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According to the Directorate General of Family Planning (DGFP)’s logistics supply
procedure, the logistics supply or commodities flow (see Figure A) from the Central
Warehouse (CWH) to the Regional Warehouses (RWHSs) to the Upazila Stores. The
Upazila Stores distribute directly to both Family Welfare Centers (where Family
Welfare Visitors [FWVs] work) and Family Welfare Assistants (FWAs). From each of
these points, service providers distribute directly to the acceptors. Information flows
(see Figure B) back up through the system from the lowest level to the central level.
FWAs fill out an MIS Form 1, which describes service and logistics data for the
month, and submit the form manually to the Family Planning Inspector (FPI). An FPI
manages five to six FWAs. FPI aggregates the service and logistics data and
completes MIS Form 2, then submits the form manually to the Upazila Family
Planning Store. FWVs complete MIS Form 3 and submit it to the Upazila Family
Planning Store. In the Upazila Family Planning Store, the Store Keeper has to
coalesce all of the reports to generate the field portion of MIS Form 7B. In addition,
Store Keepers calculate their own stock position and produce the supply plan for
supplying commodities to FWAs, FWVs, etc. On average, each Store Keeper has to
work with 25-30 Forms to prepare Form 7B and the Supply Plan. Add to this the
uncertainty in availability, the system's tight timeline, and all of the other Store
Keepers’ responsibilities and it is clear that the Store Keeper finds it very difficult to
produce a quality report on schedule. Therefore, reducing effort at this level can have
a positive impact on the overall system's performance.

Commodities Flow

Transit
Store at Ctg
RWH

Upazila Store

FWA

Figure A
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(___ DGFP MIS Information Flow (Current) )

. s : ) I Web Based LMIS I

Legends: T

FWA: Family Welfare Assistant

FWWV: Family Welfare Visitor

SACMO: Sub Assistant Community Medical Officer
FPI: Family Planning Inspector

NGO: Non Government Office

RWH: Regional Ware House

DGFP: Directorate General of Family Planning

Uz: Upazila (sub-district)

MIS Form-7
{Logistics
data)

MIS Form-7B
{Logistics
data)

MIS Form-TB
(Logistics
data)

{
i
UzFF'Slure v

MIS Form-3 MIS Form-3. MIS Form-3.
{Logistics (Logistics (Logistics
data + data + data +
Service data) Service data) Service data)

From FPIs

From FWVs, SACMOs, NGOs

MIS Form-1 MIS Form-1

{Logistics

MIS Form-1

{Logistics (Logistics

data +
Service data)

data +
Service data)

data +
Service data)

Figure B

Considering the above condition, an Upazila Inventory Management System
(UIMS) has been developed to help the Upazila Family Planning Office, and
especially the Store Keeper, by greatly reducing the latter's workload. This
computerized system will maintain records for receipt and issue of commodities as
well as product stock, whose saved records include batch number, manufacturing
and expiry dates. In addition, the system can keep track of stock issued by the FEFO
(First Expiry First Out) method and stock adjustment (expiry, damage, return from
other facility, etc.). MIS forms 2 and 3 can be entered here. Finally, the system will
generate Form 7B and Supply Plan automatically. In addition, the stock balance of
commodities on any particular date can be determined at any time, as can a list of
SDPs, a facility’s transactions for a particular period, an item’s transactions for a
specific period, and dates when transactions took place, among others.

This software has been developed using Visual Basic 6 as the front-end tool,
Crystal Reports 8 as the report tool, and SQL Server 2000 as the database.
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Users and their Responsibilities
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This software will be used primarily by the Upazila Family Planning Assistant (UFPA),
the store (or whoever is in charge of it), and the Upazila Family Planning Officer
(UFPO) (or whoever is in charge). Their respective tasks are as follows:

UFPO: The system administrator of this software, the UFPO is responsible for the
following tasks:
1. Add new employees to the system with required permissions.
2. Add/delete/modify any new/existing Union or SDP to/from the system.
3. Add/delete/modify items to/from the Supply Plan; Forms 2, 3, and 7B; and
employee designation.
4. Ensure the Store Keeper makes daily backups and keeps them in a safe
place, e.g., on a pen drive/flash drive.
5. Ensure the software works smoothly in the upazila.

