atrak.

Inventory Management System
User Manual

Copyright © 2005-2010 GigaTrakSM
All Rights Reserved

"
ggatrak
1250 Touhy Avenue

Elk Grove Village, IL 60007
877-204-9237






Table of Contents

OVEBIVIBW ...ttt ettt et et e e te et e et e ets e teeabeeaeeeaeeaseeaseseenbeesseseesseesseseenseesseseennas 1
WIN-IMS OVEIVIEW. ...ttt ettt ettt et et este e b e esbesaeesbeessessaenseessesseesseensesssenes 1
Before running IMS for the first timMe...........c.oooviiiiie e 2

VTGN SCIEEN ...ttt ettt ettt ete et e e te e te et e eateeteeaseeaseeseenseeaseeseeseesseeseeseessens 2
SAIES OFUEN SCIEEN......c.eeieieieeeete ettt ettt ettt ae e b e e asesteeseessesseesbeessesssenseeseeseeneas 2
PUrChase Order SCIEEN.........oouiiieeee ettt sttt sttt tetenbesbe e 6
RECEIPIS SCIEEN ...ttt ettt ettt et e eae et e e aeeeae et e ereeereensans 9
TFANSTEE SCIEEN ...ttt ettt et et e et e e aeeteeabeereeteeaaesreeaeennans 12
WOIK OFAEI SCIEEN ...ttt ettt ettt e e et et e e b e ssaebeesbassaesseessesseenseeseans 13
PrOAUCTION SCIEEN ...ttt sttt ettt et e nsesbeene e 16
ShIPPING SCIEEN ...ttt ettt et ettt et e et e eteeae et e teeeseeateeseeseennans 19
[NVOICE SCIEEN ...ttt ettt e ae et e e b e e ts e beeabeessesbeesseeaseseenseesseseennas 23
Part Master / Bill of Materials (PM/BOM) SCreen...........ccoovevieiiiieiieeceeeeeeeee e 26
INVENTOIY SCIEEN ...ttt ettt et e ettt e et e et teeaeeaseereenteeaseeaeennas 29

FHIE IMIBINU ...ttt et e et e et e e aeeesbeetaeesbeeseeesbeesssessseesseessseensaessseenseennns 32
Logging INt0 WIN-IMS ...ttt ettt b e e s ae b e reeeaeennas 32
Changing Your USEr PasSSWOId..........c.cccuoiieiiiieieeieciesteee ettt et ssaesveebe s e sraenseennans 32
Compacting the WIN-IMS Database ............c.ooveuiiiioiieceeeeeeeeeeeee e 32
Customizing the BUON Bar...........couooiiiiee et 33
Enter Initial INVENTOrY SCIEEN .........ooviiiieeecee ettt et saeennes 33
Handheld Configuration SCIrEEN.............ooui oottt 34
LOG IN TEMPOTATIIY ...ttt ettt et e s e et e e s aaeesteesabeesbeassseenseessseenseenns 34
LOG OUL OF WIN-IMS ...ttt ettt e a et e beeaaesaeenseeseesaeennas 35
Printer ASSIGNMENT SCIEEN .........oooviiiieeeeeee ettt be e sreebeeseesaeeneas 35

SUPPOIE IMIEBNU......ceiee et ettt et et ettt et e et e e ae et e eateeteeteeaseerseseeseeereenseeasenns 36
CAITIEIS SCIEEN......ceiceeeeeceeee ettt ettt ettt e e b e et e s te e s e e se e st ebeessesseesseessasseesseessesseanseeseans 36
Company INformation SCIrEEN............ccvi ittt e b et sreeaeenaens 37
CUSEOMEIS SCIEEN ...ttt ettt et ettt et e et eeteeete et e e teeeaeesteereeseennens 38
INVENOry LOCAtIONS SCIEEN ........oeiieieeeeeee ettt ettt et et eae s 40
Part TYPES SCIEEN.........ooceeieeeeeeeeeeeee ettt ettt ettt et e b e te et e e sa e teebeeaaesseenseessenseennas 41
UNItS OFf MEASUIE SCIEEN........oouiiiieeee ettt ettt 42
ProduCtion Ar€AS SCIEEN .........ocuviieeeeeeeeeeeee ettt et ettt ete et ereete s e eaeeanas 43
SUPPHEIS SCIEEN ...t e e ettt e et e e e e e e eteeeaeeeseeereeeseeeaseeeseeenneens 44
TOIMNS SCIEEN....c..eiieeee ettt h et h ettt e e b et e st e e bt e bt eseentent et esenbeeaesnes 44
User AULNOTIZAtION SCIEEN. ..........oouiiiieeeeeeeeeee ettt et eae s 45

QUAIILY CONIFOI IMIENU ...ttt ettt et b st et b et seese s essesaebessessesessenees 46
QALY CONIOI SCIEEN ...ttt ettt ettt et aeebe et se e st et esesensesseeseas 46

LADEI IMEBINU. ...ttt ettt et ettt e st bt eae e st e st et et e benbenbeenes 48
LabEl DESIGN SCIEEN.........ooeeeieeeeeeeeeeeeee ettt et ettt et et e et e et e teeeae et e eaeete e s eereeanas 48

INVENTOrY COUNE IMIENU ...ttt ettt et e et e e e e te e beessesseeseessesssenseeneens 50
Group AdMINISErAtioN SCIEEN ........cve ittt e eve e reeereeeaneens 50
CYCIE COUNE SCIEEN ...ttt ettt et ettt et e et eteete et e reeeaeetteereeaeennens 51
PRhySIiCal COUNE SCIEEN ...ttt ettt ettt et e e aseeaeennas 52

HEID IMIBNU ...t e e ettt e et e et e e te e e ateeeteeeateeteeeaseeeseeenreenseeenns 52
H I ettt ettt et e eta e ae e e eta e e teeetteeteeeateeeaeeeareeaeeanns 53
CRECK TOr UPALE.......ceieiieeeeeee ettt et et e et teeeae et e eaeeaeeanens 53

ADOUE WIN TIMIS L.ttt ettt ee 53






IMS User Manual

Overview

WIN-IMS Overview

The Inventory Management System for Windows (WIN-IMS) was developed to provide small to medium sized
companies total, enterprise-wide control of all internal inventory functions. WIN-IMS (IMS) consists of ten main
functions (shown in the block diagram) and all the subordinate screens necessary to support the ten main
functions. All IMS functions operate seamlessly within an easy to navigate graphical user interface.

At its most basic level, IMS operates as a multiple personal computer (PC) based system with all data collected
and entered through the PC keyboard/mouse inputs. Higher levels of the system utilize hand-held computer
technology (Videx LaserLite Pro in batch mode or the Percon 320 in batch or radiated frequency (RF) mode) to
collect information and enter it into the system.

The Main Functions Block Diagram (shown below) illustrates the basic data flow throughout IMS.

WIN-IMS System — Main Functions Block Diagram

.

Sales Orders

Purchase Orders ¢----------------------------- > Work Orders
Receipts Production
! [
Inventory
Shipping Invoice
Transfer *----p ¢ <----» Part Master/BOM
------- >
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Before running IMS for the first time

There are several preliminary steps that must be accomplished before the main functions can operate properly.
After logging in, click on the Support menu item and select Carriers from the list. Take this time to enter all the
carriers your company uses. Yes, this is time consuming but carrier information is used throughout IMS and
entering them now will make your system easier to use and more complete. Besides, once the carrier information
is entered, it will never have to be entered again.

Now that Carrier information has been entered, you should again select the Support menu item, individually
select all of the support functions from the list and enter the appropriate information for your company. Like
Carrier information, all of the entered support information is used at various places throughout IMS and should be
entered as carefully and accurately as possible. Once all support information is entered, you are ready use IMS.

Main Screen

Sales Order Screen

The Sales Order screen provides an easy means to generate and record company sales orders. You may also
use this screen to view past sales orders.

To view the Sales Order screen, click the Sales Ord button on the WIN-IMS main button bar.

Sales Order

P4 sales Order

‘@ Previous X %E_ Pick List ‘

Order

Bill To Ship To
20001 ~ Gene's Generators Gene's Generators Gene’s Generators

8765 Main St 8765 Main St
PO #: | City Center City Center
Mlilwaukee, W 53442 Milwaukee, Wl 53442

& Other © Credit Card O Wire Transfer C0|1tac1:| Attn:|

Phone: | Phone: |

Fax:| Fax:|

[Close | Partfumber | Descripn | OrderQiy | UnitPrice | ExiPrice | WoQly | ShipQly _
0

O F123456 Power Supply, 12¥DC 10 35.75 357.40 i
1 F234567 Power Supply, 12 - 24¥DC 10 46.79 A467.90 0 0

I Close Sales Order Delete SO | saveso | [ Newso Total: §  825.40

When the Sales Order screen first opens, it is setup for creating a new sales order. It has pre-selected today’s
date and determined the next available sales order number. This is exactly the same configuration the screen
goes to when you click the New SO button, which you may click at any time.
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*** Note: By default, WIN-IMS generates Sales Order numbers counting up from 000001. If you use a
specially formatted Sales Order number, enter your number in the Sales Order Number field and IMS
will maintain your formatting scheme. ***

Viewing Sales Order Information
You may view existing sales orders by clicking on the Previous, Next or Find buttons.

The Previous Button

Clicking the Previous button displays the Sales Order that was created just prior to the currently displayed Sales
Order.

The Next Button
Clicking the Next button displays the Sales Order created just after the currently displayed Sales Order.

The Find Button

Clicking the Find button will display the Find Existing Sales Order screen (shown below). Use the Find Existing
Sales Order screen to locate, and display, any Sales Order in WIN-IMS.

*** Note: One of the two option choices ‘Active Sales Orders Only’ or ‘View All Sales Orders’ will always be
selected. All search results will depend on the option selected. The ‘View All Sales Orders’ option
will display both open and closed sales orders. The ‘Active Sales Orders Only’ will display ONLY
open (not completed) sales orders. ***

11 Find Existing Sales Onder,

Search Option 1 Search Option 2

Customer Sales Order Number

| |

Eind

Start Date End Date Syst. Sales Ord
e >ales uUrders
0 .

& Active Sales Orders Only Delete
Emount £ View All Sales Orders
| |Greaterthan j List Orders View SO

DATE [SONUM  [CUSTOMER AMOUNT NOTE

31372004 000001 Gene’s Generators 82540
911672005 000003 Gene's Generators 18.00

Number of matches: 2
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Search Option 1

The Search Option 1 fields allows for searching through the WIN-IMS system for Sales Orders that match the
entered data. For example, select a customer and all Sales Orders for that customer will display. Select a
customer, enter a Start Date and click the Find button. Only Sales Orders for the selected customer created on,
or after, the entered Start Date will be displayed. Enter only a Start Date and End Date and click the Find button.
Sales Orders for all customers created on, or after, the selected Start Date but before, or on, the selected End
Date will be displayed. Enter a dollar amount, select either ‘Greater than’, ‘Equal to’ or ‘Less than’ and click the
Find button. Sales Orders matching that selection will be displayed.

Search Option 2
If you know the number of the Sales Order you wish to view, just enter it in the Sales Order Number field and click
the Find button. The selected Sales Order number will be displayed.

The Reset Button
Clicking the Reset button will clear the Find Existing Sales Order screen so you can run a new search.

The List Orders Button

The List Orders button will display all Sales Orders it finds in WIN-IMS based on the Active Sales Orders/ All
Sales Orders option selection.

The View SO Button

Select a displayed Sales Order by clicking anywhere in the row of the desired Sales Order. Click the View SO
button to display the selected Sales Order’s details on the Sales Order screen.

Creating a New Sales Order
e Click the New SO button.
e Select the Customer tab.

3 Order
Bill To Ship To
20001 ~ Gene's Generators - Gene's Generators Gene's Generators
3755 Main St 3755 Main St
PO #: | City Center City Center
Milwaukee, Wl 53442 Milwaukee, Wl 53442
& Other  Credit Card © Wire Transfer
Contact: | Ann: |
Phone: | Phone: |
Fax: | Fax: |

e Click the Select Customer button (Binoculars) and select the customer of interest. The selected customer’s
address information loads into the Bill To and Ship To address boxes. The address information may be
manually changed as desired.

e Select the Ship to and Bill to contacts using the Find Contact buttons (Binoculars) as desired.

o Enter the Customer’'s PO number if desired.

e Select the type of payment. | Credit Card is selected the user may select the Credit card holder and
information using the Find Credit Info button (Binoculars).
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e Select the Order tab.

Custamer T Order
Sales Order Number [ShipVia ]
000003 Met 30 - UspPs i
Needed By | Order Taken B
9/16/2005 9/23105 Cullen, Mike L

Enter or select the terms for the sale.

Use the =l to select the expected carrier (Ship Via).

Adjust Date if desired.

