shows a multiple office setup.  If you are a single office user it will look similar, it just won’t have the drop down fields for multiple office values. 
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1. The “find” field directly below the supply name will allow you to type in part of the supply name and limit the list to only supplies with 
those typed letters in the supply name.  There is also a find field in the Order Screen. 
2. In the comments 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 category 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 Supplier 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. 
5. If you know the account number and it is not already showing, you can type it here once and it will map to the supplier card. 
6. The phone number 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 expiration Date 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 – or you can view the information here. 
8. The Chart of Accounts is the account that the bookkeeper uses to post invoices to her accounting software program.  Please ask 
her for the Char of Accounts (COA) she uses so that you can utilize this feature (More about this in the Posting Orders Received section.) 
9. Storage 1-2 refers to where the supplies are stored.  Suggested order reports can be viewed or printed sorted by this field.  For 
multiple offices it is best to use more generic names such as “Office Closet” than to use a specific location such as “Cindy’s cabinet shelf 1”.  
10. Departments are meant to be more broad than Categories.  It is helpful to divide supplies into departments according to who does 
the ordering such as Office, Lab, Clinic and Marketing.  Suggested Order reports can be viewed by department as can many other financial 
reports. 
11. The promise date is automatically generated by OIO when orders are placed but can be changed by the user if desired. 
12. The MSDS section in conjunction with the “Hazardous” box will allow you to keep information here about MSDS requirements and to 
also print reports for MSDS compliant supplies. 
13. The button marked “Product PO History”, when clicked will show you a history of purchase orders for the supply.  This same button can be found 
on the Order screen so you can also access the history when you are building orders. 
14.  “Alternate Supplier”  is an option that allows you to designate a supply as being obtainable from more than one supplier.  First 
choose the supply. Next click on alternate supplier and you will be asked if you are sure you wish to add another company as a supplier for 
that supply.  If you click on “yes” you will need to enter the new supplier in the supplier field.  You should also be sure to fill in the catalog 
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number, the items per package and price as it may differ by supplier.   The alternate supplier button will show in red to alert you that this item 

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

  
If you wish to delete a supplier as an alternate, choose the supply then click on the already red Alternate Supplier button and you will be asked if you wish 
to delete it. 
15. The “Obsolete” check box allows you to designate this supply as obsolete.  Doing so will remove the supply from the order screen drop down list 
but it will remain accessible here in the supply card screen.  All purchase history for the supply will remain intact. 
16. The tax box allows you to set the tax rate for each supply individually.  Doing so will cause your PO’s to calculate the tax automatically.  It should 
be set to 0 for non-taxable items. 
17. The Last Interval Order Date can be viewed by office (if multiple) and will show the last date you ordered this item.  If you wish to 
override the actual purchase history date or if you have not yet ordered thru OIO, you can set a date here which will be used (in conjunction 
with #27 - order interval) by the “Order Interval Warning Report” to suggest orders for supplies past their interval, based on the number of 
weeks you set between normal orders. An approximate last order in this field will be needed for a first time drop ship order as well. (See 
Preferences Instructions #12) 
18. The Appliance fields (yellow) at the bottom are used for Appliances Tracking and will be discussed in that section. Note: Do not use the yellow 
boxes unless it is a lab appliance you are setting up to be tracked using the tracking option in the Order screen.  
19. Catalog # 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. 
20. Units per pkg. – 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, quantity  would be 12  
21. Price per package/item – enter the price per package in the left field and the price per item will automatically calculate for you.  If the 
pkg qty is 1, both price boxes will be equal. Or, if you enter the item price OIO will automatically calculate the package price. 
22. Package type – this would generally be each if the qty = 1, or it could be package, box, case, etc if the pkg. qty is more than 1 
23. Discount –  You may consider not using this because if all items are 50% off for example, that is really just your “regular” price – just 
use discounted price as, for example, items ordered as 2 for 1 or when you get them for free.  If you do want to use the suppliers constant 
discount off retail prices you use the discount box (i.e. if the price in the catalog is $12.00 but you always get supplies from the supplier for 
50% off, you can enter the regular price, the discount of 50% and let OIO calculate your price of $6.00. Anything you designate as being 
discounted will appear on the Discount Purchase History Report (under the Financial Reports tab). Also, if items are set up with an automatic 
discount the quantity total box in the order screen will appear as a peach color in the order screen. 

 
24. The next 2 fields, price change and unopened qty will be calculated by OIO as you use the software.  Unopened qty, is the stock 
you have on hand.  If you use the perpetual inventory method or are taking a physical inventory count, and wish to update the QOH manually 
as opposed to using the barcode scanner - this is the field to do so in.  
25. Fully stocked and reorder fields: To determine the fully stocked, first fill in your reorder level (the minimum stock level) then add to it 
the quantity you usually order.  Example: if you normally order 50 but wait until you only have 5 in stock the fully stocked would = 55.    
26. Constant order qty: This can be set to the quantity you always order.  A warning however, a quantity in this field combined with an 
order interval in that field will automatically assume that this supply is drop shipped - if the drop shipment preference is turned on in the 
Preferences Screen.  OIO will ask you if you wish to record a drop shipment when the time interval since your last drop shipment has 
occurred.  If you do not use the drop shipment preference (option turned off in preferences) this field can be used to indicate a quantity you 
always order.  Hint: Letting OIO determine the quantity to be ordered using the preference option for “use reorder level for order qty” 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) 
27. Order interval: 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 
“blanket” supply such as “Bands – check all” and give that supply an interval such as 4 for four weeks. Don’t assign an interval for each 
specific band. That way you are reminded to check them all but they don’t show individually on your report. 
28. Override Perpetual will allow you – if you normally use perpetual inventory – to not require recording of supply usage for this item.  It 
is typically used for low cost items such as cotton balls for which an exact inventory count is not needed. This box is only used with the 
Perpetual Inventory Method. 
29. The “Enable Item Level” will allow you to relieve the inventory of one item at a time even if, for instance, 10 come in a package.  You 
will not be able to use “enable item level” for an item that only comes one to the package and therefore is already relived one at a time.  A 
good example is that you may wish to reduce bracket stock by one at a time even though you buy them in a package of 10. This option is also 
only used with the Perpetual Inventory Method and must be checked in preferences for it to be operable.  
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Building and Placing Orders 
1. Open the Order screen by clicking on the Order button at the top left of the main screen. 

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

alphabetically first by supplier and then by supplies for each supplier. 
3. You will add supplies to the list by choosing a supply from the drop down list, entering a qty to order (if not already correct) and clicking 

add. Hint: you may want to click add two times – one to accept the supply or qty and again to accept the “Add” command.  If you click 
“add” too many times you be warned that it is already on order so don’t worry that clicking twice will duplicate the supply order. For a 
multiple office system you will need to choose which office you are ordering for by using the office drop down under the orange “order 
quantity” box.  The total for all offices is a calculated number that OIO fills into the box to the right of “Order Quantity”. If the order quantity 
box appears with a peach color, it means you have set up that supply (in the supply screen) to always be discounted. 

  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. 

 
4. 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 
order or an invoice. Be sure to clear the supplier and use “all” for the supplier again if you want to view the entire list of supplies again.   

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

6. If you know the amount of the shipping and handling you can enter it here.  If you don’t know the amount when the order is placed you 
should fill it in on the “Post Order Receive Date” screen when you get the invoice. 

7. If the price, or units per pkg, are incorrect you can change them here in the order screen and it will map back to the supply card. 
 
 
8. As seen below, if you wish to add a credit (return) order or a discount order, use the buttons at the lower right.  You will be prompted for 

the necessary information. You can also delete an unwanted item – for instance if you used the “convert button” from the “Order Interval 
Report” but there are a few items you don’t wish to order yet. We will go over this again in the Reports section. The “Interoffice Order” 
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button will bring up a screen from which you can tell OIO that you have transferred supplies from one office to another office. The 
supplier website link and “Google Product Search” links can be used to go directly to the internet to compare prices, specials, etc. 

 
 
 
9. The pay type field (center orange field) allows access to a password protected credit card if this feature is desired. The default password 

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

 

 
  
10. 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.  

Clicking on an individual supplier name will show you the total for only that supplier.  This can help you determine how close you are to 
meeting a minimum order (for no cost shipping, etc.)  If you wish to see additional supplies that you order from the supplier,  put the 
supplier name in the supplier name field and click on the “additional supplies from supplier” to reveal a list of other items. 
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11. The order options will show a green dot in the option you chose in the “Preferences” screen as your usual method of ordering.  You can 

also set a default order option in each supplier’s information screen.  You can change order options at any time. If you wish to print a 
copy of your PO, do so before you click on “Convert Orders” which is how you will tell OIO that you are ready to process the PO. 

