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1. Introduction 

1.1. Purpose of the Manual 

This manual is designed to provide assistance to users in accessing the Wholesale and Retail 

Inventory System. The manual focuses on how to access information, create transactions or 

perform actions and print reports. 

1.2. About the System  

The Wholesale and Retail Inventory System is a tool that assists users in managing the resources 

and maintaining records of Southern Philippines Medical Center.  

 

 

 

1.3. Navigation  

The menu tab is used to navigate through the system. It consists of Home, Credentials, System 

Settings, Requisitions and Orders, Inventory Transactions and Reports.  

 

1.5.1. Home  

This tab displays the List of Items for Reordering. At the upper right corner of the page, 

the department is indicated.  

1.5.2. Credentials 

This tab includes options related to user accounts. Options include Change Password, User 

Account, User Privilege and Logout. 
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1.5.3. System Settings 

This tab includes modules for data entry. These are Departments, Suppliers, Categories, 

Item Classification, Item Type, Unit, Items, Item Sets, Location, Rack, Shelve, Bin, End-

User.  
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1.5.4. Requisitions and Orders 

This tab consists of different forms for submission and tracking. Options include 

Consignment Orders, Donation Form, Emergency Purchases, Requisition and Issue Slip, 

and Purchase Request. 

 

 

1.5.5. Inventory Transactions 

This tab includes options in creating transactions. These include Wholesale Receiving 

Entry/Posting, Receiving Entry/Posting, Issuance Entry/Posting, Patient Issuance 

Entry/Posting, Returns from Receiving Entry/Posting, Physical Count Entry, 

Damage/Disposed Items Entry, Item Usage Entry, Office Consumption Entry/Posting. 
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1.5.6. Reports 

This tab is used to generate reports. Reports include Average Usage, Items Transactions, 

Physical Count, Item Classification, Item Inventory, Items Report, Items Reorder, Sales 

Reports, System Trail. 
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2. Southern Philippines Medical Center Wholesale and Retail Inventory System 

2.1. Logging In 

The Login window is used to access the system.  

 Admin will set usernames and passwords for all the users. 

 Users may log on to the system using these pre-set usernames and passwords. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In order to access the 

system, the user must log in. 

To do this, follow these 

steps: 

Enter username 

Enter password. 

Select a department by 

clicking the 

Department drop-

down list. 

 

After selecting a 

department, users may 

either click the Login 

button or press the 

Tab key then the Enter 

key.  

Once the user has 

successfully logged in, the 

Home window will be 

1 

2 

3 

4 
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2.2. Changing Password 

Users may change their passwords as soon as he/she log on to the system using the pre-set 

usernames and passwords.  

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

To change password, do the 

following: 

Go to 

CREDENTIALS tab 

and choose Change 

Password 

The CHANGE 

PASSWORD form 

will be displayed. 

Enter old password. 

Enter new 

password. 

Re-enter new 

password. 

 

Click the Update 

button to save 

changes 

 

Click the Cancel 

button to cancel the 

action. 

1 

2 

3 

5

A 

5

B 

4 
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2.3. Logging Out  

To logout, go to CREDENTIALS tab, and then choose Logout. 
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2.4. Entering Data 

Users that have administrator credentials may add, modify and delete data.  

2.5.1. Adding Data 

1.2.1.1. Department 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add a department, do the 

following: 

Go to SYSTEM 

SETTINGS tab and 

choose 

Departments 

Click the Select 

Department Type 

drop-down list and 

select a department 

type 

Type the department 

name in the 

Department Name 

text field 

Check the API 

checkbox if 

necessary 

Click the Save button 

to save changes 

Click the Cancel 

button to cancel 

action 

Note: The notification 

window will be displayed 

once the department has 

been successfully added.  

5

A 

5

B 

1 

2 

3 

6 

4 
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2.5.1.2. Supplier 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

To add a supplier, do the 

following: 

Go to SYSTEM 

SETTINGS tab and 

choose Suppliers 

In the SUPPLIER 

ENTRY form, type the 

supplier name in the 

Supplier Name text 

field 

Note: No need to fill- in the 

Supplier Code text field. This 

is auto-generated. 

Type the address in the 

Address text field  

Provide a contact 

person 

Provide the email 

address 

Provide the telephone 

number 

Input the fax number 

Click the Save button 

to save changes 

Click the Cancel 

button to cancel action 

Note: The notification window 

will be displayed once the 

supplier has been successfully 

added.  