Select or enter the date the customer wants the order delivered (Needed Date).

Use the Find Employee button (Binoculars) to select the employee that took the order (Order Taken By).

Enter special or in-house instructions as desired.

Use the mouse and click in the Part Number field in the parts list.

Enter a valid part number and press the Enter key or double-click and select from the pop-up part list. If the

part number entered is valid, the part description and unit cost will display and the cursor will move to the

Order Qty field.

e Enter the ordered quantity and press the Enter key. WIN-IMS will calculate the extended cost and prepare for
the next line item entry.

o Click the Save PO button when finished.

Printing a Sales Order
Click the Print button to view a printable copy of the currently displayed sales order

Printing a Pick List
Selecting the Pick List button will display a report that lists the items on the sales order and where they can be
found in inventory.

Printing Sales Order Reports
Clicking the Reports button will display the Sales Orders Report screen (shown below). Use the Sales Orders
Report screen to print a report of Sales Orders in WIN-IMS based on user selected criteria.

' Sales Orders @

Select Customer(s) Select Sales Order Date Range
M Select All Start Date: ,7
N i End Date:

Or
v Select Over All Dates

Report Type
+ Sales Orders

" Outstanding Orders

o

Generate Report
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Purchase Order Screen

The Purchase Order screen provides an easy means to generate and record company purchases. You may also
use this screen to view past purchase orders.

To view the Purchase Order screen, click the PO button on the WIN-IMS main button bar.

Purchase Order

& Purchase Order (PD)

‘@ Previous Next @‘ ‘“ Eind | ‘@ Generate Reorder lItems b Print | | /_) Eeports‘

[Supplier NP O.No |
Radio Shack hd 000006 10/4/2005

Radio Shack

7315 Green Bay Attention |
Walley Mall Hagerman, Robert D

Kenosha, YWl 53142
Order Placed b
Phone: [262-653-6565 USPS - Cullen, Mike L
Fax: |262-553-5656
Acct: |RSDD”892 Close Purchase Order |

[Ciose | Pari# | SupplierPariy | Descpion | Qi | Rale | Amouni | ReviGly |

O 333333 Resistor, 100 Ohm 150 0.0z 3.00 0
] h4567 Transistor 100 0.35 35.00 0

SubTotal: § |35.00

Ship & Hand: §
Inhouse Note: | Other: §

Tax: § [2.00
Total: § [40.00

Note to Supplier: |

l Save PO ]

When the Purchase Order screen first opens, it is setup for creating a new purchase order. It has set today’s date
and determined the next available purchase order number. This is exactly the same configuration the screen
goes to when you click the New PO button, which you may click at any time.

*** Note: By default, WIN-IMS generates Purchase Order numbers counting up from 000001. If you use a
specially formatted Purchase Order number, enter your number in the P.O. NO field and WIN-IMS wiill
maintain your formatting scheme. ***

Viewing Purchase Order Information
You may view existing purchase orders by clicking on the Previous, Next or Find buttons.

The Previous Button
Clicking the Previous button displays the Purchase Order created just prior to the currently displayed Purchase
Order.

The Next Button
Clicking the Next button displays the Purchase Order created just after the currently displayed Purchase Order.

The Find Button

Page 6



IMS User Manual

Clicking the Find button will display the Find Existing Purchase Order screen (shown below). Use the Find
Existing Purchase Order screen to locate, and display, any Purchase Order in WIN-IMS.

*** Note:  One of the two option choices ‘Active Purchase Orders Only’ or ‘View All Purchase Orders’ will
always be selected. All search results will depend on the option selected. The ‘View All Purchase
Orders’ option will display both open and closed purchase orders. The ‘Active Purchase Orders Only’
will display ONLY open purchase orders. ***

.| Find Existing Purchase Order

Search Option 1 Search Option 2
Supplier P.0. Number =
‘Slarl Hale |E"(| ais System Purchase Orders
to
. . " Active Purchase Orders Only
Amount & View All Purchase Orders
|Greaterthan j
| DATE_lPonum _ [supPLiR | AwounT [wores |

22004 000001 Radio Shack 69.46 Meed these ASAP for production.
3/2/2004 000002 Chester Electronics 1,31747 \We need these ASAP for production.
3372004 000003 Chester Electronics 44711

332004  0OO0DD4 Radio Shack 168.40

916/2005 000005 Chester Electronics 9.47

10/4/2005 000006 Radio Shack 40.00

Number of matches: 6

Search Option 1

The Search Option 1 fields allows for searching through the WIN-IMS system for Purchase Orders that match the
entered data. For example, select a supplier and all POs for that supplier will display. Select a supplier, enter a
Start Date and click the Find button. Only Purchase Orders for the selected supplier created on, or after, the
entered Start Date will be displayed. Enter only a Start Date and End Date and click the Find button. Purchase
Orders for all suppliers created on, or after, the selected Start Date but before, or on, the selected End Date will
be displayed. Enter a dollar amount, select either ‘Greater than’, ‘Equal to’ or ‘Less than’ and click the Find
button. Purchase Orders matching that selection will be displayed.

Search Option 2

If you know the number of the Purchase Order you wish to view, just enter it in the P.O. Number field and click the
Find button. The selected Purchase Order number will be displayed.

The Reset Button
Clicking the Reset button will clear the Find Existing Purchase Order screen so you can run a new search.

The List POs Button

The List POs button will display all Purchase Orders it finds in WIN-IMS based on the Active Purchase Orders/All
Purchase Orders option selection.

The View PO Button
Select a displayed Purchase Order by clicking anywhere in the row of the desired Purchase Order. Click the
View PO button to display the selected Purchase Order’s details on the Purchase Order screen.
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Creating a New Purchase Order

e Click the New PO button.

o Click the Xlin the Supplier field. A list of Suppliers appears. Click on one of them. The selected supplier’s

address information, phone, fax and account number are loaded onto the form.

Modify or re-select the PO date if required.

Enter or select the terms for the transaction.

Select the employee that should be notified of the shipments arrival (Attention).

Select the carrier for the shipment (ship Via).

Select the individual initiating the PO (Order Placed By).

Use the mouse and click in the Part Number field in the parts list.

Enter a valid part number and press the Enter key or double-click and select from the pop-up part list. If the

part number entered is valid, the part description, supplier part number, and rate will be displayed and the

cursor will move to the quantity field.

o Enter the quantity you wish to purchase and press the Enter key. WIN-IMS will calculate the total cost and
prepare for the next entry.

e You may also include a note to the supplier and a note for in-house use.

¢ In addition, Shipping and Handling, Other and Tax costs may be added to the order.

¢ Click the Save PO button when finished.

Generate Reorder ltems

WIN-IMS will automatically generate purchase orders for parts whose quantity in inventory is currently below the
Reorder Point as set on the Part Master screen. Select a supplier and click the Generate Reorder Items button.
Parts that are below the reorder point will be listed in the currently displayed purchase order with the order
quantity set to the Reorder Qty as set on the Part Master screen.

Printing a Purchase Order
Click the Print button to view a printable copy of the currently displayed purchase order.

Printing Purchase Order Reports
Clicking the Reports button will display the Purchase Order Report screen (shown below). Use the Purchase
Order Report screen to print a summary of Purchase Orders in WIN-IMS based on user selected criteria.

‘ Purchase Order le
Select Supplier(s) Select P.0O. Date Range, if desired
Iv Select All Start Date:

Ch

Radio : S End Date:

Or
v Select Over All Dates

Report Type
@ Purchase Orders

" Qutstanding Receipts

Generate Report
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Receipts Screen

The Receipts screen provides an easy means to generate and record company receipts. You may also use this
screen to view past receipt records. IMS allows unplanned receipts as well as receipts against existing purchase
orders.

To view the Receipts screen, click the Receipts button on the WIN-IMS main button bar.

Receipts
. Find Find ke . 2
‘ CI Previous PO ‘ ‘ Rec ‘ @ Unplanned ‘ |||||||I|| Labels ® Print ‘ ,_) Reports ‘
Wiew previous Receipt
Receipt Number: |DDDDDS Receipt Date: |DQ.F1 B52005
PO Number: |DDDDDS Receipt Location: | J
Supplier: |Chester Electronics j Carrier: |USF'S j
Received By: |Hagerman, Raobert O Trailer Number: |
B/L Number: | Trailer Weight: |
Notes: |
[ Close [PartNumber __[SupplierPart___[Descripton | Unit_|[LotNumber | Labels | RovdGiy | ExpQly |
O 111111 Capacitor, 100 mf EACH 4 a0
111111 EACH 4

l Save Receipt ] l New Receipt ]

When the Receipts screen first opens, it is setup for creating a new receipt record. Only today’s date has been
pre-selected. This is exactly the same configuration the screen goes to when you click the New Receipt button,
which you may click at any time.

Viewing Receipt Record information
You may view existing receipt records by clicking on the Previous, Next or Find Receipt buttons. Receipt records
are stored in WIN-IMS in the order in which they were received.

The Previous Button
Clicking the Previous button displays the receipt record that was created immediately before the currently
displayed receipt record.

The Next Button
Clicking the Next button displays the receipt record that was created immediately after the currently displayed
receipt record.
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The Find Receipt Button
Clicking the Find Receipt button will display the Find Existing Receipt Record screen (shown below). Use the
Find Existing Receipt Record screen to locate, and display, any receipt record in WIN-IMS.

% Find Existing Receipt Record

Search Option 1 Search Option 2
Supplier P.0. Number
‘ -
Start Date End Date System Receipts
‘ to | M " Active Receipts Only

& View All Receipts

DATE [RECNUM  [PONUM ___[SUPPLIER

03/03i2004 000001 Qoooot Radio Shack Cullen, Mike L Meed these ASAP for
03/03i2004 000002 0ooooz Chester Electronics Cullen, Mike L ‘We need these ASAP for
03/03i2004 000003 aoono3 Chester Electronics Cullen, Mike L

03/03i2004 000004 000004 Radio Shack Hagerman, Robert D

09/ 6i2005 000005 aaaoos Chester Electronics Hagerman, Robert D

Number of matches: 5

Search Option 1

The Search Option 1 fields allows for searching through the WIN-IMS system for receipt records that match the
entered data. For example, select a supplier and all receipts for that supplier will display. Select a supplier, enter
a Start Date and click the Find button. Only receipt records for the selected supplier created on, or after, the
entered Start Date will be displayed. Enter only a Start Date and End Date and click the Find button. Receipt
records for all suppliers created on, or after, the selected Start Date but before, or on, the selected End Date will
be displayed.

Search Option 2

If you want to know what was received against a specific purchase order, just enter the purchase order number in
the P.O. Number field and click the Find button. The selected Purchase Order number will be displayed. Select
the item from the list and click the View Rec button.

The Reset Button
Clicking the Reset button will clear the Find Existing Receipt Record screen so you can conduct a new search.

The List Recs Button
The List Recs button will display all receipt records in WIN-IMS based on the Active Receipts Only/View All
Receipts option selection.

The View Rec Button
Select a displayed receipt record by clicking anywhere in one of the rows of the displayed receipt records list.
Click the View Rec button to display the selected receipt record’s details on the Receipts screen.

Receiving Against a Purchase Order

¢ Click the New Receipt button in the lower, right corner of the screen.

e If you know the purchase order number, enter the number in the PO Number field and press the Enter key.
The PO items associated with the entered PO Number will appear in the list.

o If you do NOT know the purchase order number, click the Find PO button to locate the correct purchase

order. Details of the Find Existing Purchase Order screen are available in the Purchase Order Screen section

of this manual. Once the correct PO Number is selected, the PO items associated with the entered PO

Number will appear in the list.

Verify or modify the receipt date.

Select the receipt location.

Verify or select carrier.

Select individual receiving order.
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Enter trailer number, bill of lading number, trailer weight, or notes as desired.

Select the part you wish to receive by clicking anywhere in its row.

Right-click your mouse. Select Add Receipt Row. A white row will appear directly below the selected row.
This white row is where you will enter receipt information.

Enter the received quantity, the part’s lot number if required, and the number of barcode labels you want to
print for this item.

Repeat the last three steps for all received items.

Click the Save Receipt button when finished.

Receiving an Unplanned Receipt

Click the New Receipt button in the lower, right corner of the screen.

Click the Unplanned button on the screen’s main button bar. The word ‘UNPLANNED’ will appear in the PO
Number field and a new, blank line will appear in the parts list.

In the Unplanned mode, the header rows in the parts list will appear green.

Verify or modify the receipt date.

Select the receipt location.

Select the supplier.

Verify or select carrier.

Select individual receiving order.

Enter trailer number, bill of lading number, trailer weight, or notes as desired.

Click in the Part Number field, enter a part number and press the enter key or double-click to display the pop-
up part selection list.. If the part number entered is valid, the part description and units will be displayed.
Right click on the row and select Add Receipt row.