       
Also, you can go to the “Preferences” screen and under “Printing”, set your PO’s to automatically print on convert.   
 
12. Order Options:  
  a. If you use email as your order option you will be asked to answer “yes” if you wish to convert and email the Purchase 
Order, “no” if you wish to convert the order without emailing it, or you can cancel the convert action entirely.  In the beginning, until your suppliers 
are used to receiving emailed PO’s you may wish to call and double check your order has been processed (if they don’t send a confirmation email 
as OIO is set to request). You can always edit the email before it is sent. 
 
  b. If the doctor wishes to review the order before you place it you can email him a requisition by clicking on “Req” in the 
order options box. A pop up box will give you the option to say “yes”, “no” or “cancel”. The option “no” will prompt you to email only a copy of the 
highlighted PO(s) to the doctor before you actually send the order to the supplier. This will email a copy to him but not convert until you get 
approval. If you say “yes”, all open orders (the items already converted to orders and waiting to be marked received in the “Post order Receive Date 
Screen” will be emailed. The address you set up in “Preferences” is the default address to send your requisitions to, so it should be set up as the 
doctor’s email address.  Hint: if he wants a report of all supplies to be ordered on one report just highlight all the suppliers and click on phone order 
and then click on “file” and then “print” up at the top left of the screen and you can get a complete copy of pending orders to give him. 
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  c.  The order option “Quote” allows the ability to send a quote request via email to multiple suppliers. 
 

 
 
When you click on “Email Quote” you will get a list of suppliers to whom you can send your quote request.  Use the control key to pick which suppliers 
you wish to have OIO send the quote request to. Each supplier will see that they are not the only supplier that you are requesting a quote from which 
should encourage them to be competitive in their quote. (see below) 
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In conjunction with quotes we have added the ability to add more alternate suppliers.  In the past OIO would only allow two alternate suppliers. 

 

 
 
 
 
 
 
 
 
The Reports section also has a report that shows supplies by alternate suppliers with last order price: 

 
 
 
 
13. 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 differe nt offices, your order list 
may inadvertently be converted before you are ready  by another office’s ordering employee.  For that r eason, we have added 
the ability to build lists of supplies to be ordere d – by office – using sticky notes – and send the s upplies directly to the order 
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screen from there when you are ready to send the or der to your supplier.  Please see the Sticky Note I nstruction Section for 
details.  

14. Once you click convert the supply order list will disappear and reappear in the “Post Order Receive Date” screen. 
15. Note: The tracking button is only for Tracking appliances.  Do not use that option for ordering regular supplies. When you click on 

Tracking, the regular supply field will be unusable and the yellow fields for tracking will become active instead.  Any supplies in the 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 section on Appliance Tracking. 

 
 
16. 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 for the supplier comment. 

 
 
Note: for drop shipment set up please see the Preferences instructions (#12). 
 
 

 
 

Receiving Orders 
 
Please be aware that prices used in these instruction pages are often not reflective of the  “true” prices of supplies. 
 

1. Once you have converted your orders to an actual PO (purchase order) you will find the list of supplies you ordered waiting for your 
instruction in the “Post Order Receive Date” screen.  It is important that you mark your supplies receive d when they arrive so 
that your reports can be accurate (even if you do n ot use the perpetual inventory method).   For example, the Order Interval 
Suggested Order report will not show supplies that haven’t been marked “received” since OIO assumes you currently already have 
them on order and are awaiting delivery. Many of the financial reports also require that supplies are marked received. It is also 
important because this screen shows orders you have yet to receive.  It is a valuable tool to see what is currently on order. 
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2. You can sort the information to make it easy to find the purchase orders and supplies you wish to work with.  Just click in the 

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

 
 
 

3. First you will want to double check the order quantity and  record any back orders by recording the actual quantity received in the 
backorder chart, and clicking on the “Post Back Order” button at the top. With single office licenses, just click on “Post Back Order” and 
follow the prompts. After you click “Post Back Order”, verify the quantity received.  You will be prompted first for a date you received 
the partial order (if applicable) and then a date when the remainder of the supply shipment order is promised.  If set to do so in 
“Preferences”, you will also be asked to record an invoice number.   

 
 
 
 
4. In this example the qty of 3 for Old Saybrook and 3 for Madison were backordered but the quantity of 8 for Clinton was received. OIO splits the 
order into the 6 that are backordered (note the code “B”) and the 8 that were received on invoice # 555. 
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Note: If you have multiple supplies ordered on a single PO and you wish to back order a supply, you will be prompted to first receive the supplies 
you did receive and then post the backorder.  If you received a partial shipment and you receive some of the supply that is backordered, it is best to 
use the same invoice number for all the supplies received on the invoice.  

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

 
 

6.  When the supplies arrive, check that the prices are accurate and change them in the price field if needed.  If you change the price to 
a lesser amount, you will be asked if the new price is a discount. If you say “yes” the discounted purchase information will appear on the discount 
history report.  If you say “no” you will then be asked if you want to change the regular price? Saying yes will change the price in the supply card. 
Note: The first question about discount will be skipped if you type in an amount that is greater than the original price. 

 
 
 
7.  Please see the letters on the screen shot below which correspond to the explanations: 
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   a.  You can change prices right in this field as discussed above.  
   b. & c. The shipping & handling and tax 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 – or if you entered the shipping on your PO in the order screen. 
   d. The catalog number can be edited here and will also map back to the supply screen. In this case it is blank.  
Always try to check your invoice or packing ticket for catalog numbers so you can add or update them here. 
   e. See below: 

 
    The percentage of discount will appear if the supply is discounted.  It can be edited in either   
 the % field or the actual price field to the right of the percentage. A pop-up will ask you if you want to    
 “permanently” change the discount. Answering “yes” will change the discount field on the supply     screen for 
the item. Answering “no” will allow you to change the discount for only this time. Generally     if you change a % 
in the Post Order Receive Date Screen you will probably want to answer “no” so     the discount is only changed 
for the order you are working with.  
   f. Allows you to post a received date. Once you have updated price, S & H, tax and catalog    
 numbers as needed, you will highlight the supply item (or items) on the PO you wish to receive.  Hint:     hold 
down the control key to pick and choose supply items or the shift key to choose a range of items. 
    If you right click, OIO will choose today’s date and by-pass the calendar. Note: OIO will allow you to    
 post more than one invoice received by highlighting multiple PO’s.  You will be prompted to enter an     invoice 
number for each PO you are marking received – one inv# at a time – 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 stil l on order an any     time. 
   g. Use “Undo Receive Date” if you have made an error and did not wish to mark the supplies    
 received at this time..  
   h. & i You can click “Post Invoice Number/Invoice Date.  If you choose “auto ask for     
 invoice # and date in the “Preference Screen” - under ordering control - you will      
 automatically be prompted to  enter the  invoice # and or date. 
   j. The “Post Back Orders” button was discussed above. 
   k. The “Show Back Orders” button will show only backorders when clicked. After clicking it the   
  wording will change to “Return to Open Orders” to allow you to toggle back and forth. 
   l. “Show Discounts” will limit the list to only discounted items. 
   m. The “Print Storage Report” is designed to help you put supplies away in the correct    
 locations and will also show the quantities and offices for the supplies.  This can only be printed – not    
 previewed - and must be done before leaving the screen, after marking supplies received. 

   n. The Bookkeeping Report is a helpful way to double check       
 your work.  We suggest you print a copy and attach it to your packing ticket or invoice so that the    
 bookkeepers can know how to post the cost of the supplies, shipping and tax to the accounting     software 
such as QuickBooks.  
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   o. Allows you to “Delete a PO Item” 
   p. “Edit All PO’s is the button that will allow you to see all PO’s whether already marked received or not.  Editing of 
prices, s&h and tax can also be done after PO’s are marked received. This section is a really useful tool.  Although the purchase history 
information can be printed in a report, it is often easier to look up past purchases and supply order quantities here.  You can sort by PO#, 
Supplier, Supply or Ordered or Received Date, etc. by clicking on the blue bar – once A-Z twice Z-A.  This way you can look up all the times you 
bought a supply with the quantity ordered, price and order dates.  You can also “undo” the received date and re-receive it if you need to.  Editing 
of price, shipping and tax can be done here in “edit previous PO’s” and the “Bookkeepers Report” can also be viewed and printed.  