Click OK to proceed 

1 

8A 

8

B 

2 

3 

4 

5 

6 

7 

9 
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2.5.1.3. Categories 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

To add a category, do the 

following: 

Go to SYSTEM 

SETTINGS tab and 

choose Categories 

In the CATEGORY 

DETAILS form, type 

the category name in 

the text field 

Click the Save button 

to save changes 

Click the Cancel 

button to cancel action 

Note: The notification window 

will be displayed once the 

category has been successfully 

added.  

Click OK to proceed 

1 

3A 

3

B 

2 

4 
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2.5.1.4. Item Classification 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

To add an item classification, 

do the following: 

Go to SYSTEM 

SETTINGS tab and 

choose Item 

Classification 

In the ITEM 

CLASSIFICATION 

DETAILS form, type 

the classification code 

in the Classification 

Code text field 

Type the description 

Click the Save button 

to save changes 

Click the Cancel 

button to cancel action 

Note: The notification window 

will be displayed once the item 

classification has been 

successfully added.  

Click OK to proceed 

1 

4A 

4

B 

2 

5 

3 
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2.5.1.5. Item Type 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add an item type, do the 

following: 

Go to SYSTEM 

SETTINGS tab and 

choose Item Type 

In the ITEM TYPE 

ENTRY form, type the 

item type name in the 

text field 

Click the Save button 

to save changes 

Click the Cancel 

button to cancel action 

Note: The notification window 

will be displayed once the item 

type has been successfully 

added.  

Click OK to proceed 

1 

3A 

3

B 

2 

4 
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2.5.1.6. Unit 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add a unit, do the following: 

Go to SYSTEM 

SETTINGS tab and 

choose Unit 

In the UNIT ENTRY 

form, type the unit 

code in the Unit Code 

text field 

Type the description 

Click the Save button 

to save changes 

Click the Cancel 

button to cancel action 

Note: The notification window 

will be displayed once the unit 

has been successfully added.  

Click OK to proceed 

1 

4

A 

4

B 

2 

5 

3 
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2.5.1.7. Items 

 

For Retail: 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

  

 

 

 

To add an item, do the following: 

Go to SYSTEM SETTINGS tab 

and choose Items 

In the ITEM ENTRY form, 

select a master list. 

Click the Item Name drop-

down list and select an item. 

Click the Select button. 

Enter reorder quantity 

Enter reorder level 

Click the Save button to save 

changes 

Click the Cancel button to 

cancel action 

Note: The notification window will be 

displayed once the unit has been 

successfully added.  

Click OK to proceed 

1 

7

A 

7

B 

2 

3 

4 

5 

6 

8 
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For Wholesale: 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add an item, do the following: 

Go to SYSTEM SETTINGS tab 

and choose Items 

In the ITEM ENTRY form, 

type the item name in the Item 

Name text field 

Click the Select Item 

Classification drop-down list 

and select an item classification 

Click the Select Item Type 

drop-down list and select 

choose an item type 

Click the Select Unit drop-

down list and choose a unit 

code 

Enter quantity 

Enter reorder level 

Choose the date of last 

purchased by clicking the date 

picker or by entering the date. 

(Note: Format should be YYYY-

MM-DD) 

Enter the price 

Click the Save button to save 

changes 

Click the Cancel button to 

cancel action 

Note: The notification window will be 

displayed once the unit has been 

successfully added.  

Click  to proceed 

1 

10

A 

10

B 

2 

1

1 

3 

4 

5 

6 

7 

8 

9 
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2.5.1.8. Item Sets 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add an item set, do the following: 

Go to SYSTEM SETTINGS tab 

and choose Item Sets 

In the ITEM SET form, type 

the item set name in the Item 

Set Name text field  

Select an item classification by 

clicking the Select Item 

Classification drop-down list 

Select an item set type by 

clicking the Select Item Type 

drop-down list 

Select a unit code 

Click the Add Items to this 

Item Set link below the ITEM 

SET form 

Search for an item to be added 

in the set 

Click the Add to list link in the 

ACTION column 

Click the Close [X] button once 

all the items are added 

In the Items in this Set table, 

enter the quantity 

Click the Save button to save 

changes 

Note: The notification window will be 

displayed once the item set has been 

successfully added.  

Click OK to proceed 

1 

2 

1

1 

3 

4 

5 

6 

7 

8 

9 

1

0 

1

2 
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2.5.1.9. Location 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add a location, do the 

following: 

Go to SYSTEM 

SETTINGS tab and 

choose Location 

In the LOCATION 

ENTRY form, type the 

location code in the 

Location Code text 

field 

Type the location name 

in the Location Name 

text field 

Click the Save button 

to save changes 

Click the Cancel 

button to cancel action 

Note: The notification window 

will be displayed once the 

location has been successfully 

added.  