In the new row (white), enter the quantity received, lot number if required and number of label to print.

Toe enter a new header row right click on the grid and select Add New Header Row. To add another receipt
row, select the part to be received and right click and select Add Receipt Row.

Continue entering part numbers and quantities until you are finished.

Click the Save Receipt button when finished.

Printing Receipt Items Barcodes

Enter the number of barcode labels you wish to print in the Num Of Labels field for the desired receipt item and
click the Print Labels button.

Printing Receipt Record Reports

Clicking the Reports button will display the Receipt Reports screen (shown below). Use the Receipt Reports
screen to view/print received items reports based on user selected criteria.

n Receipt Reporis El
Select Date Range
Start Date: |
End Date:

Optional Parameters

PO Number:
B/L Number:
Part Number:

Generate Report
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You may use any of the available filter fields to reduce the number of returned items. Use the Start Date/End Date
fields to restrict the returned records to only those received during the selected dates, inclusive. You may further
restrict returned records by using the Optional Parameters features.

Transfer Screen

The Transfer screen provides an easy means of transferring parts from one inventory location to another.
Inventory locations are separated into five categories. They are...1) General Inventory, 2) Production Staging, 3)

Quality Control, 4) Receiving and 5) Shipping. You may create as many locations as you need as long as each
one is assigned to one of the five categories.

To view the Transfer screen, click the Transfer button on the WIN-IMS main button bar.

Transfer
¥ Transfer g|
Search By Transfer Part Number 111111 from current location P-1 to
# PartNum (" Description destination location A-1-1-2.
Search:

Current Location(s)

Part Number

111110

R-1 144 ROOOOOO1
222222 E1 g ROooooom
333333 Resistar, 100 Ohm
333334 Resistor, 1 Kahm
444444 Circuit Board, PHTEES4123
5555485 Circuit Board, PH32143324
?????? :gl::ngfﬁzus Select Destination Enter Oty to Xfer
T e |GI - General Inventary j |f1| l ‘j Transfer Part(s)
F123456 Power Supply, 120G
F234567 Fower Supply, 12 - 24¥DC
SUB123456 Rectifier, 12¥DC

Transferring Parts

e Select the part you wish to transfer from the left-side list. A list of locations the selected part is currently
located in will display in the Current Location(s) list.

Select a location from the Current Location(s) list.

Select a location from the Select Destination Location list.

Enter the quantity you wish to transfer.

Click the Transfer Part(s) button.
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Work Order Screen

The Work Order screen provides the means to generate and record planned production information. You may
also use this screen to view past planned production information and print pre-production pick lists.

To view the Work Order screen, click the Work Ord button on the WIN-IMS main button bar.

Work Order

¥ Work Order @

c- Previous Next q‘ |ﬁ Eind ‘ |© Print ‘

W.0. Number: | Select Part: | [
Sales Order #: | Part Description: |Rectiﬂer, 12500
Start Date: [ Line/Prod Area: | J Oty to Produce:
End Date: [ Pick Dest: | J Gty Produced:
Close Work Order ¥ WO Oty:
Inventory Status Bill of Materials
[ Locaton | oy | @M Perthumber [ ', Descripon | AvailQty | Qty/Unit | QtyReq | |
A-1-1-1 a0 111111 A acitor, 100 mf 144 1 20
222222 Capacitor, 100 pf 80 3 G0
333333 Resistar, 100 Ohm 100 ] 100
555555 Circuit Board, PMN32143324 50 1 20

Double-click on a row to view order status.
Note:

Viewing Existing Work Order 000002

When the Work Order screen first opens, it is setup for creating a new work order. It has pre-selected today’s
date and determined the next available work order number. This is exactly the same configuration the screen
goes to when you click the New WO button, which you may click at any time.

*** Note: By default, WIN-IMS generates Work Order numbers counting up from 000001. If you use a specially
formatted Work Order number, enter your number in the W.O. NO field and WIN-IMS will maintain
your formatting scheme. ***

Viewing Work Order Information
You may view existing Work orders by clicking on the Previous, Next or Find buttons.

The Previous Button

Clicking the Previous button displays the Work Order whose WO Number is one less than the currently displayed
Work Order.

The Next Button

Clicking the Next button displays the Work Order whose WO Number is one more than the currently displayed
Work Order..

Page 13



IMS User Manual

The Find Button
Clicking the Find button will display the Find Existing Work Order screen (shown below). Use the Find Existing
Work Order screen to locate, and display, any Work Order in WIN-IMS.

*** Note:  One of the two option choices ‘View All Work Orders’ or ‘Incomplete Work Orders Only’ will always
be selected. All search results will depend on the option selected. The ‘View All Work Orders’ option
will display both open and closed work orders. The ‘Incomplete Work Orders Only’ option will display
ONLY open Work Orders. ***

71, Find Existing Work Order X

Search Option 1 Search Option 2 System Work Orders

Part W.0. Number " Active Work Orders Only
| | @ View All Work Orders
Date Sales Order
| i | | List Orders
Total Quantity
| |Greaterthan j
WO NUMBER SALES ORDER PART NUMBER START DATE | ENDDATE | TOTAL QTY | PROD QTY |LINE/AREA
00001 IiA SUB123456 31452004 31452004 10 10 Line1
nooooz [HfA SUB123456 3452004 35f2004 20 20 Line1

Number of matches: 2

Search Option 1

The Search Option 1 fields allows for searching through the WIN-IMS system for Work Orders that match the
entered data. For example, select a part number and all work orders for that part number will display. Select a
part number, enter a Start Date and click the Find button. Only Work Orders for the selected part number created
on, or after, the entered Start Date will be displayed. Enter only a Start Date and End Date and click the Find
button. Work Orders for all part numbers created on, or after, the selected Start Date but before, or on, the
selected End Date will be displayed. Enter a production quantity, select either ‘Greater than’, ‘Equal to’ or ‘Less
than’ and click the Find button. Work Orders matching that selection will be displayed.

Search Option 2

If you know the number of the Work Order you wish to view, just enter it in the W.O. Number field and click the
Find button. The selected work order number will be displayed. If you know the Sales Order Number associated
with the work order you wish to view, enter it in the Sales Order field and select the Find button. The work orders
associated with the sales order will be displayed.

The Reset Button
Clicking the Reset button will clear the Find Existing Work Order screen so you can run a new search.

The List Orders Button
The List Orders button will display all Work Orders it finds in WIN-IMS based on the View All Work Orders/Open
Work Orders Only option selection.

The View WO Button
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Select a displayed Work Order by clicking anywhere in the row of the desired Work Order. Click the View WO
button to display the selected Work Order’s details on the Work Order screen.

Creating a New Work Order

e Click the New WO button.

e Select the Find WO button (Binoculars). Select a part to produce from the pop-up list of produced parts. The
current quantity and inventory locations for the selected part will appear in the Inventory Status field. Bill of
Materials information will appear in the Bill of Materials field.

Adjust the Start Date and End Date fields, if necessary.

Select the manufacturing location from the Line/Prod Area list.

Select the location where the picked parts should be staged to accomplish this manufacturing event.

Enter the total quantity of the part to be produced (Qty to Produce).

Enter the quantity to be produced on this work order (WO Qty).

Enter a note if desired.

Click the Save WO button when finished.

Printing a Work Order
Click the Print button to view a printable copy of the currently displayed work order.

Printing Work Order Reports
Clicking the Reports button will display the Work Order Report screen (shown below). Use the Work Order
Report screen to print a summary of Work Orders in WIN-IMS based on user selected criteria.

n Work Order Report f'5_<|

Select Line(s) Select Work Order Date Range

v Select Al sanpae:[ [
: End Date:

Or
v Select Over All Dates

Generate Report

Select Line(s) from the left-side list, enter a date range, if desired and click the Generate Report button to view a
printable copy of work order information stored in WIN-IMS.

Printing a Pick List
Click the Pick List button to display a printable copy of a component pick list for the currently displayed work
order.
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Production Screen

The Production screen manages all aspects of a production event as it relates to WIN-IMS. Preliminary
requirements are 1) a work order has been created for this production event and 2) component parts have been
pre-staged at the Source Location.

Production

T Production

. . 14 . Print 3
|t o | o =] & e | [ GN ] [L seen]
Prod Number: 000002 Prod Part: |SUB123456 - Rectifier, 12VDC
WO Number: | J Line/Prod Area: |Line1 Oty to Produce (from WO): ’207
| Source Location: |F'-1 Gty Committed: ’207
Prod Date: |3f5f200f.1 Barcode: |FDDDDDDE Current Prod Quantity: ’7

List of Materials

STAGED | REC/PRO USED
PART NUMBER LOT NUM BARCODE DIITE

~ = 111111

111111 ROOOOO0OY

| = _—
N N W R -
333333 100
333333 F 0@gdan3 100

li RA5555 20 20 20
R55555 ROO0onoos 20

Note:

Viewing Existing Production record 000002

When the Production screen first opens, it is setup for entering new production information. It has pre-selected
the next production number and set today’s date. This is exactly the same configuration the screen goes to when
you click the New PR button, which you may click at any time.

*** Note: By default, WIN-IMS generates Production numbers counting up from 000001. If you use a specially

formatted Production number, enter your number in the Prod Number field and WIN-IMS will maintain
your formatting scheme. ***

Viewing Production Information
You may view existing production information by clicking on the Previous, Next or Find buttons.

The Previous Button

Clicking the Previous button displays production information whose Prod Number is one less than the currently
displayed Prod Number.

The Next Button

Clicking the Next button displays production information whose Prod Number is one more than the currently
displayed Prod Number.
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The Find Button
Clicking the Find button will display the Find Existing Production Record screen (shown below). Use the Find
Existing Production Record screen to locate, and display, any Production record in WIN-IMS.

*** Note: One of the two option choices ‘Incomplete Production Records Only’ or ‘View All Production Records’
will always be selected. All search results will depend on the option selected. The ‘View All
Production Records’ option will display both open and closed production records. The ‘Incomplete
Production Records Only’ will display ONLY open records. ***

71 Find Existing Production Record

Search Option 1 Search Option 2 System Production Orders

‘Greaterthan j |

Part Prod Record Number " Active Prod Records Only
‘ | @« View All Prod Records

Date W.0. Number
[ Ew | |

Total Guantity Sales Order

View Rec

PROD NUMBER WO NUMBER SALES ORDER PART NUMBER LOT NUMBER DATE TOTAL QTY PROD QTY
00oom 00oom MiA SUB123456 3452004 10 10
000002 000002 i SUB123456 3/8/2004 20 20

Number of matches: 2

Search Option 1

The Search Option 1 fields allows for searching through the WIN-IMS system for Production records that match
the entered data. For example, select a part number and all Production records for that part number will display.
Select a part number, enter a Start Date and click the Find button. Only Production records for the selected part
number created on, or after, the entered Start Date will be displayed. Enter only a Start Date and End Date and
click the Find button. Production records for all part numbers created on, or after, the selected Start Date but
before, or on, the selected End Date will be displayed. Enter a produced quantity, select either ‘Greater than’,
‘Equal to’ or ‘Less than’ and click the Find button. Production records matching that selection will be displayed.

Search Option 2
If you know the number of the Production Record, the WO Number, or the Sales Order number, enter it in the

corresponding field in the Search Option 2 section and click the Find button. The selected Production record(s)
will be displayed.

The Reset Button
Clicking the Reset button will clear the Find Existing Production Record screen so you can run a new search.

The List Records Button
The List Records button will display all Production records it finds in WIN-IMS based on the View All Prod
Records/Incomplete Prod Records Only option selection.

The View Rec Button
Select a displayed Production record by clicking anywhere in the row of the desired Production record. Click the
View Rec button to display the selected Production record’s details on the Production screen.

Page 17



IMS User Manual

Adding New Production Information

o Click the =lin the WO Number field and select an open work order. Information from the selected work order
will appear including the part to produce, the Line/Prod Area that is to be used, the Source Location where
component parts are located and the work order quantity to produce. Also, component part information
(based on the produced part’s bill of materials) will display in the List of Materials list.

o |f the produced part is lot tracked, enter the parts lot number.

e You may, at this point, click the Save button to assign the selected work order number to the current
production number. IMS will determine and assign the finished good barcode to this production event.
No changes have been made to inventory yet.

Assigning Actual Component Parts Used
Select the Enter by: Barcode option if you will be scanning, or manually entering, component part information by
barcode or Enter by: Part/Lot if you will be manually entering, component part information by part number.

Barcode

e Scan the component part barcode or type the component part barcode and select the Enter key. The
quantity in the staging area will be entered in the quantity field.

e Adjust the quantity as desired.

e Click the Add to List button. A new row will be added for the part and the quantity will appear in used
quantity column. Inventory is adjusted at this time.