 
 
 
 

OIO 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: 
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1. In order to use the tracking function, you must click on the tracking button in the  order screen.  This will turn on the fields associated with 
tracking of appliances,  the fields in yellow, and will turn off the regular supply item fields. 
 
2. As with other fields in OIO these fields can be filled in “on the fly” or in the “Enter, edit, and view office data section from the main screen. 
 
3. Enter a patient’s name – last name, first name such as Fox, Joe. 
 
4. Enter the appliance i.e. Upper Hawley, etc. If the appliance is not already set up  you will be asked if you wish to add it. You will be sent to the 
supply card screen where you can fill out additional information about the appliance.  You will be required to assign a supplier. 
 
5. You can add a note specific to the appliance you are ordering, such as “Spring to UL2” 
 
6. If you set up the supply (in this case Upper Hawley) to be able to have a color,  you can enter a color here.  If it is a “new” color you will be 
asked if you wish to  add it. Note to change a supply to allow a color you will need to do so in the supply screen for the appliance. 
7. You can assign a disposition such as “Open” or “Remake” to your appliance. You can also record a remake price. 
 
8. Due dates and times entered here will appear on your tracking reports. 
 
9. Assigning an office will allow you to view or print appliance reports “by office”. 
 
10. The “Save Patient Note” area allows you to type a note specific to this patient, which will appear on your PO. Be sure to click the “save note” 
button to record your note. 
 
11. (a&b) Once you click on “add to order” you can see the appliance listed in the grey box at the bottom of the screen.  Highlight the appliance and click 
on an order method to see a preview of the order with your PO information and a schematic of the teeth for clarification. A partial view of the PO is 
shown below. 
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12. Once we convert to an order, (just like converting regular supply orders) this appliance information will disappear from the order screen and 
appear on the Post Tracking Receive Dates screen.  Posting receipt of appliances is done in the same manner as posting receipt of regular supplies but 
is accessed from the Post Tracking Receive Dates button instead of the Post Order Receive Dates button (both on main screen). 
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13. The “Find Patient” button will allow you to sort by patient to more easily find the name you wish to work with.  
 

 
 
14. From either the order screen or the reports section (under the Misc. tab) you can access reports about appliances that have been ordered.  
There are many sort options available to you.  

 
OR 

 
 
 
The report can be filtered and sorted in many ways.  You could use it to print a list daily of what is due to arrive from a particular supplier or for a 
particular office for example.  It will be helpful to you to try a few of these options to determine how you want to use the information.  
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A preview with the options above gives us this report: 

 
15. An additional report regarding appliances that is helpful is the “Purchases by Receive Date” report using the appliance PO type and a sort option of 
your choice.  It can be filtered to include only a single supplier.   
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Once our PO’s above were marked received the report looks like this: This report is for tracking costs, not patients. 

 
 
 

OIO Asset Management: 
A new Feature in OIO allows you to track assets such as equipment and furniture in OIO.  You can track the warranty 
dates, depreciated value, serial numbers and repair histories and even warranty dates on repairs. 

1. Click on “Asset Management” in the center section in the main screen of OIO. 
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The following screen will appear: 
 
 
 

a. In the upper section you will enter the name of the asset by simply typing over existing highlighted text – 
you will be asked if you wish to add the asset.  The Supplier will need to be designated as well as an 
asset type such as office equipment, lab or clinic equip. It could also be an asset such as office furniture.  
You should also designate an office if you use OIO for multiple offices. 

b. In the right upper area you will enter the purchase date, warranty end date, purchase price, serial number 
and phone number of the supplier. 

c. Choose a depreciation schedule type and then click on “Calculate Depreciation Schedule” and OIO will 
calculate the number of years over which the asset will be depreciated. Your accountant can tell you what 
the depreciation schedule length/type is. 

d. Please be sure to click the “Save Asset Attributes” after entering the information. 
e. In the “Repairs” section you can enter information about repairs to your assets.  Note that the “Repairer” 

is often different than the “Supplier”.  Click “Create Repair Record” to save it.  If you make a mistake on a 
repair entry or simply want to view repairs, click on the “Edit Repair History” button.  The history screen 
will appear. The arrow indicates the row where you can choose the record you wish to edit. 

 
 
f. The “Delete Asset” button will delete an asset and “Retired” will simply take it off the screen view but will 

retain all the history of the asset.   
2. Once you have asset records in OIO you can create reports about your assets.  Go to Reports/Inventory 

Value/Asset Repairs/Value.  
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You can see information about your repair costs, current depreciated Value, or Warranty left.  See below for examples 
of each.  You can also limit your report to a single department and/or office. 
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Reports 
 
Reports can be printed, emailed, or previewed in many different ways to provide you with the information you need to manage your inventory costs.  Please experiment with 
all the reports by previewing them using different options to see which reports work best for you.   
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If you wish to email reports, first click on the email box: on the report page.  It will cause the “print” button on the following report parameters page to change to an “email” 
button. When you are ready to send your report click on the “email report” button and follow the prompts to enter or verify the email address and then click on the outlook 
“send” button in the upper left outlook bar. 
 
Below are some recommended reports to view.  There are many others that may be helpful to you as well. 
Pre-Order Reports 

1. Sticky Notes .  You can print the list from the view sticky notes screen. Note that we have added the ability to post and to view and print sticky notes by 
office. A more expanded use of Sticky notes is covered in its own section of instructions. You can also now create order lists in Add Sticky Notes and view 
and print them from View Sticky Notes.  See the Sticky Notes Instruction section for more information. 

 
2. “Order Interval Suggested Order ” report (under the Inventory Levels tab). This report can be viewed with many options and actually becomes a suggested 

order list based on the time interval you set for the number of weeks between your usual orders of each supply. If a supply does not appear on the report it 
is because you have not entered an interval in the supply screen or you have not yet ordered it so OIO  has no last order date.   You can use the 
option “include supplies not yet ordered” when you first get started.  You may want to choose a single department and/or supplier to narrow the field of 
information presented.  If all or most of the information about supplies to be ordered is correct on this report, simply press the “Send to Orders” button and 
supplies listed will be sent to your order screen where you can edit quantities or delete listed supplies prior to your actual conversion to an order to your 
supplier(s).  This is probably best viewed by supplier to make the list more manageable – especially when you are new to using OIO.   
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 This is what the report might look like: 
 

 
3. “Supply Inventory Level Warning” – This report is really only helpful to you are you are using the Perpetual Inventory method of tracking inventory (i.e. you 

are reducing the stock using the barcode scanner each time inventory is taken from its storage location – because otherwise you cannot be sure the current 
qty is correct.) Perpetual Inventory users can use this report for supplies which they keep a perpetual inventory on and they can use the Order Interval 
Suggested Order report for the supply items they have set up as “override perpetual inventory”.   Below is an example: 
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Receiving Reports: 
1. Print Storage Report : Click on the “print storage report ” button. This report will list the supplies, the office for which they were ordered, the quantity 

received and the price. (This report is not in the report section it is only accessible from the Post Order Receive Date Screen after marking the supplies 
received but before you leave the screen”). This can be attached to the received supplies for help to put them away and/or given to bookkeeping with the 
packing ticket. There is no preview available for this report. 

2. “Bookkeepers Report”  (accessible right from the Post Orders Receive Date screen). This report will tell you the quantity, price, and corresponding general 
ledger chart of accounts for each supply.  Attach it to your packing slip and give it to bookkeeping.  The same report information can be obtained from the 
Reports/Financial/Purchases by Receive Date with additional sort options. 

 
 
 
 
 
 
 
 
 
 
 
 
Management Reports: 
MONTHLY or as often as desired: - (10th of the month for the prior month) 
1. History by Supply Under the first tab Purchase History, use the option sub-total by supplier (as below) if desired. 
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2. Purchase History by Office This is a very flexible report which can be filtered and sorted in many ways as can be seen in this report option screen: 

 
 
Using the above options the report might look like this: 

 
 
 
3. Purchase History by Supplier – If you choose the option to total by supplier  you can view an overall total of your expenditures by supplier. 



FoxFales, Inc.  phone: (941) 480-9440 fax: (941)981-1864 
PO Box 1749 Nomomis, FL 34274 

Page 40 of 93 

 
4. Monthly Projected Expenses (under the financial tab) – note that budget amounts should be determined by the  
Doctor(s). 