UFPA, store: The software is designed and developed to reduce the workload of this
main user of the software. This person’s primary responsibilities are as follow:

Enter MIS Form-2 and 3 accurately.

Issue/receive commodities to/from the SDPs/RWHs and print invoices.

Print Form 7B and the Supply Plan.

Print Stock Balance Report as required.

Make backups daily and keep them in a safe place, e.g., on a pen drive/flash
drive .

Inform the UFPO about any problems with the software.

arwNPE

o

An Upazila Store Inside an Upazila Store
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Chapter 1

How to Operate the UIMS
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1.1. How to start UIMS

Double-click on the UIMS icon in your desktop, or
Select Start > Programs > UIMS > UIMS from the taskbar to run UIMS.
The following screen appears:

i, LJIMS Login

Uszer ID: MW rf

Pazzword:

1xxxxxxxx

] | Cancel |

= Type your User ID and Password in the appropriate boxes and press <Enter> or
click on OK.

= |f your User ID and Password are correct, the UIMS main form will be visible.

= At the bottom left of the main form, you will see your User ID and Name.

EEE

File Parameters Invoice Field Stock Administration Help

T UIMS

Upazila Inventory Management System for DGFP

@ USAID|DELIVER PROJECT

User: ADMINISTRATOR | Friday, August 0, 2008 | ogzaFm |

1.2. How to exit UIMS

= Select File > Exit from main menu bar, or
= Click on the topmost right X button to exit UIMS.
Note: Before you exit, make sure no forms are open.

Page 12 of 119



UIMS User Guide

1.3. How to log out

After your work is done and you temporarily want to suspend working with UIMS but
do not want to Exit, then you should log out. This makes sure that another person
cannot use UIMS without your permission when you are out. To log out from UIMS,
select Administration > Logout from main menu bar.

File Parameters Inwoice Field Stock BfsligEEEsy

Logauk:
Zhange Passward. .,

Emplovees...

If you want to resume your work after logging out, log in again from Administration >
Login menu.

1.4. User permissions in Forms

Based on the permissions set by the Administrator, UIMS users are allowed to
access only certain parts of the software. The Administrator uses three types of
permissions to access the forms:
= Edit: Users with edit permission on any form are able to enter new data,
edit data, delete data, and print in the specific form.
=  View: Users with view permission will only be able to browse the data in
the form but will not be able to edit. A typical form opened by a user with
View access only appears below:

=¥ Item List {Read Only)

tem Group v
Itemz in Group: 715
| Itemn Code [tern Name initial Sh:nci( initial Sh:ncii Lini.t #
[Usable] [Unuzable) =
~CCa00l WSZ CLIEMT DETAILED INFORMATION ... pcs
_CCa00z W3 REGISTER pcs
| CC5003 WSiZ OPERATION SURGEOM FEE RECETY... pad
| CC5004 WS CLIEMT DISCHARGE CARD pcs
CC5005 WSiZ CLIEMT PAYMENT RECEIVED FORM pad
CCS006 W3iZ CLIEMT REFERRAL FEE RECEIVED F... pad
| CCs007 TUBECTOMY WASECTOMY CLIEMT AST. ... pad
CC5005 IUC CLIEMT PAYMENT REGISTER book,
~DCs009 IUD CLIEMT COMSENT FORM pad
S CCs0in IUD INSERTION FEE pad L
Sot By |ltem Code j
: K| B | | e
Mty Save | Delete | Lobwise | Search | Close
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= No permission: If a user does not have Edit or View permission on any
form and tries to open the form, the following error message appears:

“!Lr) You do nak have permission ko open this Form

e |

1.5. How to change your Password

Every user has a User ID and Password provided by the Administrator. For security
reasons, users can change their password at any time.

| Change Password

lzer Hame |

Md. Mahbur Bahman

ey

0ld Pazsword

PR

Mew Pagzword

PR

Confirmn Pazzwaord

Cancel

= Select Administration > Change Password from menu.

= Change Password form will be visible.

=  The User Name box will show your logon user name.