Click OK to proceed 

1 

4

A 

4

B 

2 

5 

3 
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2.5.1.10. Rack 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add rack, do the following: 

Go to SYSTEM 

SETTINGS tab and 

choose Rack 

In the RACK ENTRY 

form, type the rack 

code in the Rack Code 

text field 

Type the rack name in 

the Rack Name 

textfield 

Click the Save button 

to save changes 

Click the Cancel 

button to cancel action 

Note: The notification window 

will be displayed once the rack 

has been successfully added.  

Click OK to proceed 

1 

4

A 

4

B 

2 

5 

3 
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2.5.1.11. Shelve 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add shelf, do the following: 

Go to SYSTEM 

SETTINGS tab and 

choose Shelve 

In the SHELVE 

ENTRY form, type the 

shelve code in the 

Shelve Code text field 

Type the shelve name 

in the Shelve Name 

text field 

Click the Save button 

to save changes 

Click the Cancel 

button to cancel action 

Note: The notification window 

will be displayed once the shelf 

has been successfully added.  

Click OK to proceed 

1 

4

A 

4

B 

2 

5 

3 
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2.5.1.12. Bin 

 

  

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

To add bin, do the following: 

Go to SYSTEM 

SETTINGS tab and 

choose Bin 

In the BIN ENTRY 

form, type the bin code 

in the Bin Code text 

field 

Type the bin name in 

the Bin Name textfield 

Click the Save button 

to save changes 

Click the Cancel 

button to cancel action 

Note: The notification window 

will be displayed once the bin 

has been successfully added.  

Click OK to proceed 

1 

4

A 

4

B 

2 

5 

3 
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2.5.1.13. End-User 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add end-user, do the 

following: 

Go to SYSTEM 

SETTINGS tab and 

choose End-User 

In the END-USER 

ENTRY form, type the 

full name 

Type the designation in 

the Designation text 

field 

Click the Save button 

to save changes 

Click the Cancel 

button to cancel action 

Note: The notification window 

will be displayed once the end-

user has been successfully 

added.  

Click OK to proceed 

1 

4

A 

4

B 

2 

5 

3 
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2.5.2. Searching Data 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To search data, do the 

following: 

Go to SYSTEM 

SETTINGS tab and 

choose the 

applicable sub-menu 

Go to the list below 

the form 

Type the search key  

Click the Search 

button 

1 

2 

3 

4 
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2.5.3. Modifying Data 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

To modify data, do the 

following: 

Go to SYSTEM 

SETTINGS tab and 

choose the applicable 

sub-menu 

Go to the list below 

the form 

Search the data to be 

modified 

Click the [Modify] link 

in the ACTION 

column  

The form will be 

displayed containing 

the information of the 

data to be modified. 

Make necessary 

changes 

 Click the Update 

button to save changes 

To cancel action, click 

the Cancel button 

Note: The notification window 

will be displayed once the data 

has been successfully modified.  

Click OK to proceed 

6

A 

6

B 

1 

2 

3 

4 

5 

7 
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2.5.4. Deleting Data 

 

  

 

 

 

 

 

 

 

  

 

 

 

  

 

To delete data, do the 

following: 

Go to SYSTEM 

SETTINGS tab and 

choose the applicable 

sub-menu 

Go to the list below 

the form 

Search the data to be 

deleted 

Click the [Delete] link 

in the ACTION 

column  

A confirmation 

message will appear. 

Click YES to proceed 

with the deletion or 

Click NO to cancel the 

action 

Note: The notification window 

will be displayed once the data 

has been successfully deleted.  

Click Close to proceed 

 

1 

2 

3 

4 

6 

5

A 

5B 
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2.5. Submitting and Tracking Forms 

These forms are used for recording and tracking purposes only.  

2.5.1. Submit 

2.5.1.1. Consignment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To submit consignment order form, do the following: 

Go to REQUISITIONS AND ORDERS tab, choose Consignment Orders and click Submit 

Consignment Orders 

In the CONSIGNMENT ORDER REQUEST ENTRY, choose the date of preparation 

Indicate the requisition number 

Indicate the name of supplier/company  

Click the Select button. This will automatically load the address of the supplier 

Indicate to whom the item will be delivered to 

Enter the days of delivery 

Select the end-user who prepared the form 

Select item to request 

Choose the unit for the item to be requested 

Indicate the quantity 

Click the Add button to save changes or 

Click the Cancel button to cancel action 

Go to PURCHASE REQUEST LIST to double check the request. 