Part/L ot

e Enter the component part number in the Part Number field.

e Select the Find Inventory button. A pop-up list will appear for the items at the source location for the part
entered.

e Select the inventory item that was used for production, then select the Add to List of Materials button. The
quantity at the source location will be entered in the quantity field.
Adjust the quantity as desired.
Click the Add to List button. A new row will be added for the part and the quantity will appear in used
quantity column. Inventory is adjusted at this time.

Committing Production Information to Inventory

Selecting the Commit button will add the produced part displayed in the Prod Part field to inventory in the quantity
specified in the Current Prod Quantity field. Also, history records are added for the produced part and all its
components. A committed (closed) production record may not be modified.

Printing a Production Record
Click the Print button to view a printable copy of the currently displayed production record.

Printing Production Barcode Labels
Click the Print Labels button to print production barcode labels. A prompt will appear requesting the quantity of
labels to print. Enter the quantity and click on the OK button.

Printing Production Record Reports
Clicking the Reports button will display the Production Reports screen. Use the Production Reports screen to
view/print production reports.

Clicking the Generate Report button with the Check All box checked and Select Over All Dates box checked will
display all production records in WIN-IMS. You may select an individual line, or group of lines, to reduce the
number of returned records. You may also select a Start Date/End Date range to further reduce the number of
returned records.
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Shipping Screen

The Shipping screen provides an easy means to generate and record company shipping orders. You may also
use this screen to view past shipping orders.

To view the Shipping screen, click the Shipping button on the WIN-IMS main button bar.

Shipping

& Shipping

(=

Pregiousé

Nex; “ Find
Wiew next Shipment

Som] [sem

Ship Number: | Ship Date: |
Sales Order #: | Bill of Lading #: |
Ship To: | . Carrier: |

‘ Tracking Number: |

Trailer Number: |

Shipped By: | Notes:

Ship From Location: |

111111 Capacitar, 100 mf 12 12
111111 ROO00001 12
3223212 Capacitar, 100 pf 12 12
322322 ROO000OZ 12

When the Shipping screen first opens, it is setup for creating a new shipping order. It has determined the next
available shipping order number and set the Ship Date. This is exactly the same configuration the screen goes to
when you click the New button, which you may click at any time.

*** Note: By default, WIN-IMS generates Shipping Order numbers counting up from 000001. If you use a
specially formatted Shipping Order number, enter your number in the Shipping Number field and
WIN-IMS will maintain your formatting scheme.***

Viewing Shipping Order Information
You may view existing shipping orders by clicking on the Previous, Next or Find buttons.

The Previous Button

Clicking the Previous button displays the Shipping Order created just before the currently displayed Shipping
Number.

The Next Button
Clicking the Next button displays the Shipping Order created just after the currently displayed Shipping Number.
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The Find Button
Clicking the Find button will display the Find Existing Shipping Order screen (shown below). Use the Find
Existing Shipping Order screen to locate, and display, any Shipping Order in WIN-IMS.

*** Note: One of the two option choices ‘Active Ship Orders Only’ or ‘View All Ship Orders’ will always be
selected. All search results will depend on the option selected. The ‘View All Ship Orders’ option will
display both open and closed ship orders. The ‘Active Ship Orders Only’ will display ONLY open ship

orders. ***
"7 Find Existing Shipping Order 3
Search Option 1 Search Option 2 System Shipping Orders
-
Customer Ship Order Number  Active Ship Orders Only
= View All Ship Orders
Date Sales Order
| o |
[ DAE [SHPNUMBER  [SALESORDER# [SHPTO ______ [sWppeDBY ____ [NOTE |

03/0452004 000001 oooooz iy Fav Customer Cullen, Mike L Mate for Ship Mumber 000001 .

Number of matches: 1

Search Option 1

The Search Option 1 fields allows for searching through the WIN-IMS system for Shipping Orders that match the
entered data. For example, select a customer and all orders shipped to that customer will display. Select a
customer, enter a Start Date and click the Find button. Only orders shipped to the selected customer on, or after,
the entered Start Date will be displayed. Enter only a Start Date and End Date and click the Find button.
Shipping orders for all customers shipped on, or after, the selected Start Date but before, or on, the selected End
Date will be displayed.

Search Option 2
If you know the number of the Shipping Order or the Sales Order, enter it in the appropriate field in the Search
Option 2 section and click the Find button. The appropriate Shipping Order(s) will be displayed.

The Reset Button
Clicking the Reset button will clear the Find Existing Shipping Order screen so you can run a new search.

The List Orders Button
The List Orders button will display all Shipping Orders it finds in WIN-IMS based on the Active Ship Orders
Only/View All Ship Orders option selection.

The View Button
Select a displayed Shipping Order by clicking anywhere in the row of the desired Shipping Order. Click the View
button to display the selected Shipping Order’s details on the Shipping screen.

Creating a New Shipping Order
e Click the New button.
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e You may create a Ship Order based on a previously generated Sales Order or independent of any Sales
Order. If the current Ship Order is based on a Sales Order, select the appropriate Sales Order from the Sales
Order # drop-down list. All items attached to the selected Sales Order will appear here. If the current Ship
Order is not based on a Sales Order, make sure the Sales Order # field contains N/A.

e If empty, select the Select Customer button (Binoculars). Select a customer from the pop-up list that

appears. The customer’s address information loads into the customer’s address field.

Select the individual performing the shipment (Shipped By).

Select the inventory location where the items to be shipped are located (Ship From Location).

Enter the shipment date (Ship Date).

Enter the bill of lading number (Bill of Lading #) if desired.

Select the shipment carrier (Carrier) if desired.

Enter the shipment tracking number (Tracking Number) if desired.

Enter the trailer number (Trailer Number) if desired.

Enter a note (Note) if desired.

*** Note:  The Shipping screen requires that items to be shipped be transferred to one of the locations
designated as a Shipping location type before it will recognize the entered item as a legitimate item
to ship. You must also select the correct location in the Ship From Location field. ***

e The system requires that the shipping record be saved prior to adding items to be shipped in the grid. To
save the shipment record, select the Save button.

Manually entering items to ship
o |f the row in question, is from a sales order (tan background), right click on the header row and select find
inventory from the menu. A pop up list of the inventory for that item in the staging are is displayed.

v' Select the inventory record to add to the shipment.

v" Adjust the quantity to add to the correct value.

v" Select the Add to shipped items button and a new row will be added below the header row with the
desired quantity in the Ship Qty column.

v" The added part is saved to the shipment and an inventory adjustment is made.

e If you wish to add a new part to the shipped list (green background), right click on the grid and select Add

New Header Row from the menu. A new blank header row with green background is added.

v In the part number column of the new header record, type a part number and select the Enter key or
double click on the column to select the part from a list of parts. Once the part is identified, the system
will fill in the part description.

v" Right click on the header row and select find inventory from the menu. A pop up list of the inventory for

that item in the staging are is displayed.

Select the inventory record to add to the shipment.

Adjust the quantity to add to the correct value.

Select the Add to shipped items button and a new row will be added below the header row with the

desired quantity in the Ship Qty column.

v" The added part is saved to the shipment, its header record is saved, and an inventory adjustment is
made. If you wish to save the header record without adding a part to the shipment, select the Save
button.

SNANEN

Using a laser scanner to enter ship items

e Select the Scan button in the lower left corner of the screen. Barcode scanning is now enabled.

e Ensure that the barcode field (under the label Barcode Scanning Enabled) has the focus (background is
yellow). Scan the barcode of the item being shipped.

e The quantity of the item in the shipping staging area will appear in the Qty field (next to the barcode).

e Adjust the quantity as desired and then select the Add button.

e |If the item matches a part header record in the shipment list, the item will appear in the list with the quantity
assigned.

e The record is saved and inventory is adjusted as it is added to the list .
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Printing a Ship Record
Click the Print button to view a printable copy of the currently displayed Ship record.

Printing Shipping Record Reports

Clicking the Reports button will display the Shipping Report screen. Use the Shipping Report screen to view/print
shipping reports.

B Shipping Report El
Select Customer(s) Select Shipping Date Range, if desired
I Select All Start Date:

End Date:

Or
Iv Select Over All Dates

Generate Report

Clicking the Generate Report button with the Check All box checked and Select Over All Dates box checked will
display all shipping records in WIN-IMS. You may select a customer, or group of customers, to reduce the

number of returned records. You may also select a Start Date/End Date range to further reduce the number of
returned records.
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Invoice Screen

The Invoice screen provides an means to generate and edit invoices. You may also use this screen to view past
Invoices.

To view the Invoice screen, click the Invoice button on the WIN-IMS main button bar or the Invoice button on the
shipping screen.

$ Invoicing
# ‘“ Eind | & Print ‘ ‘ /__) ﬂeports| ‘f Shipping |

Invoice Number: 000001 Sales Order #: 000002

Invoice Date: |1Df5a’2005 Bill To: |My Fav Custormer
-l | . 1234 Sth Street
Shipment Number: |DDDDD1 ose Involice Suite 112

Ship Date: |3fr-1f20011 Contact: |Jane Fav

PartWumber  [Descriptn | OrderQly | ShipQiy | UnitPrice | Ext.Price| |
12 12

111111 Capacitor, 100 mf 0.1g 216
222332 Capacitor, 100 pf 12 12 012 1.44

Ordered By: |Jane Fav Subtotal: 3.60
Terms: | Met 45 S&H: 12,68
PO #: [FAN-1634095 Insurance: 0.00
Cust Note: .
l Update l l Save l Sales Tax: 0.19

Other: 0.0a
Internal Note: -m
Total: 16.47

Date/Paid: | 1|

When the Invoice screen opens, from WIN-IMS main button bar, it is setup for the last invoice created. You may
modify invoices that are not closed. Change: Invoice number, invoice date, unit cost, customer note, and fees
associated with shipping and handling, insurance, tax and wire transfer as desired. When finished, click on the
Save button.

From a closed (committed) shipment, selecting the Invoice button will display the invoice screen with either an
existing invoice for the shipment or the start of a new invoice for the shipment. From this point the invoice may be
modified as indicated above.

The Print Button
If an invoice is saved, the Print button will print the invoice being displayed.

The Previous Button
Clicking the Previous button displays Invoice saved before the currently displayed Invoice.

The Next Button
Clicking the Next button displays the Invoice saved after the currently displayed Invoice.
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The Reports button displays the report screen below.

The user may select the part or customer sales history report and then the Set Report Filters button. The report

B Sales/Invoice Reports

 Part Sales History Report

 Customer Sales History Report

Set Report Filters

will transform to one of the two screens below.

ﬂ Sales/Invoice Reports

—Select Part{s)

oot

ooz
mn
2z2z2z
333333
GEA0GEED
Fom
Fooz

Select Date Range

Start Date: l—

End Date: I—

Generate Report

[1% Cancel

For either report, select the part or customer from the list on the left. Enter a date range if desired. Then select

the Generate Report button to view the report.

The Shipping Button

ﬂ Sales/Invoice Reports

~Select Customer(s)

20001-Custorner #1
20002-Customer #2

Select Date Range

Start Date:
End Date: I—

Generate Report

[1% Cancel

The Shipping button will open the shipping screen to the shipping record associated with the invoice.

The Delete Button

To delete an invoice, find the invoice of concern and select the Delete button. The system will ask you to confirm

that you wish to delete the invoice. Responding Yes will delete the invoice, or No will cancel the deletion.

The Update Button

If the sales order or shipment that the invoice is based on is changed, selecting the Update button will cause the

invoice be updated with the changes to the sales order or the shipment.
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The Find Button
Clicking the Find button will display the Find Existing Invoice screen. Use the Find Existing Invoice screen to
locate, and display, any Invoice in WIN-IMS.

*** Note: One of the two option choices ‘Active Invoices Only’ or ‘View All Invoices’ will always be selected. All
search results will depend on the option selected. The ‘View All Invoices’ option will display both
open and closed Invoices. The Active Invoices Only’ will display ONLY open records. ***

11/ Find Existing Invoice @
Search Option 1 Search Option 2 System Invoices
Customer Inveice Number  Active Invoices Only m
| ‘ @« View All Invoices
Date Shipment Number
[ B | ‘ . List Inveices

[ Date _[moice# _____[Shomem# ______[Sales Orders N

10/5/2005 000001 0ogoat 000002 My Fav Custorner

Number of matches: 1

Search Option 1

The Search Option 1 fields allows for searching through the WIN-IMS system for Invoice records that match the
entered data. For example, select a customer and the Find button and all Invoice records for that customer will
display. Select a customer, enter a Start Date and click the Find button. Only Invoice records for the selected
customer created on, or after, the entered Start Date will be displayed. Enter only a Start Date and End Date and
click the Find button. Invoice records for all customers created on, or after, the selected Start Date but before, or
on, the selected End Date will be displayed.

Search Option 2

If you know the number of the Invoice record you wish to view, just enter it in the Invoice Number field and click
the Find button. The selected Invoice will be displayed. If you know the shipment number for which the invoice
was created, enter it into the shipment number field and click the Find button. The selected Invoice will be
displayed.

