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What’s New in OIO – please note that these screen shots are for Multiple Offices OIO but much of the information pertains to single office as well. 

Exciting News!!! – Add items to existing PO’s, edit supply names and send records to excel from Edit/Fill, keep order screen separate by office, 

send Invoice information to QuickBooks – and much more! 

Preferences: Please refer to a, b & c below. 

 
 

a. Under the Multiple Office tab, “Enable Ordering as a Single Office” allows Multiple Office Users to keep their Order Screen 

separated for each office independently of the other offices. It is explained fully in the Ordering Section #3. 

b. This option to update prices was previously automatically assumed.  We have added a preference to tell OIO to update your 

supply screen prices (or not if unchecked) when prices are changed in the Post Orders received screen.  Please make sure you check to 

see that it is on if you want to map price changes back to the supply screen for future orders of each supply.  

c. “Upload Barcodes by Employee ID” is explained in the Barcode Section - #6.  The reason we added it is to allow scans to be kept 

separate for each individual office (Multiple Office Users). Note that Employee ID’s are set in the Employee list on the record for each 

individual employee.  A default office for each employee is also required.  

1. Supply Screen: 

a. We have added the ability to print barcode labels directly from the supply screen.  Choose your supply, Click on the “Print Barcode 

Label” button.  A pop up will bring you to the label printing screen where you can preview or print, using whatever printer option 

you choose. 



FoxFales, Inc Office Inventory Ordering  PO Box 1749 Nokomis, FL 34274 (941) 480-9440 

2 | P a g e  
 

 
 

b. In conjunction with the Dept, COA and Category lists, we have created the ability to choose a “Default” setting for these parameters 

so new supplies you add will automatically default to your chosen Dept, COA or Category: 
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2. Order Screen: 

a. You can limit the Order screen to orders for one office at a time.  This is done by first setting up the preference under the “Multiple 

Offices” tab as discussed in section #1 – Preferences.  You will be warned to make sure your shipping addresses are tied to your 

offices correctly by checking the ship to addresses/offices.  You will also need to finalize (convert) any existing orders in the Order 

Screen before you start using this new option. 

 

Once you have set the preference for Single Office Ordering, you will see only that office’s open orders and the ship to address will 

automatically correspond to the ordering office. 

 
 

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

orders.  The supplies now appear in Catalog number order: 
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3. Post Orders Received Date Screen:  See corresponding “a.”-“e.” on screen shot below. 

 

a. By popular demand, we have added the ability to add items to an existing PO.  This is very useful for times when the Rep calls and 

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

wish to add a supply to, click on the “Add to PO” button, scroll to the item you want and office you want it for, and enter the 

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

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

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

only and cannot be edited. 

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

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

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

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

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

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

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

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

“Edit all PO’s” after checking this box.  

f. New check boxes allow you to obtain separate editable line items for tax and S&H records: 

 
 

g. The Bookkeepers Report will now show COA totals by Office to help break down costs by office. 
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4. Edit/Fill Screen:  

a. OIO now gives you the ability to edit supply names in Edit/Fill Screen: 

Choose a supply, double click on it and OIO will Pop Up a screen that will allow you to edit the name of the supply.  Name editing can 

still be done in the Supply screen as well, but editing would be easier here in Edit/Fill, especially if you have a lot of supplies to edit.  

 

 
 

b. New Export To CSV file: 
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This is the resulting CSV file: 

 
 

5. Barcode Upload:   Some offices that are Multiple Office Users and have scanners in each office have had the problem that scans for 

different offices were done at the same time and got mixed up with each other.  Follow these steps if you wish to upload by 

employee/office. 

a. Go to Preferences and choose “Upload Barcodes by Employee ID” (Middle purple section R side near bottom) 

b. Go to each employee in the employee list and make sure they are assigned a default office (if not already assigned). 

c. When you click on “Upload Barcodes and enter the upload screen you will either see: 

1. If you are using the OIO permissions and “Log In” functions your scan will automatically default to the person logged into OIO. 

2. OR – if you do not use Log in permissions, when you upload your scans the screen will be blank.  You will need to go to the 

employee drop down list and choose your name.  Once you do, click on the upload barcodes button and your scans will appear 

with your office already assigned. As always you can edit the office and quantity if desired. 

  

6. Reports:  We have added two new reports, (a) to assist with ordering for Perpetual Inventory systems and (b) to help you manage your 

On Hand Inventory Report.    

a. A new report under the Inventory Levels tab, “Order Quantity to Reach Fully Stocked” will help offices that use the Perpetual 

Inventory method recognize not only what items are at or below reorder level now, but what items will soon be there – in case you want 

to order items that are getting close to needing 

reorder.  
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This report can be used in conjunction with the “Supply Level Warning Report” or even in lieu of it so that you can determine what your 

ordering needs are – and then send right to the order screen (by highlighting the supplies you want to send and then clicking the “Send 

Selected to Orders” button).  Note that if you are using the new Preference “Ordering by Single Office” you can only send to orders for 

one office at a time and will need to filter the report by choosing an office before you click on “Send to Orders”. You can “Exclude 

supplies that have an on hand quantity that is greater than the reorder level or ones that have an on hand quantity that is less than the 

reorder level - i.e. supplies that would appear on the “Supply Level Warning Suggested Order”.  The report must be used one supplier at a 

time. The first screen shot below shows all the supplies from Great Lakes Ortho with their corresponding values. 

 
 

 

In this next screen shot you can see what happens when we exclude supplies that have a qty > reorder level.  Note that the two items 

highlighted in yellow above do not show up because their on hand qty exceeds their reorder level: 
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We could also choose to look at this report without supplies that have a quantity on hand that is less than the reorder level.  Note that it 

now only shows those two items we highlighted on the first version of this report – i.e. those that are already over the reorder level qty: 

 
 

An example of the same information on the Supply Level Warning Report appears below: 

 

b. Under the Tab Inventory Value there is a new report named, “On Hand Inventory Extended”.  This report will allow you to filter 

the information about what stock you have on hand.  This report will only be valid for offices using the Perpetual Inventory Method as 

others are not reducing stock as used so the stock quantity on hand will not be accurate.  In the example below The supplier is Darby and 

the report is set up to show only items with fully stocked and reorder levels greater than zero. 



FoxFales, Inc Office Inventory Ordering  PO Box 1749 Nokomis, FL 34274 (941) 480-9440 

10 | P a g e  
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7. NEW!!! Export Invoices to QuickBooks Add-On: - Additional Fee $599.00 

After posting your PO’s received and assigning a supplier invoice number, you can now export the information right into your QuickBooks 

Accounts Payable.  The Feature will not only  save a great deal of time entering invoices into QuickBooks, it will help you verify that your 

OIO reports are accurate and correspond to your QuickBooks financial reports. 

 
 

The Bookkeepers report shows PO 145 breakdowns below: 

 
This is the QuickBooks invoice that was imported as an “IIF” file thru QuickBooks Utilities:  Note that the “Class” in Quickbooks allows you 

to break out costs by office.   
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If you are interested in purchasing this add-on for QuickBooks integration, please contact FoxFales at 941-480-9440 to set up an 

online session to help you set up OIO COA’s to correspond with your QBooks chart of accounts and to teach you how to use the 

functions. 

 