To make changes, click the Modify link in the ACTION column corresponding to item to be 

modified. Make necessary changes then click the Update button. To cancel the request, 

click the Remove link 

After checking, click the Submit button 

1 

2 

3 

4 

5 

6 

7 

8 

9 

1

0 
1

1 
12

A 

1

3 

12

B 

1

4 
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2.5.1.2. Donation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To submit donation form, do the following: 

Go to REQUISITIONS AND ORDERS tab, choose Donation Form and click Submit Donation 

Form 

In the DONATION FORM ENTRY, choose the date of preparation 

Indicate the requisition number 

Indicate the name of donor  

Indicate to whom the item will be donated to 

Indicate the receiving department 

Select item to request 

Choose the unit for the item to be requested 

Indicate the quantity 

Click the Add button to save changes or 

Click the Cancel button to cancel action 

Go to DONATION ENTRY LIST to double check the request. 

To make changes, click the Modify link in the ACTION column corresponding to item to be 

modified. Make necessary changes then click the Update button. To cancel the request, click the 

Remove link 

After checking, click the Submit button 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10

A 

1

1 

10

B 

1

2 
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2.5.1.3. Emergency Purchases 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To submit emergency purchase form, do the following: 

Go to REQUISITIONS AND ORDERS tab, choose Emergency Purchases and click Submit 

Emergency Purchases 

In the EMERGENCY PURCHASE FORM ENTRY, choose the date of preparation 

Indicate the requisition number 

Select item to request 

Select the department where items will be requested 

Choose the unit for the item to be requested 

Indicate the quantity 

Click the Add button to save changes or 

Click the Cancel button to cancel action 

Go to EMERGENCY PURCHASE ENTRY LIST to double check the request. 

To make changes, click the Modify link in the ACTION column corresponding to item to be 

modified. Make necessary changes then click the Update button. To cancel the request, click 

the Remove link 

After checking, click the Submit button 

1 

2 

3 

4 

5 

6 

7 

8

A 
8

B 
9 

1

0 
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2.5.1.4. Requisition and Issue 

Please see Section 2.6.1 

2.5.1.4. Purchase Request 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To purchase request form, do the following: 

Go to REQUISITIONS AND ORDERS tab, choose Purchase Request and click Submit 

Purchase Request 

In the PURCHASE REQUEST ENTRY form, choose the date of preparation 

Indicate the requisition number 

Indicate the SAI number 

Indicate the ALOBS number 

Indicate the stock number 

Select item to request 

Select the department where items will be requested to 

Choose the unit for the item to be requested 

Indicate the quantity 

Click the Add button to save changes or 

Click the Cancel button to cancel action 

Go to PURCHASE REQUEST LIST to double check the request. 

To make changes, click the Modify link in the ACTION column corresponding to item to be 

modified. Make necessary changes then click the Update button. To cancel the request, click the 

Remove link 

After checking, click the Submit button 

1 

2 

3 

4 

5 

6 

7 

8 

9 
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A 

1

2 
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B 

1

3 

1
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2.5.2. Track 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To track request form, do the 

following: 

Go to REQUISITIONS 

AND ORDERS tab, 

choose the applicable 

request form and click 

track request option 

For example:  

Consignment Orders > 

Track Consignment 

Orders  

Search for the request 

to be tracked or go to 

the list below the 

search form 

Click the PROCESS 

REQUEST link in the 

ACTION column 

Indicate the status by 

choosing from the 

following: 

 Submitted 

 In Progress 

 Partial 

Completed 

 Completed 

 Cancelled 

Click the Submit 

button to save changes 

or  

Click the Cancel 

button to cancel action 

1 

2 

3 

4 

5

A 

5

B 
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2.6. Creating Transactions 

2.6.1. Requesting Supplies 

The Submit Requisition and Issue Slip module is use for requesting 

supplies to other departments.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To double check the request before submitting, do the 

following: 

Go to REQUISITION LIST  

To make changes, click the Modify link in the 

ACTION column corresponding to item to be 

modified.  

Make necessary changes then click the Update 

button.  

To cancel the request, click the Remove link. 

To request supplies, follow these 

steps: 

Go to REQUISITIONS 

AND ORDERS tab, choose 

Requisition and Issue 

Slip and click Submit 

Requisition and Issue 

Slip 

Input the requisition 

number 

Choose an item to be 

requested 

Select a department where 

to send the request 

Choose a unit of 

measurement 

Indicate the quantity of 

item to be requested 

Indicate the purpose of 

request 

Click the Add button to 

save changes  

Click Cancel button to 

cancel the action 

Go to REQUISITION LIST 

Click the Submit button 

 Confirmation message will 

pop-up. Click Ok to 

proceed 
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2.6.1.1. Processing Request 

The Track Requisition and Issue Slip module is use for tracking and processing 

request from other departments. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To process request, follow these steps: 

Go to REQUISITIONS AND ORDERS tab, choose Requisition and Issue Slip and click 

Track Requisition and Issue Slip 

Go to TRACKING REQUISITION table and search for the request to be processed. You may 

also use the RIS TRACKING SEARCH by filling out the form and clicking the Search button. 