The Reset Button
Clicking the Reset button will clear the Find Existing Invoice screen so you can run a new search.

The List Records Button
The List Records button will display all Invoices based on the View All Prod Records/Incomplete Prod Records
Only option selection.

The View Button
Select a displayed Invoice by clicking anywhere in the row of the desired Invoice record. Click the View button to
display the selected Invoice details on the Invoice screen.
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Part Master / Bill of Materials (PM/BOM) Screen

The Part Master/Bill of Materials screen contains detailed information pertaining to the various parts used in your
system and how they are used. The right half of the screen contains a tabbed control with two tabs. Clicking on
the Part Master tab will display the detailed part information that relates to the part that is selected in the left-side
parts list. Clicking on the Bill of Materials tab will display a complete bill of materials (a list of all parts used to
manufacture a finished good or subassembly) that relates to the part selected in the left-side parts list if the part
selected is a finished good or subassembly (Exploded view). If the selected part is a component part, a list of
finished goods or subassemblies that the selected part is used in will appear (Imploded view). Part information
stored on this screen is used throughout WIN-IMS and should be carefully maintained.

To view the PM/BOM screen, click the PM/BOM button on the WIN-IMS main button bar.

Part Master

%€ Part Master & Bill of Materials (PM/BOM) X
oo e Fow] (7 ] (K
] (7 o] [Ree] (D

Search By Part Master Bill of Materials
@« Part Num " Description Supplier: | j
Search: Part Humber: |F123456

Description: |Power Supply, 12%DC

PART NUMBER DESCRIPTION

111110 Rubber Tubing Part Type: |Finished Good - I~

111111 Capacitor, 100 mf Unit OF Measure: ,m r

222222 Capacitar, 100 pf r

333333 Resistor, 100 Ohm T Bt | B

333334 Resistar, 1 Kahm Unit Price($): |0.00 IS '

444444 Circuit Board, PNYBEES4123 r

555555 Circuit Board, PN32143324 Unit Weight: [350 Unitcount: [1
666666 IC, PN SN7452345 Reorder Point: (20 Reorder Gty: 100

TITITY IC PHT404

B4567 Hotes: |Cur cheapest power supply.

F234567
HOURLY LABOR A Assember A
SUB123456 Rectifier, 12vDC

Image: |C:\PROGRAM FILESWMN-IMSUM AGESSWIT CHING-POWVWER-SILUF

Viewing Detailed Part Information

Click anywhere on a row in the left-side parts list to select a part. The detailed information relating to the selected
part will be displayed on the right-side.

Adding a New Part

o With the Part Master tab selected, click the Add button.

¢ Enter the part information in the fields on the right-side of the screen. You must enter, at minimum, part
information in the fields whose labels are blue. These fields are mandatory.

¢ Click the Save button when you have finished entering part information.

Editing Part Information

o With the Part Master tab selected, select the part whose information you wish to edit from the list on the left
and click the Edit button.

o Enter the part information you wish to change in the fields on the right. You must enter, at minimum, part
information in the fields whose labels are blue. These fields are mandatory.
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¢ Click the Save button when you have finished changing part information.

Removing an Existing Part
¢ With the Part Master tab selected, select the part you wish to remove from the list on the left and click the
Remove button. If the part is being used in the system, you will not be able to delete it.

e A message will appear asking if you are sure you wish to remove this part from the system. Answer Yes or
No.

o |If you answer Yes, the part will be removed. If you answer No, the part will not be removed.

Viewing a List of Parts

You may view and print a complete list of parts currently in WIN-IMS. Use the following procedure to view/print a
list of parts.

o With the Part Master tab selected, click the Parts List button.

o A complete list of parts will appear. Click the Print button to print the list.

Bill of Materials

Viewing Bill of Material Information

Click anywhere on a row in the left-side parts list to select a part. The information displayed on the right-side
depends on the selected part’s type (assigned when we added the part to WIN-IMS). If the selected partis a
finished good or a subassembly, a list of materials required to manufacture that part is displayed. If the selected
part is a type other than finished good or subassembly, a list of finished goods and/or subassemblies the selected
part is used in will be displayed.

The Implode/Explode Button

The Imploded/Exploded state of the right-side parts list refers to the information that will be displayed in the list.
The Imploded view displays a list of parts the selected part is used in the manufacture of (parent parts). The
Exploded view displays a list of all parts (bill of materials) used to manufacture the selected part (child parts). The
Implode/Explode button is only available if the selected part is a finished good or subassembly. Click the
Implode/Explode button to change views between Imploded and Exploded.

Adding a New Bill of Materials

o With the Bill of Materials tab selected, select a part from the left-side list that is a finished good or a
subassembly (the Implode/Explode button will be visible).

Click the Add button. Add and Remove buttons will appear above the BOM list.

Select the part you wish to add from the left-side parts list.

Select the Add button above the BOM list. The selected part will appear in the Bill of Materials list.
Enter the quantity of the new part required to manufacture the parent part.

Repeat the above procedure as many times as desired.

If a part was entered inadvertently, select the part in the BOM list and then select the Remove button above
the list. The row will be removed from the BOM list.

¢ When complete, select the Save button.

Editing Bill of Materials Information

o With the Bill of Materials tab selected, select a part from the left-side list that is a finished good or a
subassembly and click the Edit button. Add and Remove buttons will appear above the BOM list.

e To change a quantity of a component in the produced part, select the component in the BOM list and change
the quantity (Qty).

e To add a new component to the produced part.
v Select the part you wish to add from the left-side parts list.
v' Select the Add button above the BOM list. The selected part will appear in the Bill of Materials list.
v' Enter the quantity of the new part required to manufacture the parent part.

e To remove a component from the produced part.
v' Select the component in the BOM list
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v' Select the Remove button above the list. The row will be removed from the BOM list.
o When modifications are complete, select the Save button.

Viewing a Bill of Materials

o With the Bill of Materials tab selected, select a part that is either a finished good or a subassembly. The bill of
materials will be displayed in the right-side list.

e Click the BOM button. A complete bill of materials will appear. Click the Print button to print the list.

BOM On The Fly

“‘ Part Master & Bill of Materials [PM/BOM)

Part Master /| BOM | <> Save |
Part Number: I Part Type: I j Units: j
New BOM

Description:

Components

PART NUMBER DESCRIPTION QTY/PER |PART TYPE uom

This function is designed to streamline the creation of a bill of materials when the component part numbers are
known. Click the BOM On The Fly button on the PM/BOM screen.

Enter the part number for the part to be produced in the part number textbox, and press the Tab or Enter key on
the keyboard. If the part number is already listed in the database, the units, part type, and description will be filled
in. if not the units, part type, and description must be entered. If a bill of materials for the produced part has
already been created, it will appear in the grid.

To Add a Part to the BOM.

o If a blank row does not exist, right-click in the grid and select Add Row. Type the part number in the part
column and select the enter key.
v' If the part exists, its information will be entered in the appropriate columns.
v' If the part does not exist, the description, part type, and unit of measure will heave to be entered.

e Enter the quantity of the component in the produced part.

To Remove a Part from the BOM
e Select the part in the BOM
¢ Right-click on the row and select Remove Row from the menu.

The adjust the quantity of a part in the produced part, change the quantity in the Qty/Per column

When the bill of materials is complete, click the Save button. Any new parts will be added to the database at this
time.
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To reset the form for the creation of a new bill of materials, select the New BOM button.

To return to the main form, select Part Master/BOM button.
Inventory Screen

The Inventory screen contains detailed information regarding the current status of parts in WIN-IMS. The right
half of the screen contains a tabbed control with two tabs. Clicking on the Inventory tab will display current
location and quantity information that relates to the part that is selected in the left-side parts list. Clicking on the
History tab will display all transactions for the selected part over the displayed date range.

To view the Inventory screen, click the Inventory button on the WIN-IMS main button bar.

Inventory

B} Inventory @

Print
(1] (D Reports

Inventory T Histary

Search By

+ Part Num © Description

Search: % Add % Delete

LOCATION | QIY | S [LOTNUMBER | RECDATE [BARCODE |
111110 Rubber Tuhing P-1 10 A ROOOOOOZ2
111111 Capacitor, 100 mf R-1 20 A ROOOOOOZ
Capacitor, 100 pf 5-1 g A RO0OOO0Z
333333 Resistor, 100 Ohm
333334 Resistar, 1 Kohm
444444 Circuit Board, PHTEES4123
855555 Circuit Board, PM32143324
BEEREE IC, PH SMNT452345
T IC PMT404
B456T Transistar
F1234486 Fower Supply, 12V0DC 5
F234567 Fower Supply, 12- 24¥DC LG L g
SLB123456 Rectifier, 12%DC — — —
l | /' Cycle Stock ] l [9¢ Issue Stock l [ |db Add Stock I
Qty: | Date: [04/05/2010 Reason; |

Viewing Current Inventory Information

Click anywhere on a row in the left-side parts list to select a part. The current inventory status relating to the
selected part will be displayed on the right-side.

Adding a New Inventory Record
Generally, WIN-IMS will manage inventory information through the use of the other screens like Receipts,

Transfers, Production, and Shipping. However, you may sometimes find it necessary to manually add items to
inventory.

e Click the Add button. A new line will be created in the right-side list.

o Enter the appropriate part information. Use the Tab key to navigate through the row. Click the Save button.
o Make the desired change(s). Click the Save button.
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Removing an Inventory Record

You may remove an inventory item any time you like.

e Select the inventory record you wish to remove.

e Click the Remove button. A prompt will appear asking if you're certain you wish to remove this item.
e Click the Yes button if want to remove the selected item. Click the No button if you do not.

Printing Barcodes

With the Inventory tab selected the Print Labels button is available. Select a part, select an inventory record,
select the Print Labels button. If a label printer and a default receipt label are set, the system will print a receipt
label based on the information in the inventory record selected.

Changing an Inventory Record’s Quantity
The Cycle Stock, Issue Stock and Add Stock functions provide an easy means of changing an inventory item’s
quantity.

The Cycle Stock function allows you change the current quantity of the selected inventory item to the entered
value.

o Enter the desired new quantity in the Qty field.

o Enter the date, if different from the displayed date, in the Date field.

e Enter the reason for the quantity change in the Reason field.

e Click the Cycle Stock button.

The Issue Stock function allows you to deduct the entered value from the current quantity of the selected
inventory item.

Enter the quantity to deduct in the Qty field.

o Enter the date, if different from the displayed date, in the Date field.

o Enter the reason for the quantity change in the Reason field.

e Click the Issue Stock button.

The Add Stock function allows you to add the entered value to the current quantity of the selected inventory item.
Enter the quantity to add in the Qty field.

Enter the date, if different from the displayed date, in the Date field.

Enter the reason for the quantity change in the Reason field.

Click the Add Stock button.
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BEBEGE
EEEEEE]
B45ET
F123456
F234567
SUB123456

PART NUMBER DESCRIPTION

IC, PN SM7452345

IC PNT404

Transistor

Power Supply, 12¥DC
Power Supply, 12 - 24¥DIC
Rectifier, 12vDC

Search By Irvertary | History
& Part Num © Description
Select Date Range (default is one week)
Search:

From Date: [13/25/2005

To Date: [04105/2010
[LocaTion  [TRANQTY| INvaTY | DATE [RERSON [BY |

11110 Tubin P-1 - 9 12/08/2008 INVISSUE Admin, |
C 100 mf Added to Shipment -

222222 Capacitor, 100 pf & 12 8 100872005 ooy e, i

333333 Resistor, 100 Ohim Pt -20 10 10052006 PROD- 000002 Adrmin, U

333334 Resistor, 1 Kahm Pt 10 30 10052006 PROD- 000001 Adrmiin, U

424444 Cireuit Board, PN78654123 R 4 204 10/0512005 REG- 000005 Hagerm

556555 Gireult Board, PN32143324 R 200 200 10/08/2005 REC - 000001 Gullan,

[~
|

Viewing Inventory History
Click anywhere on a row in the left-side parts list to select a part. The history of the selected part will be displayed
in the right-side list. Use the From Date/To Date range to select the period for viewing history information.

Printing Inventory Reports
Clicking the Reports button with the Inventory tab selected will display the Inventory Reports screen (shown
below). Use the Inventory Reports screen to view/print the current inventory status.

Clicking the Generate Report button will display a printable copy of the current inventory status based upon user
selections. You may print the entire inventory sorted by location or part number. To reduce the number of
returned records, use the Start Date/End Date fields.

Clicking the Reports button with the History tab selected will display the Part History Reports screen (shown
below). Use the Part History Reports screen to view/print the inventory history of the selected part(s).