 
 
 
 
 
 
 
 
 
 
 
 
 
5. Discount Purchase History (under the Financial tab): This report will show supplies that were ordered at a discount or sent for free; you can sort by a single 
supplier or use all.  
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Annually/Quarterly 

1. All monthly reports – with quarterly or annual date range should be viewed. 
2. You may wish to take an actual physical count of your inventory annually using a barcode scanner or simply by counting and updating quantity on hand.  The 

report will only be accurate until supplies are reordered or taken out of storage. 
3. Unless you use the perpetual inventory method you will need to be sure to print the Inventory Valuation Report  (under the inventory value tab) immediately 

after taking a count and entering values in each supply card. 
4. You may wish to look at a Category  Comparison report  to allow you to compare this years expenditure (by category, dept, or COA) with last year.  This is 

the first report under the financial tab.

  
5. The Supplier Quote report can be sorted and filtered in many ways.  We suggest you send it to your major  suppliers for price  quotes that you can count on 
for the coming year. Note that you can choose one Category or Supplier to show on the report or  use the “Exclude Selected Categories (or Suppliers)” to view all 
categories but the one(s) you highlight.   

  
 
 
Other Useful Reports: 
 1. The Supply Check List  and the Supply Parameters List can each be found under the Misc. tab.  These reports list all your supplies with much of the 
pertinent information about each.  It can be sorted by supplier, dept. or office. 
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 2. The Supply Parameters Report is a checklist found under the Misc. Reports Tab. 

 

 
 

3.    Unassigned Fields Report :  You can use this report to identify missing information and then use the  button in the “Preferences” 
screen to assign values to large groups of supplies at one time.  (See instructions in the Preferences section.  
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Barcode,  Appliance tracking  and Sticky Note repor ts are discussed in those sections . You should experiment with all th e OIO reports and options to see if 
there are other reports you wish to look at.  Please note that if a report does not display a pr int button you can print it by clicking on “file” i n the upper right of 
the screen and then clicking on print.  
 
 
 

Creating and Using Barcodes  
 
1 OIO will automatically create barcodes for every supply you order. In order for the program to do so the “Automatically Create 
Barcodes” and the “Enable Scanner Upload” buttons must be turned on in the preferences screen.   

 
 

2. To view and print your barcodes you can go to the menu of reports in the main screen and click on the “Inventory” tab and 
then  “Inventory Barcode Labels”.  You can print barcodes by Supplier, Storage Area, Category, Department or Office.  
You can even print labels for a single dept. or category for a single office, etc. 
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3. We recommend that you use a barcode scanner to make ordering and inventory control easier.  If you print barcodes by 
storage area or supplier and keep them in a book in the area of use, you can simply scan the items you need to order or wish to 
subtract from inventory as you use them.  You can take a full physical inventory by updating the on hand quantities using your scanner. 
4. If you want to scan in quantities to order (or when counting inventory on hand) you can print and use the Barcode Quantity 
Report which prints numbers that can be combined for any quantity needed. Your hand held barcode scanner will hold approximately 
150 scans (barcode and number) before uploading into OIO is needed.  When you click on barcode quantity report a preview will 
appear.  Please go to the top left of your screen and click on “file” and “print” to print the quantity reports. 
 
 
 
 
 
 

 
5. Alternatively or additionally you can print labels with barcodes to place on shelves or supplies.  
6. When using the barcode scanner, the red line should extend completely across the barcode plus an additional 1/8 of an inch 
on each side of the barcode.  It will beep once when the barcode is accepted. Be careful not to hold the center plus button down too 
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long as it may turn the beeper off if you do so.  If your scanner no longer beeps, simply hold the plus button down until it resets itself 
and the light comes back on. 
7. There are two basic methods of inventory ordering using the barcode scanner, “Barcode scan and order as needed” “ and 
“Barcode Scan and Perpetual Inventory”    
 a. Perpetual inventory requires diligence in scanning and subtracting supplies when used but offers optimal control of 
your inventory.   
 b. If you do not use perpetual inventory OIO will reduce the package on hand quantity by the ordered quantity when the 
order is placed, and add the quantity ordered to the quantity on hand when supplies are posted as having been received.  (See 
preferences instructions for proper set up for perpetual or non-perpetual use). You can still use the scanner for taking inventory counts, 
interoffice orders or for adding to your orders although you would only use subtract from inventory for Perpetual Inventory.  
The Scanner Upload Screen: 

 
1. Once you have scanned your supplies into your handheld scanner, you will need to connect the scanner to your computer and 
then click on “Upload Barcodes” from the main screen. If it is the first time you have connected the barcode scanner, OIO will ask you to 
specify the correct port. If you have connected the scanner cable to a serial com port, choose com 1 or com 2.  If you have connected 
the scanner cable to a USB port, click the arrow next to the port numbers and click one at a time until the scanner beeps.  That will then 
become the default port for the scanner.  More about installing the driver for a USB connection can be found on our website, 
www.foxfales.com  in the support section, or by calling us at FoxFales 941-480-9440. The barcode scanner drivers are included on your 
OIO install disk.  
2. The supplies you scan into your barcode scanner will be uploaded into OIO thru the Upload Barcodes button (which we turned 
on by enabling scanner upload in the preferences menu – if you do not see this button on your main screen, it is because the upload 
scanner option is not turned on in preferences.).  In order for OIO to know which supply(s) you wish to work with you will need to 
highlight them - and assign an office by highlighting the office and clicking “Assign Office”. 
3. You can choose to highlight all of the supplies listed by using the “Select All” button. 
In this screen you will have many options: 
 a. Recording which employee is subtracting from inventory (recording usage) or requesting  an interoffice order.  If the 
preference is turned on to require employee ID for usage you will be  prompted to enter the employee before performing your 
actions. 
 b. Show all recent uploads will show you a history of recent uploads in case you deleted  information in error. 
 c. Adding supplies to your order screen.  This can be done for multiple offices at once (for  combined orders) or one 
office at a time (to accommodate separate ship to addresses). 
 d. You can tell OIO than you wish to transfer stock from the one office to another office.  If  the stock level is 
insufficient to perform the transfer you will see a pop up telling you that there is  not enough stock available.  You can manually update 
the stock first and then do a transfer if  desired. 
 e. Updating the inventory quantities can be done (such as when taking a physical  inventory). The update inventory 
button when clicked, replaces the scanned quantity into the  package on hand field in the supply index card.   
 f. Subtracting from inventory to reduce the number in the package on hand field of your  supply data card 
(Perpetual Inventory method) or, if you have set the system to scan at item level  the quantity in the item field is reduced – for instance 
if there are 10 in a package and you want to  record the use of one from the package instead of a whole package. 

g. Edit quantity will allow you to change the quantity you scanned – or enter one if you only  scanned the supply item.  
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h. Clear Data will clear the scanner of data 
i. Delete item will delete the item or items (highlighted) from this screen. 

 j. Show Asset is a tool that allows you to view an asset that you have assigned a  manufacturer’s barcode to (see m).  
k. Preview Upload allows you to view and print a list of supplies that you have on the upload screen.  This is very helpful 
when you are using the scanner for interoffice orders so that you have a printed copy to use as a “pick list” of supplies to 
prepare for transport from one office to another.  
l. OK closes the screen 
m. In the section marked “m” you will be able to assign a barcode from your manufacturer to the supply item or asset.  
To perform the assignment, choose the supply from the drop down list and highlight the scanned barcode.  Then click assign 
barcode and OIO’s barcode will be replaced with the one you assign. Note: We recommend that you use OIO’s barcodes so 
that you do not need to keep the original packaging and to save you time. 
n. & o. The sort options allow you to change the order of the scanned list.  “Resort” reverses the direction.  i.e. A-Z or Z-A  
 

 
 

Working with Sticky Notes: 
 
 
OIO has improved Sticky Notes to allow you many more options. 
Many multiple office users told us that they order and ship supplies for each office separately.  This sometimes meant that 
one office’s employee would inadvertently convert supplies for another because the first office had a list building in the 
order screen and the second office was ordering from the same company. From the main screen you can choose Add or 
View Sticky Notes: 

 
In order to facilitate separate office ordering, we created a sticky note supply list that can be built – by office – and sent to 
orders only when you are ready to convert them. “Add Sticky Notes” is where you will select supplies to build the lists you 
will work with in “View Sticky Notes”  
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a. The general note section is the same as previous sticky notes.  We suggest you add your initials and assign an 
office.  You can type any message and save it the “View Sticky Notes” screen by clicking on “Save General Note. 
b. You can use OIO’s drop down supply list to create lists of supplies you wish to work with.  After choosing the 
supply, click (e) to complete your desired action.  
c. Designate the supplies as being needed to order, (Normal Order), needed as an interoffice transfer or as supplies 
to subtract from inventory (Record Usage -Perpetual Inventory Method).  
d. The item level usage check box is unusable unless you are recording “Usage” for a supply item that is “Item Level 
Enabled” on its supply card screen. 