Click the PROCESS RIS BATCH link in the ACTION column. Another table will be displayed 

containing requests with the same RIS. 

Click the PROCESS REQUEST link corresponding to the request to be processed. The 

PROCESS REQUISITION ORDER form will display the details of request. 

Go to ITEMS ON STOCK list and choose where supplies will come from. Do this by clicking 

the SELECT link in the ACTION column corresponding to the item to be supplied 

Indicate the amount to be issued  

Click the Submit button to save changes  

Click the Cancel button to cancel action 
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2.6.2. Issuing Supplies 

Once the request is processed, create a record for issuance. 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

To issue items, do the 

following: 

Go to INVENTORY 

TRANSACTIONS tab 

and click the Issuance 

Entry/Posting 

In the ISSUANCE 

ENTRY form, enter the 

RIS Number 

Click the Select button 

beside the RIS number 

Choose the issuance 

date 

Click the Post Issuing 

Items button below 

the ISSUANCE LIST 

Confirmation message 

will pop-up. Click Ok to 

proceed 
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2.6.2.1. Patient Issuance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To issue item to a patient, do the following: 

Go to INVENTORY TRANSACTIONS tab and click the Patient Issuance Entry/Posting 

Select an item to be issued 

Click the Search button 

In the SEARCH RESULTS table, select the item to be issued by clicking the SELECT link in 

the ACTION column 

Indicate the amount to be issued 

Click the Assign button 

Use the PATIENT SEARCH OR 

Use the PATIENT ENTRY form 

Choose an issuance date 

Click the Post Issuing Items button 

1 

2 

3 

4 

5 

6 

7

A 
7

B 
8 

9 



37 | P a g e  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



38 | P a g e  
 

2.6.3. Receiving Supplies 

2.6.3.1. Wholesale 

This module is used to create record for receiving wholesale items. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To receive wholesale items, do the 

following: 

Go to INVENTORY 

TRANSACTIONS tab and click 

the Wholesale Receiving 

Entry/Posting 

In the WHOLESALE 

RECEIVING ENTRY form, 

indicate the P.O number 

Choose a P.O date 

Indicate the invoice number  

Choose an invoice date 

Indicate the P.R number  

Choose the receiving date 

Choose a supplier 

Choose a category 

Choose an end-user 

Indicate the ALOBS number 

Select the mode of 

procurement 

Click the Search Item Sets link 

1 
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1

 

Search for the item sets to be 

received  

Click the Add to List link in the 

ACTION column 

Close the form once all item 

sets are added 

In the ITEM SETS table, set 

the quantity  

Set the landed cost 

In the RECEIVING ENTRY 

LIST table, select the mode of 

procurement 

Set the expiration date 

Indicate the quantity 

Indicate landed price  

Indicate selling price 

Select location  

Select remarks for the items 

Click the Save button 

1

1

5 

1

1

1
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2
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2.6.3.2. Retail 

This module is used to create record for receiving retail items. There are two 

options in creating record for received retail items: 

Option 1:  

This option is used to receive items one at a time.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To receive items, do the following: 

Go to REQUISITIONS AND ORDERS tab, choose Requisition and Issue Slip and click 

Outgoing Requisition and Issue Slip 

Go to TRACKING REQUISITION table and search for the request to be processed. You may 

also use the RIS TRACKING SEARCH form by filling out the form and clicking the Search 

button 

Click the SET FOR RECEIVING link in the ACTION column corresponding to the request to 

be received 

Choose the receiving date 

Select the supplier 

Choose a category 

Select End-user 

Go to LIST OF ITEMS FOR RECEIVING table  

Indicate the expiration date and quantity of the items 

Indicate the landed cost and selling price then select a location and remarks 

Click the Save button 
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2.6.4. Returning Supplies 

2.6.4.1. From Issuance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To return items after issuance, 

do the following: 

Go to INVENTORY 

TRANSACTIONS tab 

and click the Return 

from Issuance 

Entry/Posting. 

In the RETURNS FOR 

ISSUANCE ENTRY 

form, search/enter the 

RIS number  

Click the Select button 

The reference number, 

issuance reference 

number, issued amount 

and recipient will be 

automatically loaded. 