B part History Reports E]

Select Part(s)
W Selact All

Select Date Range, if desired

Start Date:
End Date:

Or
v Select Over All Dates

5

Generate Report

Clicking the Generate Report button will display a printable copy of the entire inventory history of the selected
part(s). To reduce the number of returned records, click the Check All box and select individual part(s). You may
further reduce the number of returned records by using the Start Date/End Date fields.
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File Menu

Logging In to WIN-IMS

IMS Log In

Login

Enter your user name and password to log in.

User Name: |

Password: |

'ﬁﬁ LogIn ‘ wﬂj] Exit IMS ‘

The WIN-IMS Log In screen will appear whenever the system starts or a user has logged out. At this point, a user

must successfully Log In to use WIN-IMS.

o Enter your system user name in the User Name field. Press the Tab or Enter key to move the cursor to the
Password field.

e Enter your system password in the Password field. Press the Enter key, or click the Log In button, to log in.

WIN-IMS will compare the entered user name and password against the stored user name and password. WIN-
IMS will start with the authorized functions available for the logged in user if the values match. A prompt will
appear if the values do NOT match stating your log in attempt was unsuccessful. You may either reattempt to log
in by clicking the Yes button or exit WIN-IMS altogether by clicking the No button.

Changing Your User Password

The Change Password screen allows the currently logged in WIN-IMS user to change their system password.
Click on the File main menu item and select Change Password to open the Change Password screen.

The steps required to change your password are...

e Enter your user name in the User Name field. Press the Enter key.

e Enter your current password in the Password field. Press the Enter key.

e Enter your new password in the New Password field. Press the Enter key.
o Enter your new password again for verification. Press the Enter key.

Compacting the WIN-IMS Database

The Compact Database function will repair many minor database errors as well as reduce overall database size
by removing deleted and duplicate records. It will also create a backup copy of the current database and save it
in the 'dbbackup’ folder in the WIN-IMS directory. Click on the File main menu item and select Compact
Database to open the Compact Database screen.

Click the Compact Database button. The screen will automatically close when finished.
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Customizing the Button Bar

The Customize WIN-IMS Button Bar screen is provided to enable an IMS user to control the number of buttons
displayed on the IMS main button bar. The Customize WIN-IMS Button Bar will list all of the main functions the
currently logged-on user is authorized to use. A check in the box next to the button indicates it is displayed on the
main button bar and available to the user. Clearing the check will remove the corresponding button from the main
button bar and make it unavailable for use.

Click on the File main menu item, and select Customize Button Bar to open the screen.

Enter Initial Inventory Screen

Click on the File main menu item, and select Enter Initial Inventory to open the screen.

B Enter Initial Inventory EJ
'

r entry: Part Number, Description, Part Type, Location, Oty and Unit of Measure

UNIT . OF
PART NUMBER LOT NUMBER DESCRIPTION REC DATE LOCATION BAR CODE

The Enter Initial Inventory screen can be used to enter inventory items into the part master and inventory tables at
the same time. It is not necessary to use this screen. It will only collect the bare minimum information necessary
to enter parts into the system. This information can then be edited on the Part Master to complete the details.
Part number, description, part type, and unit of measure are required fields for each item entered. The part types
and units of measure must be entered on their respective screens before attempting to use this screen.

To use, enter a part number in the Part Number field. Press the Tab or Enter key on the keyboard to advance to
the next cell. Complete the remaining fields for this item. If the Qty cell is left blank, IMS will automatically enter
one (1) as the default quantity when the Save button is pressed. The Num. Of Labels cell can be left blank at this
time. The Bar Code cell cannot be edited. A bar code will automatically be assigned to each item when the Save
button is pressed. When the cursor is in the Num. Of Labels column, press the Tab or Enter key to add a new
line, and continue adding information. You can also right click in the grid and select Add Row to add a blank line
to the grid.

Click the Save button when you have finished entering information.

Labels can be printed from this screen at any time if Receipt labels have been previously designed and saved
(see instructions for the Label Design screen later in this document). The Load Inventory button will load all
parts currently in inventory into the grid. Information cannot be edited in this mode. To print labels, enter the
number of labels to be printed for each part in the Num. Of Labels column. Then click the Print Labels button.

Page 33



IMS User Manual

Handheld Configuration Screen

The Handheld Configuration screen is used to set the communication parameters for the handheld scanner
and/or to load the scanner application onto the scanner. This version of WIN-IMS currently supports the Percon
Falcon 320 and Videx LaserLite Pro scanners

To view the Handheld Configuration screen, click the File menu item and select Handheld Configuration.

¥ Handheld Configuration E|
Downloader Comm Port Select Scanner
& COM1 t» LaserLite Pro
™ COM 2
O COM 3 Download Device
" COM 4 -

" JetEye

Select the COM port (serial port) that the scanner base is connected to. The settings will be saved on the
computer.

To load the scanner application onto the scanner, connect the scanner to the download device. Turn the scanner
on, and click the Load Scanner App button. Follow the prompts that appear on the screen:

Log In Temporarily

& Log In Temporarily

Log In Temporarily

Enter your user name and password to temporarily login.

User Name: |

Password: |

,_zﬁ? Login

The Log In Temporarily function was created to allow an authorized WIN-IMS user to log in to the system from
any workstation already running WIN-IMS without having to log out and log back in again. Click on the File main
menu item and select Log In Temporarily to open the Log In Temporarily screen.
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To log in temporarily:
e Enter your user name in the User Name field. Press the Enter key.
e Enter your password in the Password field. Press the Enter key.

Upon successful log in, you will immediately notice that the WIN-IMS button bar background color changes to red
and a Log Out button appears next to the Quit button. These changes make it easy to tell that someone has used
this function to log in temporarily. You may now operate WIN-IMS with the same access as if you had originally

logged in yourself. When you are finished, click the Log Out button to restore WIN-IMS to the level of access of
the original user.

Log Out of WIN-IMS

The Log Out of WIN-IMS function allows the currently logged in user to log out and disable WIN-IMS without
completely shutting down the application. In this state, a user may simply enter his user name and password to
restart WIN-IMS. Click on the File main menu item and select Log Out of WIN-IMS.

Printer Assignment Screen

@& Printer Assignment

Printer Assignment

Available Printers

Lebra TLP2244 ~
WehEx Document Loader

Steiner HP Laserlet M3035 MFP PCLE

CluickBooks POF Corverter

Microsoft XPS Document YWriter

Microsoft Office Document Image YWriter bt

‘ r‘%{ Assign Default Printer

‘ r‘%f Assign Label Printer

Default Printer: WPTS3MErother HL-2170WY series
Label Printer; “WPTEZ3\Brother HL-2170WY series

The Printer Assignment screen allows for the setting of the default report and label printers in WIN-IMS. Click on
the File main menu item and select Printer Assignment to open the Printer Assignment screen.

Initially, both printers will show Not Set. Simply select a printer from the Available Printers list and click the
appropriate button. There is no Save button. Printer settings will be saved when you click the Assign button.
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Support Menu

Carriers Screen

" Carriers

| % Remove Carrier ‘ I::—.]il Add New Carrier ‘ H Save Carrier Info

Carriers: |Fe(lera| Express j

Name: |Federa| Express

Address 1: [555 75th Ave

Address 2: |

City: |Kenosha State: [\l Zip: [53142

Phone: |252.55r1-3214 Fax: |252-55?-3211

Contact: |F'ete Holmgren

Email: |boh@ups.cum

Notes: |Our secondary carrier.

Status

* Active  Inactive

The Carriers screen manages information relating to the companies you use to receive/transport goods. Carrier
information is used on various screens and reports throughout WIN-IMS. Click on the Support main menu item
and select Carriers to open the Carriers screen.

Viewing Carrier Information

Click the = button on the right side of the Name field. An alphabetical list of all carriers previously entered into the
system will appear. From the list, click on the carrier whose information you wish to view. The selected carrier's
information will be displayed.

Editing Carrier Information
You may, at any time, change carrier information or add missing information. Simply place the cursor in the
appropriate field and enter the new information. Click the Save Carrier Info button when finished.

Adding a New Carrier

Click the Add New Carrier button. Enter the name of the carrier in the Name field. The Name field is the only field
on this screen that must contain information before clicking the Save Carrier Info button (mandatory). A
mandatory field has a blue label. Press the Tab key to navigate to the next field. Continue adding carrier
information, as desired, using the Tab key to navigate through the fields. Click the Save Carrier Info button when
finished.

Removing a Carrier

Select the carrier you wish to remove. Click the Remove Carrier Info button. If the carrier is use in shipping, the
system will not allow it to be deleted. If OK, a prompt will appear asking if you’re sure you want to permanently
remove the displayed carrier. Clicking the Yes button will remove the carrier. Clicking the No button will return
you to the carrier screen without removing the carrier.
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Inactivating a Carrier

As previously stated, carrier information is used on various screens and reports throughout WIN-IMS. There may
come a time, however, when you would like to keep a carrier from being made available to those screens and
reports without removing them from WIN-IMS. Clicking on the Inactive button will inactivate the selected carrier
making it unavailable to other WIN-IMS functions without permanently removing it from the system. Clicking on
the Active button will reactivate the selected carrier.

Company Information Screen

i Company Information

l @ Save Company Info
Name: Ship to Address
Name: [Your Company

Phone: |111-222—3333 Address 1: |123 hdain St

Address 2: |Suite 210

Fax: [111-222-4444

City: |Kenosha
Email: |info@email.com State: ,\-’\-’Ii Zip: [53142
Country: |
Web Address: |http: e webaddr.com
Bill to Address

9922 Wire Transfer Information === Name: |Your Company

Address 1: |123 kain St.

Address 2: [Suite 211

|
|
| City: |Kenosha
|
|

State: |y Zip: 53142
Country: |

The Company Information screen manages information relating to your company. Company information is used
on various screens and reports throughout WIN-IMS. Click on the Support main menu item and select Company
Information to open the Company Information screen.

Editing Company Information

You may, at any time, change company information or add missing information. Simply place the cursor in, or use
the Tab key, to the appropriate field and enter the new information. Click the Save Company Info button when
finished.
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Customers Screen

4 Customer Information

I::-..::-EI Adid New // Edit
£

Name: Number: |EDDD1

Contact: |Gene Kurtz Phone: |414-844-?56?

Email: |gkudz@generators.com Fax: |41 4-844-7555

Notes: |A really good customer.

Tax Rate: oL

o passz

l Contact Admin l l Contact Admin l

The Customers screen manages information relating to your customers. Customer information is used on various
screens and reports throughout WIN-IMS. Click on the Support main menu item and select Customers to open
the Customers screen.

Viewing Customer Information

Click the Select Customer button (Binoculars) on the right side of the Name field. An alphabetical list of all
customers previously entered into the system will appear. From the list, click on the customer whose information
you wish to view. The selected customer’s information will be displayed.

Editing Customer Information
Select the customer you wish to change, Select the Edit button. Change customer information or add missing
information. Click the Save button when finished.

Adding a New Customer

Click the Add New button. Enter the name of the customer in the Name field. The Name field is the only field on
this screen that must contain information before clicking the Save Customer Info button (mandatory). A mandatory
field has a blue label. Press the Tab key to navigate to the next field. Continue adding customer information, as
desired, using the Tab key to navigate through the fields. Click the Save button when finished.
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Removing a Customer

Select the customer you wish to remove. Click the Remove button. If the customer is being used in the shipping
or sales order processes, the system will not allow it to be deleted. If OK, a prompt will appear asking if you're
sure you want to remove the customer. Clicking the Yes button will remove the customer. Clicking the No button
will return to the customer screen without removing the customer.

Inactivating a Customer

As previously stated, customer information is used on various screens and reports throughout WIN-IMS. There
may come a time, however, when you would like to keep a customer from being made available to those screens
and reports without removing them from WIN-IMS. Clicking on the Inactive button will inactivate the selected
customer making it unavailable to other WIN-IMS functions without permanently removing it from the system.
Clicking on the Active button will reactivate the customer.

Contact Administration

Contact administration will allow individuals to be attached to the ship to or bill to portion of a customer. Select
the Contact Admin button under the Bill To or Ship To section. The form below will be displayed. Contacts may
be added, removed or edited from this screen.

. Select Contact

+ Add | — Delete | <3 Save

ip To Contact

Contact Name

Bill Jones

Phone: [123-456-7890

Fax: |1 23-456-0997

Credit Administration
Credit administration will allow credit card information to be tied by individual to the bill to customer. Credit card
information may be added, removed or edited from this screen.

=+ Add | —Delelel @’Savel

Credit Card Holder

Credit Card Holder

Bill Jones

Card Type: IMaster Card

Card Numl)er:|1234 4321 5673 8765

Expiration Date:lDdeE Meonth/Year - 07/07
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Inventory Locations Screen

=% Inventory Locations E]

Enter a new location in the Add Location hox, select a Location Type and click
the Save Location button, or hit the Enter key to create a new inventory location.