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

It will read:  if you are creating a list of items to transfer from one office to another.  
f. If you are recording usage and have clicked that order option, the button will change as follows and the “grayed 
out” items above will become usable: 
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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. Note that the “record usage” will 
change to save order or save IO when working with normal orders or interoffice orders. 
Switch usage to Normal Order option will add the supplies you recorded as used to the list of items needed to order.   
g. “Departments” allows you to limit the drop down list to only supplies from a single department for instance only 
office supplies. 
h. The employee name is required to record a sticky note in this drop down list section. 
i. “Find Text” will allow you to find a particular supply if you can’t remember what it is named.  In the example here I 
typed in cotton.  
j. This field assigns an office to the information you will be sending to the View Sticky Notes Lists. 
k.  “Delete selection” lets you undo a selection. 
 
Once you and other employees have recorded supplies in “Add Sticky Notes” the person creating orders or interoffice 
transfers will need to complete the tasks in “View Sticky Notes”. Usage is completed directly from the “Add Sticky Notes” 
screen. 
 
Upon entering the “View” screen you be prompted to enter your employee name. 
 
 
The screen below shows you the options available to you: 
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a. The yellow section shows general sticky notes – in this case for the Madison office which has been chosen. You 
can delete sticky notes or preview and then print the list if desired. 
b. Supplies you chose in the “Add Sticky Notes” screen appear here. 
c. Quantities can be edited. 
d. The Office name shown in display office field below will show.  If “All” offices is chosen you will see which office 
the note originated from or for. 
e. The STO column is a way for you to choose which supplies on this list are ones you wish to add to a standard 
order (STO). Send to Orders will move the list of supplies to your order screen for conversion to a purchase order. You 
can preview or print the list as well. 
f. The IO column indicates those supplies that were sent to this screen as requests for interoffice transfer of 
supplies.  Again the list can be previewed or printed and used as a physical “pick list” to prepare the supply transfer order.  
You mist designate which office the supplies will be transferred from before clicking “Complete InterOffice Transfer”.  
g. Sticky Notes can be deleted. 
Ok will close the screen. 
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Multiple Office Use – Special Tips  
 
1. If you have a multiple office license for using OIO you have the ability to do many additional tasks and view 
additional options on your reports.  You should consider how you wish to use the system – Combined Supply Orders, 
Order by Individual Office, or a Combination of the Two Methods:  Certain precautions must be recognized and 
preferences set in each method  
 A. Combined Order Supply Method : Ordering and shipping to a single  location:  You generally order 
for all offices combined and then manually divide  the  supplies into the orders for each office and deliver the 
supplies using in-house  employees. 
  1. Advantages:  You can reduce shipping costs and overstocking.     
 Interoffice orders can be utilized as needed to transfer and record stock use by    office.  
  2. Disadvantages: Manual separation and transport of supply orders    is 
necessary. If the main office personnel are not familiar with the needs of    satellite offices it may take more 
time to communicate needs for orders and    transfers of stock than simply ordering from each office 
separately. 
 B. Order by Individual Office Method:   
  1 Advantages: You can produce separate orders for each office and    have 
those orders shipped directly to the address you choose. Also, you will    need to do fewer interoffice 
orders to accurately record purchase history by    office. 
  2. Disadvantages:  
   a. If more than one office employee is building a supply order   
 simultaneously, the order screen might have the undesired effect of combining    office supply 
orders into a single purchase order (with a single ship to address)    For this method, you should not 
let orders build in the order screen for this    Note: In order to solve this problem and allow you to 
have a “working list” of    items to order build gradually as you recognize needs, we have set up the  
  ability  to build lists of needed supplies in sticky notes – by office – and keep the  
 information for each office separate if desired. Please see the Sticky notes    instructions for 
more information.  
   b. Your shipping costs usually will be higher if each offices  supply    orders 
are shipped directly the each office.  
 C: Combination of the two methods above :  You order many supplies by    
 individual office and ship directly, but you keep some “main stock” in the primary    office and 
transfer from the main stock to other offices as needed.  
  1. Advantages:  This combination method allows each office to     better 
control their own stock and costs but still allows for larger      quantity discounts and 
lower shipping rates on many items. Also, this     method encourages transfers if one office is 
overstocked in a supply and     another office needs that supply. 
  2. Disadvantages:  Staff will need to communicate the need for    
 transfers from “main stock” rather than just order supplies as they need them.  
   
 
 
 
 
 
 
 
 
Multiple Office Preferences :  Click on Preferences from the main screen. 
Under the Multiple Offices Tab: 
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  1. “Allow Multiple Office Quantities” will open drop down     
 capabilities in the supply and order screens for each office.  It should be     checked for all 
multiple office users. 
  2. “Enable office Quantity Splits is only checked if you want to     always 
split the supplies you order by office according to set percentages.     Very few offices use this option. 
Note: if a split results in a less than     whole number i.e. quantity of 5 split between 2 offices 
50%/50%, only     whole numbers will be recorded. 3 of the total 5 would be assigned to the  
  main office and 2 would be assigned to the satellite office.  
  3. “Print PO Breakdown by Office” tells OIO to automatically print a     report 
that tells you how many of each supply are intended for each office.     It is printed automatically when 
you convert orders in the order screen.     Uncheck this option if you do not wish to print the 
breakdown. 
  4. & 5. You will choose one of these options to tell OIO whether you want your    PO’s to 
show a “From” of the ordering office or the home office (i.e. billing office). 
Under the Inventory Control Tab: 
 

 
  1. “Clear Order Quantity After Convert” will tell OIO not to keep    
 quantities for the next time you order.  This is probably wise if you are     ordering from 
multiple offices individually so that your total quantity to be     ordered is not a combination of 
your office and someone else’s prior     quantity as well.  
  2. “Use Reorder Level for Alert Quantity” is a tool that tells OIO that    the 
quantity it suggests to order on the “Order Interval Suggested Order”     report should be a 
calculation of fully stocked less reorder level – by     office, (as set for the supply in the 
supply screen).  This is the quantity that    will be sent to the order screen if you use the “Send to Orders” 
feature.  The    report looks like this: 

 
  3. Allow Reorder Level=0” is always a good option to check.  
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Under the Ordering Control Tab:  
You can set preferences regarding requiring employees to identify themselves and for invoice numbers and dates to be 
recorded. Please read the Preferences Section of instructions for more information. 
 
Employee Assignment : 
No matter which method of ordering you use you will want to set up each employee with a “home” office.  This is done in 
the employee list on the main screen.  Setting a home office will tell OIO that whenever this employee signs into the 
function, their home office is the default office for ordering, shipping, usage and transfers.  In the event an employee is 
responsible for more than one office the default home office can be changed as needed in each function screen. 
 
In the Post Order Receive Date Screen the employee who placed the order will appear.  

 
Interoffice Transfers : 
 
OIO gives you three methods of recording interoffice transfers:  Each method is covered in the corresponding section of 
your instructions. Please refer to those sections for more information. 
 1. Directly in the Order screen. 
 2. Using the Barcode Scanner Upload function. 
 3. Using the Interoffice Sticky Note function 
 
 
 
 
 

Perpetual Inventory vs. Order Interval Method  
 
OIO recognizes that some offices wish to know exactly what stock they have on hand at any given time.  Other offices 
realize that they probably won’t be diligent enough to record the use of supplies needed to keep that exact count.  That is 
why we devised two different methods of using OIO. 
 
Increasing Supply Stock on Hand : For both methods, when supplies are recorded as having been received in the “Post 
Order Receive Date” screen, the supply quantity on hand (in the supply screen) is increased by the quantity received.  In 
the example below, the package quantity in Madison =8 and the package quantity for all the offices combined = 18 

 
 
Decreasing Supply Stock on Hand : 
It is in determining what needs to be ordered because of what stock has been used that the two methods differ.  
 