Choose a return date 

Put remarks 

Check the RETURN 

FROM ISSUANCE LIST 

table. Remove items that 

will not be returned by 

clicking the Remove 

From The List link in 

the ACTION column. 

You can also set the 

quantity to be returned 

by clicking the quantity 

link and changing it to 

the desired value 

Click the Post Issuing 

Items Return button 
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2.6.4.2. From Receiving 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

 

 

  

 

 

 

 

 

To return items after receiving it, do the 

following: 

Go to INVENTORY 

TRANSACTIONS tab and click 

the Return from Receiving 

Entry/Posting. 

In the RETURNS FOR 

RECEIVING ENTRY form, 

enter/search the Invoice 

number  

Click the Search button option 

The P.O number, receiving 

reference number and supplier 

will be automatically loaded. 

Indicate the PR number 

Choose a return date 

Put remarks 

Click the Set for Receiving 

Return button or 

Click the Cancel button 

In the List of Items for 

Receiving Return table, select 

the item to be returned 

Enter all the details needed 

Click the Add To Receiving 

Return List button. Do step 8-

9 until all the items to be 

returned are added 

Click the Post Receiving 

Return Items button 
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2.6.5. Physical Count 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For counting, do the following: 

Go to INVENTORY 

TRANSACTIONS tab and 

click the Physical Count 

Entry. 

In the PHYSICAL COUNT 

ENTRY form, enter the 

barcode 

Click the Select button 

Choose a date by clicking the 

datepicker 

Select a location by clicking 

the Select Location drop-

down list 

Select rack by clicking the 

Select Rack drop-down list 

Select shelf by clicking the 

Select Shelve drop-down list 

Select bin by clicking the 

Select Bin drop-down list 

Choose an expiration date 

Indicate the quantity 

Select the user who verified 

the details 

Put remarks 

Click the Submit button to 

save changes  

Click the Cancel button to 

cancel the action 

1

3 

2

3 

3

3 
4

3 

5

3 

6

3 

7

3 

8

3 

9

3 
1

0
1

1

1

2
13

A3 

13

B3 



44 | P a g e  
 

2.6.6. Damaged/Disposed Item 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To create record for 

damage/disposed items, do the 

following: 

Go to INVENTORY 

TRANSACTIONS tab 

and click the 

Damage/Disposed 

Items Entry. 

In the DAMAGE AND 

DISPOSAL ENTRY 

form, enter the invoice 

number. 

Click the Search button 

The Reference number, 

P.O number, and amount 

will be loaded 

automatically. 

Choose a date by clicking 

the datepicker 

Put remarks 

Click the Submit button 

to save changes  

Click the Cancel button 

to cancel action 
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2.6.7. Item Usage 

 

  

 

 

 

 

 

  

 

 

 

 

 

 

To create record for item usage, do 

the following: 

Go to INVENTORY 

TRANSACTIONS tab and 

click the Item Usage 

Entry. 

In the ITEM USAGE 

ENTRY form, enter the 

issuance reference number 

Click the Select button 

The department, issued item, 

quantity and unit will be loaded 

automatically. 

Choose the date of 

preparation 

Indicate the usage quantity 

Choose the usage quantity 

unit by clicking the Select 

Usage Quantity Unit 

drop-down list 

Enter the hospital number 

Enter the case number 

Enter patient’s first name 

Enter patient’s last name 

Select the user who 

prepared the form 

Click the Add button to 

save changes 

Click the Cancel button to 

cancel action 
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2.6.8. Office Consumption 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

To create record for item 

usage, do the following: 

Go to INVENTORY 

TRANSACTIONS tab 

and click the Item 

Usage Entry. 

In the OFFICE 

CONSUMPTION 

ENTRY form, select 

an item 

Click the Search 

button 

In the SEARCH 

RESULTS table, click 

the SELECT link in 

the ISSUE 

QUANTITY column 

Indicate the quantity 

Click the Assign 

button 

In the 

CONSUMPTION 

ENTRY form, choose 

an issuance date 

Enter the first name 

Enter the last name 

Click the Post 

Issuing Items 

button 
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2.7. Viewing Reports 

Users may generate and print reports using the system. Go to REPORTS tab, choose the report to 

generate and fill in the required fields.  

2.7.1. Average User 

This form only requires user quantity and item classification to be able to generate the 

report.  

To view the report, do the following: 

1. Click the Select Quantity Option drop-down list and select a quantity option. 

 
 

2. Enter the desired quantity in the textbox beside the Select Quantity Option drop-

down list. 

 
 

 

3. Click the Select Item Classification Item drop-down list and select a classification. 

 



48 | P a g e  
 

4. Click the Show button.  

 

Once the report is generated, it will be displayed in the Search List below the 

Average Usage Report form. 