Add Location: || H Save Location

Location Type: |GI - General Inventory j

Select the location you wish to remove and click the Remove Location button,
or double-click on the location to edit it.

Locations: |G| - A-1-1-1 ~ % Rerioue
Gl - 112 Location
Gl - A1-1-3
Gl - B-1-141
Gl - B-1-1-2
Gl - BIN 26-41-2
Gl - C-1-141
Gl - C-1-1-2
PS - P-1
PS5 - P-2
PS - P-3
Ps - P-3
Qac - QcA
Qc - Qc-2 -

Qc - ac3 v |||||||I|| Print Label

Double-click to edit.

The Inventory Locations screen manages information relating to your inventory locations. Inventory location
information is used on various screens and reports throughout WIN-IMS. Click on the Support main menu item
and select Inventory Locations to open the Inventory Locations screen.

Location Types are used to separate locations into categories. For example, the locations attached to the RC —
Receiving location type will be available for selection on the Receiving screen. There are five(5) location types.

They are...Gl — General Inventory, PS — Production Staging, QC — Quality Control, RC — Receiving and SH-
Shipping.

Adding a New Inventory Location

Enter the name of the inventory location in the Add Location field. Select a Location Type. Click the Save
Location button.

Editing an Inventory Location

Double-click an inventory location in the Locations list. Enter the change in the Edit Location field. You may also
change the Location Type at this time. Click the Save Location button.

Removing an Inventory Location

Click on the inventory location you wish to remove in the Locations list. Click the Remove Location button. If the
location is being used in receipt, inventory, cycle count, work order, production, or shipping the system will not
allow it to be removed. If OK, a prompt will appear asking if you’re sure you want to remove the location. Clicking

the Yes button will remove the location. Clicking the No button will return to the location screen without removing
the location.
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Printing Location Labels
Before a location label can be printed, a location label must be designed and set as the default label (see label
design later in this manual). In addition, a label printer must be assigned in the printer assignment process.

Select the locations to be printed (multiple locations may e selected by using the control or shift keys of by
dragging the mouse across the locations). Select the Print Label button. One label for each location selected
will be printed on the designated label printer.

Part Types Screen

E:—E"-:I Add // Edit % Remove

Edit the selected part byvpe

Type Description: |

Type Code:
i i i
i i i
DESCRIPTION CDE___[swatus [vee
Component COMP Active  Component
Finished Good FG Active  Produced
Labaort LABOR1 Active  Mon-Inventory
Labor2 LABORZ Active  Mon-Inventornye
Subassembly sUB Active  Produced

Double-click to edit

The Part Types screen manages information relating to how parts are categorized in the system. Part type
information is used on various screens and reports throughout WIN-IMS. Click on the Support main menu item,
scroll down to Part Information and select Part Types to open the Part Types screen.

The Component and Raw Material part types are inventory items but not eligible to be produced. The produced
part type is an inventory item that is produced. A non-inventory part type is an item that is not kept in inventory.

Adding a New Part Type
Click the Add button. Enter the new part type in the Type Description field. Press the Tab key. Enter a type code
in the Type Code field. Select the part type (Component is the default). Click the Save button.

Editing a Part Type
Select the row in the list that contains the part type information you wish to edit (change) and click the Edit button.

Or simply double-click the row. Make the desired changes in the fields and boxes above the list. Click the Save
button.
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Removing a Part Type

Select the row in the list that contains the part type information you wish to remove. Click the Remove button. If
the part type is assigned to a part the system will not allow it to be removed. If OK, a prompt will appear asking if
you’re sure you want to remove the part type. Clicking the Yes button will remove the part type. Clicking the No
button will return to the part type screen without removing the part type.

Units of Measure Screen

# Units of Measure

Enter a new unit in the Add Unit box and click the Save Unit button, or hit the
Enter key to create a new unit.

Select the unit you wish to remove and click the Remove Unit button, or
double-click on a unit to edit it.

Units: |[DOZEN Remaove
EACH Unit
FOOT

Double-click to edit

The Units of Measure screen manages information relating to system units of measure information. Unit of
Measure information is used on various screens and reports throughout WIN-IMS. Click on the Support main
menu item, scroll down to Part Information and select Units of Measure to open the Units of Measure screen.

Adding a New Unit of Measure

Enter the new unit of measure in the Add Unit field and click on the Save Unit button Or, you may hit the Enter
key to add the new unit of measure.

Editing an Unit of Measure

Double-click an unit of measure in the units list. Enter the change in the Edit Unit field. Click the Save Unit
button.

Removing a Unit of Measure
Select the unit of measure from the Units list and click the Remove Unit button. If the unit is assigned to a part
the system will not allow it to be removed. If OK, a prompt will appear asking if you're sure you want to remove

the unit. Clicking the Yes button will remove the unit. Clicking the No button will return to the units screen without
removing the unit.
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Production Areas Screen

71 Production Areas

Enter a new area in the Add Area box and click the Save Area button, or hit
the Enter key to create a new production area.

Add Area: || = Save Area

i

Select the area you wish to remove and click the Remowve Area button, or
double-click on the area to edit it.

Areas: |Line1 % Remove
Line2 Area

Line3

Lined

Double-click to edit

The Production Areas screen manages information relating to production areas used in your system. Production
area information is used in the work order and production processes. Click on the Support main menu item and
select Production Areas to open the Production Areas screen.

Adding a New Production Area

Enter the new area in the Add Area field and click on the Save Area button Or, you may hit the Enter key to add
the new area.

Editing a Production Area
Double-click an area in the Areas list. Enter the change in the Edit Area field. Click the Save Area button.

Removing a Production Area

Select the area from the Areas list and click the Remove Area button. If the production area is being used in the
production or work order processes the system will not allow it to be removed. If OK, a prompt will appear asking
if you're sure you want to remove the production area. Clicking the Yes button will remove the area. Clicking the
No button will return to the production areas screen without removing the area.
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Suppliers Screen

The Suppliers screen manages information relating to the suppliers you use to purchase goods. Click on the
Support main menu item and select Suppliers to open the Suppliers screen.

Viewing Supplier Information
Click the = button on the right side of the Name field. Select a supplier from the list of all suppliers The selected
supplier’s information will be displayed.

Editing Supplier Information
Select the desired supplier. Select the Edit button. Change supplier information or add missing information.
Click the Save button when finished.

Adding a New Supplier

Click the Add button. Enter the name of the supplier in the Name field. The Name field is the only field on this
screen that must contain information before clicking the Save button (mandatory). A mandatory field has a blue
label. Continue adding supplier information, as desired. Click the Save button when finished.

Removing a Supplier

Select the supplier you wish to remove. Click the Remove button. If the supplier is being used in the purchase
order, receipt, part or quality control processes the system will not allow it to be removed. If OK, a prompt will
appear asking if you're sure you want to remove the displayed supplier. Clicking the Yes button will remove the
supplier. Clicking the No button will return you to the supplier screen without removing the supplier.

Inactivating a Supplier

There may come a time when you would like to keep a supplier from being made available without removing them
from WIN-IMS. Clicking on the Inactive button will inactivate the selected supplier making it unavailable to other
WIN-IMS functions. Clicking on the Active button will reactivate the selected supplier.

Terms Screen

Enter a new term in the Add Term box and click the Save Term button, or hit
the Enter key to create a new term.

Add Term: ‘Fﬂ Save Term ‘

Select the term you wish to remove and click the Remowve Term butten, or
double_click on the term to edit it.

Terms: |COD - -
Met 14 Remowve Term

Met 30
Met 45
Met 60

Double-click to edit

The Terms screen manages information relating to the various purchase/sales terms used in your system. Click
on the Support main menu item and select Terms to open the Terms screen.
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Adding a New Term

Enter the new term in the Add Term field and click on the Save Term button Or, you may hit the Enter key to add
the new term.

Editing aTerm
Double-click a term in the Terms list. Enter the change in the Edit Term field. Click the Save Term button.

Removing a Term
Select the term from the Terms list and click the Remove Term button. If the term is being used in the purchase
order or sales order processes the system will not allow it to be removed. If OK, a prompt will appear asking if

you're sure you want to remove the term. Clicking the Yes button will remove the term. Clicking the No button will
return to the Terms screen without removing the term.

User Authorization Screen.

4 User Authorization @

o] (7 ]
t_

To add a new employee, click the Add button, enter user info and access levels in the grid and click the Save button.
To change an employee’s setting(s), select the user, click the Edit button, make change(s} and click the Save button.
To remove an employee, select the user and click the Remove hutton.

[LASTNAME _[FIRST NAME | MI [USERNAME [STATUS | REC |TRANS | PROD | W.0. | SHIP | P.0. [PMEOM | INV_[USERS| QC | SALES |

Admin User Admin A Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes
Hagerrman Dan danh A Wes as Yes Yes Wes as Yes Yas Yas Yes Yes

The User Authorization screen is used to manage employee access to WIN-IMS and system functions. Click on
the Support main menu item and select User Authorization to open the User Authorization screen

A user must be listed on this screen with a valid User Name and Password in order to successfully Log In to WIN-
IMS. At Log In, the user will have to enter his User Name and Password on the Log In screen. The values
entered will be compared with the values stored on this screen. WIN-IMS will start if the values match.

Employee status can be A (Active) or | (Inactive). Inactive employees may not use the system and may not be
selected for future functions.

All of the major WIN-IMS functions are also protected by values set on this screen. Three values are available for
each major function. They are... Yes — full access, View — view only and No — no access.

Adding a New User
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Click the Add button. A new line in the users grid is created and the password field appears at the bottom of the
screen. Last Name, First Name, User ID, and Password are required to be entered to save the record. The
status field uses the Enter key or double-click to change values from | to A and back. The function fields e.g..
Receipts, Transfer, Prod, etc. use the Enter key or double-click to change values from Yes to No to View.

Click the Save button when finished entering this user’s information to permanently store the values in WIN-IMS.
Click the Cancel button if, for some reason, you wish to cancel entering the new user.

Editing a User’s System Settings
Select the desired user. Select the Edit button. Make the desired change(s). To save the changes select the
Save button. To leave without saving the changes, select the Cancel button.

Removing a User

Select the desired user. Click the Remove button. A prompt will appear asking if you are sure you wish to
remove this user. Click the Yes button if you want to remove this user. Click the No button if you do NOT want to
remove this user

Viewing/Editing a User's System Password

Select the desired user. Click the Password button. The selected user’s password will appear on the bottom of
the screen along with two buttons: Save Password and Cancel Password. Enter a new password in the
password field and click the Save Password button if you wish to edit (change) the existing password. Click the
Cancel Password button if you do NOT wish to edit the existing password.

Quality Control Menu

Quality Control Screen

& Quality Control @
;) QC Reports
Parts requiring QC approval 4

PART NUMBER [s| arr [LoTNUMBER RECDATE | EXPDATE [BARCODE

Mone found

% Reject Part ﬁ Approve Part

The Quality Control screen provides a means to approve or reject received or produced parts used in WIN-IMS.
Received and produced parts will automatically be placed in an ‘on-hold/awaiting QC’ status if the QC Required
box is checked on the Part Master screen. Parts on-hold will not be available to production or shipping until they
are approved by QC.

Approving Parts
Select the item you wish to approve from the list. Enter the expiration date in the Exp Date column. Select the

Approve Part button. The selected item will disappear from the list and is approved for use by production or
shipping.
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Rejecting Parts

Select the item you wish to reject from the list and click the Reject Part button. The selected item will disappear
from the list, if the Include rejected items box is unchecked, and the part’s status will be set to rejected. The
inventory records associated with the barcode records are removed from the database.

QC Reports

Clicking the QC Reports button will display the QC Reports screen.

n Quality Control Reports g]

Select Report Option

& Print ltems Awaiting QC

" Print QC History

The QC Reports screen offers two QC related reports — Items Awaiting QC and QC History. You may reduce the

amount of returned report items by entering a Start Date/End Date combination. Click the Generate Report
button to view the selected report.
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Label Menu

Label Design Screen

A Label Designer

Sample Location Label
Location A-1-1-1
Current Label Designs Barcode I NI I0O0HR00

Label Designer

Sarnple Location Barcode | U

" Production
" Receipt

[ Save As Default Location Label

Element Options

Fr | —

Arial 0 12 Regular

| [11®

[~ Wrap Text? [ Center Text?

Data Source

(Label Caption only)
Location Label Size

i
4 1

. '{'F Add to Label

Label Caption

| % Delete Element Orientation Made
&+ Partrait
@ Design  Print
-~ -
a Save Fa Save Design Lermioae
- Design As

Label Printer; “WPTS3\Brother HL-2170WY series

l New Hx Delete

Design Design

The Label Design screen provides the ability to custom design labels for use by WIN-IMS.

Custom labels are designated as one of four types:
1. Receipt labels are used by the Receipts screen,
2. Production labels are used by the Production screen,
3. Location labels are used by the location screen, and
4. Generic labels are printed from the label design screen.