Order Interval Method  – looks at the likely time interval you set between orders to determine suggested orders and 
assumes what has been used. This is the most commonly used method of using OIO. 
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Perpetual Inventory  - looks as at actual stock levels to determine supply needs and suggest orders. Note that perpetual 
inventory also requires an accurate beginning inventory count to be recorded as supplies are added to OIO supply cards 
(or all at once using the scanner after supplies have been added to OIO). I have included tips on taking a physical 
inventory count at the end of this section. 
1. Order Interval Method:    
 a.  In this method, OIO will automatically reduce package quantity on hand when orders are placed and 
increase the quantity on hand when orders are marked received.  The assumption is that if you are ordering a quantity of 
4, for instance, you must have used 4 so the stock is reduced when the convert button is clicked in the order screen. You 
stock count will not be exact, but it will always be close (somewhere between fully stocked and reorder level).  
 b. The preference screen should be set like this: You can also choose Clear Quantity after Convert or Use 
Reorder Level for Order Quantity if desired. 

 
 c. It is important that you set an order interval (in weeks) for each supply so that OIO knows how often you 
want to be reminded to check stock for a possible order of the item(s) that appear on your Order Interval Warning report. 
You also should set an approximate last interval order date when first setting up the supply so that OIO can use that to 
calculate when orders are due. After you have ordered through OIO the last date will automatically appear. In the example 
below, the supply will be due to be ordered 4 weeks after 7/1/2009 and the suggested order quantity will be 4 (fully 
stocked less reorder level). 

 
 
The suggested order report would look like this:  Note that you could view this report for up to 4 weeks into the future. You 
can also filter and sort it by office and department so that, for example, the office supplies from one office can be on a 
different report than the clinical supplies from another office.  It can also be viewed by storage area or supplier.  

 
 
 
Below is the proper setting for preferences if you are using the Order Interval method: 
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2. Perpetual Inventory Method :  This method requires daily interaction from the user.  When stock is taken out of 
storage it is recorded as “Usage”.  So, although OIO automatically increases stock when it is received, it does not know 
that stock levels are reduced unless you reduce them. 
 a. You can record usage  by: 
  1. Manually changing the package quantity field for your office in the    supply 
 screen.  You would change the number 8 to the number 6 if you     had used 2 packages 
for instance.  
  2. The barcode scanner can be used to scan the supply item and the    quantity 
used. Then in the upload screen the supply can be assigned the    office and recorded as used by clicking 
the “Subtract from Inventory”     button. 

  
 
  3. A third method you can use to record usage of supplies is to use     the 
Sticky Notes Screen.  In “Add Sticky Notes” you will have the option     to choose the supply 
and answer a pop up that will ask how many you     used.  You can use the “Add to Usage 
List” button to add many to the list    and then record them all by clicking the “Record Usage List” 
button.  Note    that “Item Level Usage” is “grayed out” in the example below. If this    
 supply item had been set up as an “item level enabled” supply (in the     supply screen), 
you would be  recording the number of items in the     package – not the number of full 
packages.  
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 b. Suggested Order Report : 
 Because you have an accurate count of your supplies, you can use the “Supply  Level Warning Suggested 
Order” Report to suggest which supplies are below  their re-order level.  It will calculate the quantity needed to bring 
the stock level  back up to fully stocked. Note that you must set fully stocked and reorder levels  for OIO to effectively 
use the feature. The report looks like this: 

 
 c. Setting preferences to use the Perpetual Invent ory Method : 
  1. These are the setting you would use for perpetual inventory. You    can 
also check “Decrease Inventory At Item Level” if desired. 

 
  2. Under the Ordering Control tab of Preferences: You will probably    want to 
have the employees who use the supplies identified.  This option     will require that they 
identify themselves. You will then be able to view     and print a “Usage” report that shows 
who used the supplies from which     office.  

 
3. Taking Inventory 
  a. If you have already started using OIO and you have some inventory on hand values but want to 
do a full count, it is a good idea to make sure you zero out all the existing package quantity on hand fields for your 
supplies.  That way if there is existing values but you don’t scan those items (because they are not there to count) the 
quantity on hand will rightly be zero.  The easiest way to zero out all the QOH (quantity on hand) values is to go to 
Preferences and click on the Edit/Fill OIO Data button.  
In the example below, I chose to make the on hand quantity for all my burs, zero. 
 1. Choose all the items in the category “Burs”. 
 2. Click on find supplies to display all the burs.  Then highlight either all the supplies   listed or 
those you wish to fill values for – using the shift or ctrl keys. (Not    highlighted below for better picture 
clarity). 
 3. Check the box “Use the Fill Values” 
 4. Enter the fill value of zero in the “On Hand Qty” field.   
 5. Choose which office (or all) that you wish to zero the inventory on hand count for. 
 6. Click on the “Fill Values” button.   
The supply cards for each of the burs will then show a quantity on hand value of zero.  
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  b. A note regarding beginning quantity on hand inventory counts for both   
 methods: 
  In order to enter a starting value for quantity on hand, you can click on “Edit/Fill    OIO 
Data” on the bottom right corner of the preferences screen and then use the    “Fill On Hand with Fully 
Stocked Values” check box. This can be done by office    but naturally you will need to have set a fully 
stocked value for anything to fill.    Then as time allows you can adjust quantities to be more 
accurate. Or, you can    fill a fully stocked value for a whole group of supplies using the category drop  
  down and then clicking “find supplies”.  Once you have specified what value you    want to 
fill with, click “Use the Fill Values” and then click on “Fill Values”. 

 

What’s New 
Version 7.0 Release Date 9/18/09 
 
The primary changes we have made are related to ease of use for multiple offices, ease of editing and classifying supplies and more detailed 
report options.  Please note that we have also posted new updated instruction sheets on the Foxfales.com website, including new sections on 
Multiple offices, Sticky Notes and Perpetual vs. Interval Method use.  
1. PREFERENCES: 

 a. The NEW Edit/Fill OIO Data button  is located in the bottom right of the preferences screen. We 
have added a very powerful tool designed to help you save time in initial set up and future clean up of supply field’s data. There are a 
great number of ways you can use this feature. When clicked it opens to the screen below. The red numbers correspond to the 
instructions below: 
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 1. – 7. You can use the drop down to find all the supplies in the category. After using the drop down to choose the category 
(which you already set up in your list of categories) click on #6 “Find Supplies” and in this example, all the supplies in the category 
“Gloves” will be displayed. You can likewise find all supplies in a given COA or Dept.  You can even use the “Find” field to find a 
supply with a certain name or partial name.  For instance typing in “alginate” will bring up all supplies with alginate in the supply 
name. You can also use your control key or shift key to highlight only certain items to update. Once you have the supplies you wish to 
work with in the find box (7) you can reassign all or some of them to a different COA, category or Dept.  
 

 
 Remember to clear the category, etc. before using the find feature unless you want to find all alginate in a  certain category 
for example. 
 
 8 & 9. Once you have your requested supplies showing you can also use the fill features to assign specific parameters to all 
the supplies.  In this instance we will assign an order interval of 4 weeks for the gloves and we are also be recording that the 
approximate last order date was 7/1/09.  Assigning a last order date will trigger your supplies to appear on the “Order Interval 
Warning Report even if you are just getting started with OIO and haven’t actually placed any orders yet.  (See reports section for more 
information) 
 If you wish OIO to assume that you are starting with your fully stocked values you can use that option and  fill all quantity on 
hand fields with the same value you set for fully stocked.   
 10. - 12.  The copy and fill to and from office fields allow you to specify that you wish to copy values from one office to 
another or that you wish to fill the values you type into section 9 to a specific office. (Or to all) 
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 13. If we ask you to send a debug report because you are having problems with OIO we will tell you  to do so from this 
location. 
 
b.  Other changes in preferences were made to allow better control of orders and usage: 

 
 1. The “Record Manual Inventory Usage” will create a pop up message if you reduce stock manually in the supply 
screen.  It can also be set to ask for employee who is recording the usage if that new option is checked u(under the “Ordering Control” 
tab.   
 2. “Clear Order Quantity After Convert” was added so that OIO’s order screen will not retain order quantities for 
single or multiple offices from other times orders were placed.  This is helpful especially for multiple office users who order from 
offices individually. 
 3. “Use Reorder Level for Alert Quantity” will tell OIO that you want the “Order Interval Warning Report” to use the 
equation Fully stocked less reorder level to calculate the quantity to order using the “send to orders” button.  This feature allows the 
FS-RL to be used for the report only and not automatically for the order screen as the option above it does.  Then that option is used 
and offices order individually, they must clear out other offices quantities in order to order only for their own office. (the settings 
above are the ones that are most useful for multiple offices who do not use perpetual inventory and who orders from each office and 
ship to each office individually.  
 