2.7.2. Item Transactions 

This option is composed of different reports related to item transaction. These are 

Receiving Report, Issuance Report, Report of Supplies and Materials Used, Inspection and 

Acceptance Report, Receiving Return Report, Issuance Return Report and 

Damaged/Disposed Items Report. 

2.7.2.1. Receiving  

This form requires the start and end date, item classification and description 

and the supplier to be able to generate the report. 

 

To view the report, do the following: 

1. Choose a start date by either entering the date (Format should be YYYY-

MM-DD) or clicking the date picker. 

Option 1: 
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Option 2: 

 

2. Choose end date by doing the given procedure above.  

3. Click the Select Item Classification drop-down list to select a 

classification. 

 
 

 

4. Click the Select Item drop-down list to select the description of the item. 
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5. Click the Select Supplier Name drop-down list to select the supplier.  

 
 

 

Note: No need to fill-in the Supplier Code text field. This is auto-

generated. 

 

6. Click the Show button.  

 
 

The generated report will be displayed in the Search List below the 

Receiving Report form. 
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2.7.2.2. Monthly Inventory 

This form requires the inventory date to be able to generate the report. 

 

To view the report, do the following: 

1. Choose a date by either entering the date (Format should be YYYY-MM-

DD) or clicking the datepicker. 

 
2. Click the Show button. 

 
 

2.7.2.3. Monthly Consumption 

This form requires the month and year to be able to generate the report. 
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To view the report, do the following: 

1. Select a month by clicking the Select Month drop-down list. 

 
2. Select a year by clicking the Select Year drop-down list. 

 
3. Click the Show button. 

 
 

2.7.2.4. Issuance  

This form requires the start and end date, item description and department to 

be able to generate the report. 

 

 

 

 

 



53 | P a g e  
 

To view the report, do the following: 

1.  Choose a start date by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

Option 1: 

 

Option 2: 

 

2. Choose end date by doing the given procedure above.  

3. Type the description. 
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4. Click the Select Department Name drop-down list to select a 

department. 

 
 

Note: No need to fill-in the Department Code text field. This is auto-

generated. 

5. Click the Show button. 

 
 

 

Once the report is generated, it will be displayed in the Search List below 

the Issuance Report form. 
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2.7.2.5. Supplies and Materials Used 

This form requires the start and end date and department to be able to 

generate the report. It may also proceed to generation of reports by selecting 

an RIS number. 

 

To view the report, do the following: 

1.  Choose a From Date by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

Option 1: 

 

Option 2: 
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2. Choose To Date by doing the given procedure above.  

3. Click the Select Department or Section drop-down list to select a 

department. 

 
 

4. Click the Proceed to print report button. 

 

Once the report is generated, it will be displayed on another window and 

the Print Settings window will also pop-up.  

2.7.2.6. Inspection and Acceptance 

This form requires the supplier name, P.O number and invoice number to be 

able to generate the report.  

  

To view the report, do the following: 

1. Click the Select Supplier Name drop-down list to select a supplier. 
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2. Select a P.O number. 

 
3. Select an invoice number. 

 
4. Click the Proceed to print report button. 

 
Once the report is generated, it will be displayed on another window and 

the Print Settings window will also pop-up. 
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2.7.2.7. Receiving Return 

  

To view the report, do the following: 

1.  Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 
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3. Input the barcode. 

 
4. Enter item description. 

 
5. Select supplier by clicking the Select Supplier Name drop-down list. 
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6. Click the Show button. 

 

2.7.2.8. Issuance Return  

 

To view the report, do the following: 

1.  Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 
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2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
3. Enter item description. 

 
4. Select department by clicking the Select Department Name drop-down 

list. 
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5. Click the Show button. 

 

5.1.1.1. Damaged/Disposed Items  

 

To view the report, do the following: 

1.  Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
 

 

 

 

 

 

 

 



63 | P a g e  
 

2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
3. Enter barcode. 

 
4. Enter item description. 

 
5. Select location by clicking the Select Location drop-down list. 
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6. Select classification by clicking the Select Classification drop-down list. 

 
7. Click the Show button. 

 
2.7.3. Physical Count 

This form requires date, item classification, description and location. 

To view the report, do the following: 

1. Indicate the year. 
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2. Input the barcode. 

 
3. Enter the item description. 
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4. Select item classification by clicking the Select Classification drop-down list. 

 
 

5. Select location by clicking the Select Location drop-down list. 
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6. Select rack by clicking the Select Rack drop-down list. 

 
7. Select shelve by clicking the Select Shelve drop-down list. 
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8. Select bin by clicking the Select Bin drop-down list. 