To design a label, first select the design type.

The Data Source List will contain the possible fields that may be included in the label. The list on the example
contains the possible data sources for an container label.

The current label design list will contain any labels that have already been created for the design type. When one
of these labels is selected, the box on the right will display the label design. As indicated above for the Sample
Receipt Label.

To create a new label, select the Design type and then select New Design button. Set the label size (Width and
Height in inches). Set the label orientation (Portrait or Landscape). For Portrait, the height is vertical on the
screen. For Landscape the Height is Horizontal on the screen.

There are 6 different elements that may be placed on the label. They are from left to right: text, barcode,
horizontal line, vertical line, box, and a graphic.

Adding a Text Element
Select the Text button in the Element Options panel. Select (Label Caption only) in the Data Source box, and
type a label caption in the Label Caption textbox. To set the font style and size, click the Font button. Click the
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Add to Label button. The text element will appear in the upper left corner of the label design. Drag it to the
desired position on the label.

To edit the text caption or font after a text element has been placed in a label design, right click on the element
and choose the option desired.

Adding a Database Field Text Element

In the Data Source box, select the desired database field. To set the font style and size, click the Font button.
Click the Add to Label button. A sample of the data will appear in the upper left corner of the label design. Drag it
to the desired position on the label. When the label is printed, the actual data for that field will be printed on the
label.

To edit the text caption or font after a database field text element has been placed in a label design, right click on
the element and choose the option desired.

Adding a Barcode Element

Select the Barcode button in the Element Options panel. Select (Label Caption only) in the Data Source box, and
type a label caption in the Label Caption textbox. Select the barcode font and size desired. Click the Add to
Label button. The text will be added to the label in the barcode font. Drag it to the desired position on the label.

If a database field is needed as a barcode, select the field from the Data Source box, and add it to the label.
When the label is printed, the actual data for that field will be printed on the label as a barcode.

Adding a Horizontal Line Element

Select the Horizontal Line button in the Element Options panel. Click the Add to Label button. A horizontal line
segment will be added to the label design in the upper left-hand corner. Drag it to the desired position on the
label. To change the size of the line, place the mouse cursor over the right end of the line. When the cursor
changes to a double arrow, click and drag the endpoint to the desired length.

Adding a Vertical Line Element

Select the Vertical Line button in the Element Options panel. Click the Add to Label button. A vertical line
segment will be added to the label design in the upper left-hand corner of the label. Drag it to the desired position
on the label. To change the size of the line, place the mouse cursor over the bottom of the line. When the cursor
changes to a double arrow, click and drag the endpoint to the desired length.

Adding a Box Element

Select the Box button in the Element Options panel. Click the Add to Label button. A box will be added to the
label design in the upper left-hand corner. Drag it to the desired position on the label. To change the size of the
box, place the mouse cursor over the lower right-hand corner of the box. When the cursor changes to a double
arrow, click and drag the endpoint to the desired size.

Adding a Graphic Element

Select the Graphic button in the Element Options panel. Click the Find Graphic File button to find a file on your
computer to place on the label. File types supported are bmp, gif, jpg, wmf, and ico. Click the Add to Label
button. The graphic will be added to the label design in the upper left-hand corner. Drag it to the desired position
on the label. Graphic elements are not resizable.

Deleting a Label Element

Select the element to be deleted from the label design. Click the Delete Element button, or press the Delete key
on the keyboard. Elements can also be deleted by right-clicking on the element and selecting Delete from the
popup menu.

Deleting a Label Design
To delete an entire label design, select the design from the Current Label Designs list. Click the Delete Design
button at the bottom of the screen.

Save an Existing Design as a New Design
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Time may be saved by copying an existing label design and modifying it. Select the design from the Current
Label Designs list, and click the Save Design As button at the bottom of the screen. Enter a new design name
and click the OK button. Design names must be unique.

Viewing/Printing a Label
The work space on the right-hand side of the screen provides a feel for how your label will print. If you need to
view exactly how your label will print, click on the View button with the Mode setting set to Design. An exact

replica of the label will appear. To print the label on your label printer, change the Mode setting to Print, enter the
number of labels you want to print and click the Print button.

Inventory Count Menu

Group Administration Screen

Inventory count groups are used to make the cycle count/physical count processes more manageable. Part
numbers can be logically grouped together and downloaded to a handheld scanner to facilitate the actual count.
The Group Administration screen provides an easy means to create cycle count inventory groups and/or a

physical count inventory group. The groups created here are then used on the Cycle Count and Physical Count
screens to manage inventory count actions.

Click on the Inventory Counts main menu item and select Group Administration to open the Group
Administration screen.

=1 Inventory Count Groups (Group Administration) g]
H Save l l% Delete Group l -
A Count Type to Perform
& Part No " Description (g Uiz | group = T
Group leaded in Count Table & Cycle
Search: " Physical
| Parts in Group
111110 Rubber Tubing 111111 Capacitar, 100 mf
111111 Capacitar, 100 mf 2322202 Capacitar, 100 pf
222222 Capatitor, 100 pf 333333 Resistor, 100 Ohm
333333 Resistar, 100 Ohrm 333334 Resistar, 1 Kohim
333334 Resistor, 1 Kohm a 444444 Circuit Board, PMTEES4123
444444 Circuit Board, PMN7EES4123 Add 555555 Circuit Board, PM32143324
555555 Circuit Board, PM32143324 —
GBBGBE IC, PM SMNT452345
TN IC PRT404 C_
B4a67 Transistar Remove
F123456 Fower Supply, 12v00
F234567 Fower Supply, 12 - 24VDC
SUB123456 Rectifier, 12vDC
Number of Parts in Group: 6

Creating a New Cycle Group

Click the New Group button. Select the parts to group from the list on the left side of the screen. Multiple parts
may be selected by holding down the Shift or Control keys on the keyboard and clicking on the rows in the list.
Click the Add button to add these parts to the Parts in Group list. If you want to remove parts from the Parts in
Group list, select them from the list and click the Remove button. Enter a name for the group in the Group Name
field and click the Save button. You may create as many groups as you like.
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Editing the Parts in a Group
Select the group name from the dropdown list. All of the parts in the group will be listed in the Parts in Group list.
Using the Add/Remove buttons, make any additions or deletions as required, then click the Save button.

Deleting a Group
Select the group name from the dropdown list. Click the Delete button. Responding yes to the confirmation
prompt will delete the group.

Setting Up for a Cycle Count

Select a Group Name from the Group Name drop-down list. Click the Load Count Table button to load the group
of parts into a temporary count table in the database. From there the group can be loaded onto the handheld
scanner on the Cycle Count screen. This step must be performed or the selected group will not available
for use on the Cycle Count screen.

Setting Up for a Physical Count

Select Physical from the Count Type to Perform box. A new group is automatically created, which includes ALL
parts in inventory. You may not modify these records in any way. This group will always be called PHYSCNT.
This ensures that the group file will always be up-to-date when a physical count is performed. Then click the
Load Count Table button to load the group into the temporary count table. From there the group can be loaded
onto the handheld scanner on the Physical Count screen. This step must be performed or the selected
group will not available for use on the Physical Count screen.

Cycle Count Screen

Use the Cycle Count screen to manage cycle count information. Click on the Inventory Counts main menu item,
and select Cycle Count to open the screen.

£ Cycle Count rg|
@ Load Ref File r@ Import Data l B Chanues l@ Qolglt::': Inv l l % DE?L?:E l CD e
Group Name: [F5ITE] CYCLE COUNT ’ Add Inventory ] ’ Refresh List ]

m PART NUMBER LOT NUM DESCRIPTION LOCATION CDNUTI?T COUNT UNITS

111111 Capacitor, 100 mf EACH

0
D 111111 Capacitar, 100 mf R 1 144 i EACH
O 111111 Capacitar, 100 mf 51 ] 0 EACH
[ 222222 Capacitar, 100 pf P-1 10 i EACH
O 222222 Capacitar, 100 pf R-1 &0 0 EACH
[ 222222 Capacitar, 100 pf 51 ] i EACH
] 333333 Resistar, 100 Ohrm P-1 50 0 EACH
[] 333333 Resistar, 100 Ohm R-1 100 i EACH
[ 333334 Resistar, 1 Kohmm R-1 200 0 EACH
[ 444444 Circuit Board, PNTEG54123 R-1 250 i EACH
[] 555555 Circuit Board, PN32143324 P-1 20 0 EACH
[] 555555 Circuit Board, PN32143324 R-1 50 i EACH

Performing A Cycle Count

Select a group from the Group Name drop-down list. IMS will query inventory and display inventory records
associated with the group selected that have ha positive inventory. This information can now be loaded onto a
handheld scanner. Note that only one count group can be loaded onto a scanner at a time. Click the Load Ref
File button to load the file onto the handheld scanner. The user can now take the scanner out to the warehouse
and count inventory. The scanner will only accept data for parts in the group.
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After the count is completed, download the data from the scanner. On the Cycle Count screen, click the Import
Data button. Follow the file transfer instructions for your particular handheld scanner. After the files are
processed, the group will appear on the screen.

If the cycle count matches the inventory count, the checkbox in the first column will be checked. If the count does
not match, the checkbox will not be checked, and the part number/bar code and cycle count will be displayed in
red. These items can then be verified.

*** Note: If an item is counted more than once, the cycle counts will be added together. This may be the cause
for a count mismatch, and would need to be verified. ***

If the cycle count value is correct, check the checkbox in the first column. If the cycle count value is not correct, it
can be changed in the grid by selecting it with the mouse and entering a different value. Then check the
checkbox in the first column. Click the Save Changes button to save the changes. When the Commit Inv Qtys
button is clicked, actual inventory quantities will be changed to the cycle count values for all items that have the
checkbox checked. Items that are not checked will not be changed.

Removing a Cycle Count Group

Select a group from the Group Name list. Click the Remove Group button. A confirmation box will be displayed.
Responding ‘Yes’ to the message will display a second confirmation message. Responding ‘Yes'’ to the message
will delete the group from the count table.

Physical Count Screen

Use the Physical Count screen to manage physical count information. Click on the Inventory Counts main menu
item, and select Physical Count to open the screen. It is similar to the Cycle Count Screen show previously.

Performing A Physical Count

Opening the Physical Count screen automatically displays all parts in inventory with a positive quantity. Use the
Load Ref File button to transfer this information to the handheld scanner. The user can now take the scanner out
to the warehouse and count inventory.

After the count is completed, download the data from the scanner. On the Physical Count screen, click the
Import Data button. Follow the file transfer instructions for your particular handheld scanner. After the files are
processed, the group will appear on the screen.

If the physical count matches the inventory count, the checkbox in the first column will be checked. If the count
does not match, the checkbox will not be checked, and the part number/bar code and physical count will be
displayed in red. These items can then be verified.

***Note:  If an item is counted more than once, the physical counts will be added together. This may be the
cause for a count mismatch, and would need to be verified. ***

If the physical count value is correct, IMS will check the checkbox in the first column. If the physical count value is
not correct, it can be changed in the grid by selecting it with the mouse and entering a different value. Then
check the checkbox in the first column. Click the Save Changes button to save the changes. When the Commit
Inv Qtys button is clicked, the inventory quantities will be changed to the physical count values for all items that
have the checkbox checked. Items that are not checked will not be changed.

Removing A Physical Count Group

From the Physical Count screen, click the Remove Group button. If there is a physical group in the count table,
a confirmation box will be displayed. Responding ‘Yes’ to the message will display a second confirmation
message. Responding ‘Yes’ to the message will delete the group from the count table.

Help Menu
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Help
Will display the help file for the program.

Check for Update

Will go the GigaTrak web site and check for a newer version of the program executable. This process is only
available to individuals signed on as Admin User. In order for this to be accomplished, all users except the
individual searching for the update must be out of the program. When Check for Update is selected the screen
below is displayed.

¥ Welcome El

s Would you like to check the Intemet to see if & newer version of
'_m - WinltdS is available?
D Click Next ta cantinue.

L= L

< -
o—_

— R
< -

PROCESS & TECHNOLOGY Conel
-, 5 O L U T I O N § , 1 N C

Select cancel to stop the process. Click next to continue. Follow the screen prompts. On completion, the system
will have found a newer version of the program and installed it or not. In either case the program has been
restarted and the user will have to log back in.

About Win IMS

Will display the form below which has pertinent information about WIN-IMS.

[ About IMS Professional (Access) @

®°
g|gatr{<‘

Inventory Management System

for Windows
Version 3.0.0 - Custldent: PTSI - Lic Users: 99

©2005 - 2009 GigaTrak. All rights reserved.

1250 Touhy Avenue
Elk Grove Village, IL 60007

For Support:
Phone: 2626575500 Fax: 2626575511

www.gigatrak.com
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