2. STICKY NOTES:  
OIO has improved Sticky Notes to allow you many more options.  Many multiple office users told us that they order and 
ship supplies for each office separately.  This sometimes meant that one office’s employee would inadvertently convert 
supplies for another because the first office had a list building in the order screen and the second office was ordering from 
the same company. From the main screen you can choose Add or View Sticky Notes: 

 
In order to facilitate separate office ordering, we created a sticky note supply list that can be built – by office – and sent to 
orders only when you are ready to convert them. “Add Sticky Notes” is where you will select supplies to build the lists you 
will work with in “View Sticky Notes”  
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a. The general note section is the same as previous sticky notes.  We suggest you add your initials and assign an 
office.  You can type any message and save it the “View Sticky Notes” screen by clicking on “Save General Note. 
b. You can use OIO’s drop down supply list to create lists of supplies you wish to work with.  After choosing the 
supply, click (e) to complete your desired action.  
c. Designate the supplies as being needed to order, (Normal Order), needed as an interoffice transfer or as supplies 
to subtract from inventory (Record Usage -Perpetual Inventory Method).  
d. The item level usage check box is unusable unless you are recording “Usage” for a supply item that is “Item Level 
Enabled” on its supply card screen. 

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

It will read:  if you are creating a list of items to transfer from one office to another.  
f. If you are recording usage and have clicked that order option, the button will change as follows and the “grayed 
out” items above will become usable: 
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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. Note that the “record usage” will 
change to save order or save IO when working with normal orders or interoffice orders. 
“Switch usage to Normal Order option” will add the supplies you recorded as used to the list of items needed to order.   
g. “Departments” allows you to limit the drop down list to only supplies from a single department for instance only 
office supplies. 
h. The employee name is required to record a sticky note in this drop down list section. 
i. “Find Text” will allow you to find a particular supply if you can’t remember what it is named.  In the example here I 
typed in cotton.  
j. This field assigns an office to the information you will be sending to the View Sticky Notes Lists. 
k.  “Delete selection” lets you undo a selection. 
 
Once you and other employees have recorded supplies in “Add Sticky Notes” the person creating orders or interoffice 
transfers will need to complete the tasks in “View Sticky Notes”. Usage is completed directly from the “Add Sticky Notes” 
screen. 
 
Upon entering the “View” screen you be prompted to enter your employee name. 
 
 
The screen below shows you the options available to you: 
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a. The yellow section shows general sticky notes – in this case for the Madison office which has been chosen. You 
can delete sticky notes or preview and then print the list if desired. 
b. Supplies you chose in the “Add Sticky Notes” screen appear here. 
c. Quantities can be edited. 
d. The Office name shown in display office field below will show.  If “All” offices is chosen you will see which office 
the note originated from or for. 
e. The STO column is a way for you to choose which supplies on this list are ones you wish to add to a standard 
order (STO). Send to Orders will move the list of supplies to your order screen for conversion to a purchase order. You 
can preview or print the list as well. 
f. The IO column indicates those supplies that were sent to this screen as requests for interoffice transfer of 
supplies.  Again the list can be previewed or printed and used as a physical “pick list” to prepare the supply transfer order.  
You mist designate which office the supplies will be transferred from before clicking “Complete InterOffice Transfer”.  
g. Sticky Notes can be deleted. 
Ok will close the screen. 
3. Employees:  We have added the ability to assign employees to “default” offices.  This is done from the employee 
edit list.  Once a default office is assigned, the order screen will automatically assume you are ordering supplies for (and 
shipping them to) your “default office”.  If you are ordering for a different office this can always be changed through the 
drop down choices.  
4. Reports :  There are many expanded sort and filter options in the reports and the section tabs have changed 
slightly to make finding the desired reports easier.  One new report is the “Drop Shipments” report from the Misc. tab.  
This report allows you to identify items that are dropped shipped and to see reports of purchase history filtered by those 
items. 
 
 
Version 6.996 –Release Date 5/13/09  Some of the latest enhancements to Office Inventory Ordering are as follows: 
1. ORDERING SCREEN: 
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 a. We have added the ability to see Supplier comments directly on the ordering screen.  Any comment you type in a supplier’s record such as “Free 
shipping with minimum order of $200” will appear in green on the order screen.  The Comments button will toggle back and forth between supply comment and 
supplier comment – but only the supplier comment will be green. 

 
 
2. b. The ability to send a quote request via email to multiple suppliers has been added: 

 
When you click on “Email Quote” you will get a list of suppliers to whom you can send your quote request.  Use the control key to pick which suppliers you wish to 
have OIO send the quote request to. Each supplier will see that they are not the only supplier that you are requesting a quote from.  
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In conjunction with quotes we have added the ability to add more alternate suppliers.  In the past OIO would only allow two alternate suppliers. 

 

 
The Reports section also has a report that shows supplies by alternate suppliers with last order price: 

 
2.   POST ORDER RECEIVE DATE SCREEN: 
We have changed the look of this screen to allow more consistency and ease of use. 
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 a. The “Show Back Orders” button will toggle back and forth between “Show Back Orders and “Return to Open Orders”.  “Show  
 Back Orders will bring up a list of just the backordered supplies for easier tracking.  The “BO” column also shows backorders. We   have also 
added the ability to track S&H and tax on backorders when received, separate from the original order and assign   a new invoice # to the 
backordered items when they are received on another invoice. This makes the bookkeepers report   more accurate. 
 b. The “Show Discounts” button will toggle back and forth between “Show Discounts and “Return to Open Orders”.  The “DI”  
 column also shows discounted purchases. 

 
 
 c. The “Edit all PO’s also toggles back and forth to “Return to Open Orders”  It functions the same as the small box in the bottom right  
 corner that previously said “Edit previous PO’s” All the sort functions (by clicking the sections on the blue bar) remain.  

This button:      replaces the former check box:  . 
 
 d. We have added the supply comment to this field – in this case the comment says “before ordering check back stock in refrigerator” 
We  
 
3.  REPORTS: 
 a. We have added a new Report under the MISC tab “Supply Parameter List” which will allow you to sort your supply list by Category, COA, 
Department, Supplier and Storage Area.  This is very helpful for fine tuning your supply parameters so that your reports are more meaningful and to help you identify 
which supplies do not have complete information attached to them. (Such as category, COA, etc.) In the example below you can see that supplies with missing 
information will have blank areas.  This example was sorted by category. 
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 b. For Non-USA users we have improved the financial reports and the bookkeepers report to include the foreign currency and home currency prices.  

In the example below the home currency is Canadian and the foreign (FX) is US.  In the Supplier screen for Unitek, the currency is  

and in the preferences screen, the home currency is set as  
 

 
 c. New Calendars:  

 
 
 d. We have added the ability to print a list from the barcode upload screen.  Click on “Preview Upload” and then file/print in the upper left of the 
program. This is especially helpful for offices that wish to scan items to be transferred to a satellite office. They would simply scan the supplies, assign the office to 
which the supplies are being transferred and print the list to be used to gather the supplies for transport. 
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Version 6.995 – Release Date 4/1/2009 Some of the new enhancements to your Office Inventory Ordering  program are as follows: 
 
 
1.  PREFERENCES SCREEN:  We have three new options if the Preferences Screen.   
 a. Some offices have been unable to get the link to vendor website button on the lower left of the order screen to work. It looks like this on the order 

screen:   
 
To correct the problem, we have added a “Use the Microsoft Internet Explorer” preference so that you will not have the problem linking to the vendor website.  See “a.”  
below. 
 b. We have also added a preference to “Use FoxFales Email”. (“b.” below)  This is an alternative to using Outlook or Outlook Express as some 
offices did not have their systems setup to allow that.   Note that if you choose “Use FoxFales Email” you will be prompted to enter your email address and server 
information (second screen below) 
 c. We have added the preference to default to reports for the “Previous Month” . 
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e. Under the “Ordering” Tab we have added the ability for you to choose to have OIO clear the order quantity after you convert orders instead of 
allowing OIO to “remember” the last order quantity. 