 
9. Click the Show button. 
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2.7.4. Item Classification  

To view the report, do the following: 

1. Select item classification by clicking the Select Classification drop-down list. 

 
2. Click the Show button. 

 

2.7.5. Item Inventory  

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-MM-DD) or 

clicking the datepicker. 
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2. Choose a Date End by either entering the date (Format should be YYYY-MM-DD) or 

clicking the datepicker. 

 
3. Input the barcode. 

 
 

4. Select item classification by clicking the Select Classification drop-down list. 
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5. Enter the item description. 

 
6. Click the Show button. 

 

2.7.6. Item Report 

2.7.6.1. Stock Card 

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 
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2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
 

3. Select item classification by clicking the Select Classification drop-

down list. 

 
 

 

4. Select an item by clicking the Select Item drop-down list. 
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5. Input the barcode. 

 
 

6. Enter the item description. 

 
7. Click the Show button. 
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2.7.6.2. Ledger Card 

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
 

2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 
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4. Select item classification by clicking the Select Classification drop-down 

list. 

 
 

5. Input the barcode. 

 
 

6. Enter the item description. 
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7. Click the Show button. 

 

2.7.6.3. Location Wise 

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
 

2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 
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3. Select location by clicking the Select Location drop-down list. 

 
 

4. Select rack by clicking the Select Rack drop-down list. 

 
 

5. Select shelve by clicking the Select Shelve drop-down list. 
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6. Select bin by clicking the Select Bin drop-down list. 

 
 

7. Click the Show button. 

 

2.7.6.4. Expiration Date Wise 

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 
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2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
3. Indicate the number of months. 

 
4. Check/uncheck the Show Expired Items Only option according to 

preference. 
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5. Input the barcode. 

 
6. Enter the item description. 

 
7. Click the Show button. 
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2.7.6.5. Item Departments 

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
 

3. Input the barcode. 

 
 

4. Enter the item description. 
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5. Click the Show button. 

 

2.7.6.6. Item Suppliers 

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
 

3. Input the barcode. 
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4. Enter the item description. 

 
 

5. Click the Show button. 

 

2.7.6.7. Supplier Items  

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 
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3. Select supplier by clicking the Select Supplier Name drop-down list. 

 
4. Click the Show button. 

 

2.7.6.8. Department Items 

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 
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3. Select supplier by clicking the Select Supplier Name drop-down list. 

 
4. Click the Show button. 

 

2.7.6.9. Items Location 

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 
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2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
 

3. Input the barcode. 

 
 

4. Enter the item description. 

 
 

5. Click the Show button. 
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2.7.6.10. Items Usage Entry 

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
 

3. Input the case number. 

 
 

 

 

 

 



88 | P a g e  
 

4. Enter the item description. 

 
 

5. Enter Patient’s first name. 

 
6. Enter Patient’s last name. 
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7. Click the Show button. 

 
2.7.7. Item Reorder 

This report has two types: Based on Physical Count and Based on AMU 

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-MM-DD) or 

clicking the datepicker. 

 
 

2. Choose a Date End by either entering the date (Format should be YYYY-MM-DD) or 

clicking the datepicker. 
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3. Input the year. 

 
 

4. Input barcode. 

 
 

5. Enter the item description. 
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6. Click the Show button. 

 

2.7.8. Sales Report  

2.7.8.1. Consignment Sales 

To view the report, do the following: 

1. Click the Select Supplier Name drop-down list and choose a supplier. 

 
2. Click the Show button. 

 
2.1.1.1. Supplier Sales 

To view the report, do the following: 

1. Choose a Date Start by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
 



92 | P a g e  
 

2. Choose a Date End by either entering the date (Format should be YYYY-

MM-DD) or clicking the datepicker. 

 
3. Click the Select Supplier Name drop-down list and choose a supplier. 

 
4. Click the Show button. 
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2.7.9. System Trail 

This report is use to track the user’s actions performed in the system. The form requires 

start and end date, user, process type and the module to be able to generate the report. 

To view the report, do the following: 

1. Choose a start and end date by either entering the date (Format should be YYYY-MM-

DD) or clicking the datepicker. 

 
2. Click the Select User drop-down list and select a user. 

 
3. Click the Select Process Type drop-down list and select a process type. 
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4. Select a module. 

 
5. Click the Show button.  

 
Once the report is generated, it will be displayed in the Search List below the 

SYSTEM TRAIL form. 

 

2.8. Printing Report 

To print the report, click the Print button after filling out the form. The generated report will be 

displayed on another window and the Print settings will pop-up. (Adjust the print settings according 

to your preference) 

 

 

 

 