 
 
2.  ORDERING: We have added the ability to customize the default email message by user.  To do so please open the employee list from the main screen and 
choose the employee you wish to edit the message for: 
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This is what the email now looks like: 

 
  
 
3.   POST ORDER RECEIVE DATE SCREEN: 
 a. In the Post Order Receive Date Screen we have added a field to indicate which employee ordered the highlighted supply.  This is helpful if 
different employees order for different departments or different offices.   (Note: You are prompted to enter the ordering employee when you enter the Order Screen if 
the preference “Always Prompt for Ordering Employee” is turned on. (Preferences screen, third one down on left under the ordering control tab)    
Preference Screen looks like this: 
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Post Order Screen Date Screen looks like this: 
 

 
 
  

 b. We have added the ability to correct an inaccurate discount purchase posting in the Post Order Receive Date Screen.  If you see an inaccuracy 
on your discount or history report and wish to correct the error you can now do so. First, click on “edit previous PO’s” in the bottom right corner of the screen. Next, 
click the “show discounts button and only items received as a discounted item will appear.  Find the record you wish to correct, highlight it and click on the button 
which now says “undo discounts”. 
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4. STICKY NOTES:  We have added the ability to designate sticky notes by office and to print or view sticky note reports by office. This is particularly 
helpful if orders are placed separately for offices.  
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5.  REPORTS: We have added a new report and an additional filter option. 
 a. The new report we added is the “Supplier Quote Report” which you will find under the Financial tab of the Reports section.  The purpose of this 
report is to give you the ability to send lists of supplies you purchase out to bid to multiple suppliers. You can include information about the quantity purchased in a 
given time period without the prices you paid.  We recommend doing this at least annually so that you can ask suppliers to bid for your business and hold quoted prices 
for a year or other specific time period.  
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 b. We have added the ability to filter the unassigned fields report by office.  This will make the report more functional for multiple office users.  The 
purpose of the report is to identify supplies that have no category, department, COA price, etc. assigned in the supply card so you can go back to the supply card and 
correct your information.  For example, by correcting these blank entries your reports will be more accurate and meaningful because “unassigned” information will 
appear in the correct sort field rather than show up as a category department or COA of  “all” . By assigning fully stocked, reorder level and order interval for each 
supply your Order Interval Suggested Order Report will be accurate 

 
 

 
 
The resulting report looks like this: Note: The report is alphabetical except that symbols such as quotation marks and numbers appear first.  
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c. We have added the column labeled “Savings” to the Discount Report (Under the “Financial” tab).  

 
 

d. We have added an option to email a report rather than print it.  
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e. We have improved the functionality of the Order Interval  Suggested Order Report by allowing you to view supplies needed up to 4 weeks in the 
future instead of just as needed by  “today’s” date.  In the example below OIO will show supplies needed up to one week ahead of today’s date.  
This will help you to manage your time more effectively by having knowledge of what’s coming up soon to be ordered. 
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6288 
What’s new in OIO   
Version 6.99 – Release Date 6/08/2008 
 
We have made many improvements to the program.  Here are some of the highlights: 

1. REPORTS: 
a. You can now get a percentage breakdown of your supply costs by COA, department or category. Under the first reports tab,  “Purchase History” , 

click on  and use the circled option, “Category Summary”. You can further filter 
the report by using category summary with the group drop down option . The “all” group option will show all purchases by category, or if you 
assign suppliers (in the supplier screen) to a group such as UOBG you can see totals for the group by category. 
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You get a summary similar to the History by office with PO summary option and group by category – but on this one the percentage of total purchases is 
displayed.  Note: Since this is a better report, the group by PO option has been removed from the History by Office report. This is a valuable tool for comparing 
expenses by category for specific time periods.  You can use the Dept or COA Summary instead of category and you can filter by office, etc. if desired. 
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b. The “Order Interval Warning” and “Supply Inventory Level Warning” (perpetual inventory report) now allow filtering and converting by 

supplier. 

 
 
Now, if you want to work with suppliers individually and determine what you need to order, you can send only those suppliers’ items to the order 
screen.  This makes using the “send to orders” function much more manageable. Use the “Order Interval Warning” report as a “suggested” order which 
you can view sorted by storage location or by supplier. The two small check boxes below can be used to refine your report information. Note: You must 
set an order interval for supplies in the supply card in order for them to appear on the Interval Warning Report   
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c. There is a new report for requisitions by office to use if you send requisitions to the doctor before placing orders. 

 
 
d. There are two new reports that can be accessed through the “Post Orders Received” Screen.  
 

1. To help you put supplies away in a consistent location  just click on the Storage Report and a report will print detailing how many of 
each supply is in the order, which office they are for and what location they are stored in.  This report can only be printed, not previewed. 

 
2. The Bookkeeping Report (example) will show you which chart of accounts your bookkeeper should use to post the invoice to accounts 

payable.  She can also compare the prices in OIO to that on the invoice, including tax and shipping if you have entered them here in post received 
or on the order screen before conversion. Note: You will need to post the receive date before previewing or printing the report.  
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If the report is desired after you have left the Post Order Rec. screen you can click on “Edit Previous PO’s”, highlight the PO you wish to use and print 
or preview the “Bookkeeping Report”.  Sometimes the invoice is not available when supplies are being marked received. This is an easy way to go 
back and check invoice totals against the total amount received in OIO and make corrections as needed. 

 
 
 

 
 
 
 
Note: The information on the Bookkeeper’s report can also be viewed or printed with a specific date range, and supplier using the “Purchases by 
Receive Date” financial report.  There are additional sort options available to you when you access the report through “Purchases by Receive Date” but 
it is more convenient to simply click on the “Bookkeeping Report” button in the Post Order Receive screen which is why we added it. 
 
 
 
The new function button, “Show back Orders” will help you keep track of backordered supplies by highlighting supplies which you have previously 
designated as backorders. 
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The new function “Show Discounts” will bring up a list of all supplies posted as having been a discounted price.  This will allow you to edit discount 
errors if needed. 

 
 
 
e. We have added the option to allow you to view purchase history by office reports using the PO’s order date instead of the receive date (in case 
you posted received at a later date and want to use the earlier order date).  

 
f. The Supply Check List now has two additional filter options. Clicking the “Show Perpetual Inventory Overrides” box will show you only the 

supplies that you have set to override perpetual inventory (i.e. supplies you don’t want to have to scan out of inventory every time you use take 
them from storage).  Clicking the “Show Enabled Item Level Supplies” will show you only the supplies which you wish to relieve from inventory 
at the item level rather than at the package quantity level.  
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g. A new report, “Unassigned” (under the Misc. tab) was designed to help you identify supply card fields which have not been fully set up.  This 
will help you identify supplies that appear as Category or Dept or COA “All” on your reports and correct the missing information. It will also 
help you assign missing storage locations, price, order intervals, etc. 

 

 
 

2. FUNCTIONS: 
In the Post Order Receive Screen, you can now designate a supply price as a discount.  This is helpful if you did not know the price would 
be discounted when you originally ordered the supply. Simply highlight the supply, enter the new price in the price field, and OIO will ask 
you if the price entered is a discount (if the amount is less than the original price). If you say “yes” the purchase will show up on a discount 
purchases report. If you say “no”, you will be asked if you want to update the price on the supply record.  See Below. 
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Answer “no” and you will see this message. 
 

 
 
a. Asset Management 

We have added a new function called asset management to help you track your asset purchases, repairs and depreciation.  
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You can choose the sort options you wish to use – by Department or Office and you can choose to see asset values or repair cost reports. 

 
 
Using the Option “Repair” 
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Using the Option 

“Value”  
Using the Option “Warranty” will show you the remaining months left on the warranty: 

 
 
c. In the Order screen you will now be able to see whether or not a supply is designated as hazardous.  The designation is originally set 
in the supply card. Showing the MSDS designation here in the order screen will assist you to know that you should be aware it is hazardous and 
that you may need to get an MSDS sheet from your supplier. 

 



FoxFales, Inc.  phone: (941) 480-9440 fax: (941)981-1864 
PO Box 1749 Nomomis, FL 34274 

Page 88 of 93 

d. We have changed the way you designate PO order options.  Instead of changing the option on the order screen, you set the option in 
each supplier’s card.  If you do not have a designation set for a supplier, when you order a supply from that supplier OIO will tell you it is setting 
the order option according to what you set in preferences.  It can be changed on the suppliers screen but can no longer be changed from the order 
screen. That way anyone doing the ordering will know specifically for  
each supplier how orders are placed. 
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We made this change because many offices wanted to set each suppliers order option once and not have to think about it each time they converted 
an order.  
 

 
 
e.  
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We have added a new Pop-up from the order screen to show you the purchase history for supplies.  You can access this history right from the 
order screen to easily determine the qty and price of your last order for a particular supply. If the receive date column is blank, the supply is still 
on order awaiting receipt.  
 

 
 
f. We have had some confusion from multiple office users about how to post a back order. In the Multiple Office Options Section, Select the 

option Edit Backorder Qty.  
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Clicking on “yes” will bring up the calendar first to post the date of the supplies received and then you will be prompted to choose a calendar date 
that the remaining backordered supplies will arrive. 
 
Once you click “ok”, you will see that the PO has been split into what has been received and what is backordered.  
 

 
 
g. Also on the “Post Order Received” Please note that you can change the quantity on order. 
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4. PREFERENCES CHANGES:  We have added the option to hide prices on your PO’s if you want to send PO’s to your vendor’s 
without them.   
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