= Provide your current password in Old Password box.

= Now enter the new password you want to use in the New Password and
Confirm Password boxes.

= Click on OK to continue.

To check that the new password is in effect, log on again from Administration > Login
dialog box.

1.6. Form elements and general editing guidelines

A typical entry form can be divided into three specific areas:

= Block A: This block generally consists of a list of IDs or names from which users
can select a specific record to view its details.

= Block B: The data entry fields of a record make up this block.

= Block C: This block consists of a number of buttons to enter, edit, delete, and
print the records.
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Here is a list of common command buttons seen in UIMS:

b #
Mew

il

Save

¥R

Delete

[&

Presiew

e

Close

Insert a new record of any type
Save the current editing

Delete the current record in a form
Preview a report before printing

Close any data entry form
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Chapter 2

Parameters
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2.1. Item Groups

=k Item Groups

Item Groups | CONTRACEPTIVE

Total ltem Groups: 8

Group Code |EEIN |

Group Name [CONTRACEPTIVE |

v | M| ® | @ ge
Mew Save | Delete |Preview | Items | Close

Store commodities are classified into a number of groups. Each group has a unique
Group Code and a descriptive Group Name. Normally, Group Codes are three
characters in length and abbreviated from their descriptive name.

2.1.1. View Item Groups

= Run UIMS.
= Select Parameters > Item Groups from menu.
= The Item Groups form appears.

2.1.2. General description of Item Groups form

ok Item Groups - |EI|5|

G Item Groups -

Total ltem Groups: 8

Group Code |EEIN |

Group Name [CONTRACEFTIVE |

0 W@ B | e

T Save | Delete |Preview | Items | Close

This form is used to edit, create, delete, and print Item Groups. Controls in the form
are grouped into three blocks:
A. Item Groups: Shows a list of current Iltem Groups in database; a label
below shows the total number.
B. Entry Fields: To describe a group, two fields are required.
= Group Code—A three-digit alphanumeric code that can represent the
group.
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= Group Name—A descriptive name for the group.
Both of these fields are compulsory.
C. Command Buttons: Buttons available to manipulate Item Groups.
2.1.3. View information about a specific group

= Select the group you want to view from Item Groups list.
= Group Code and Group Name of the corresponding group will be shown.

2.1.4. Enter a new group

=  Click on N:l in the command buttons block, and the following form appears:
o = 4

Item Groups | CONTRACEPTIVE ¢
Total ltem Groups: 8

Group Code | |

Group Hame | |

e | W [ % | & e
Ty Save | Delete |Preview | Items | Close

= Enter a three-character Group Code.
= Enter a descriptive Group Name.

Il

Item Groups | CONTRACERTIVE v

Tatal ltem Groups: 8

Group Code |K|T |

Group Name [KITS & EQUIPMENTS |

b | EW | K| [& i
Tt Save | Delete |Prewiew | Items | Close

= Click on il

Save
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= Your new group name is visible in the Item Groups list.

i

Itern Groups | KITS AND EQUIPMENTS

Total ltem Groups: 8

Group Code |K|T |

Group Name [KITS AND EQUIPMENTS |

7.8

Delete

Ikems

bl

Save

b
MNew

[&

Preview

e

Close

= |f your new group code matches that of an existing group, an error message is
shown. Change the group code and click on Save again.

= |f the new group name conflicts with an existing group, an error message is
shown. Change the group name and click on Save again.

= |f you want to cancel the new Item Group entry, press Esc during editing to undo.

2.1.5. Edit an existing group

= Select the group you want to edit from Item Groups list.

= Change the Group Code or Group Name field as needed.

= When done with editing, click on Save.

= |f your group code matches an existing group, then an error message is shown.
Change the group code and click on Save again.

= |f the new group name conflicts with an existing group, an error message is
shown. Change the group name and click on Save again.

= |f you want to cancel the current editing, press Esc to undo the changes.

= |tis only possible to change a Group Code when there are no items under the

group.
2.1.6. Delete an existing group

= Select the group you want to remove from Item Groups list.
K

Delete

Click on , and a confirmation dialog box appears:

P

7
“_...:/J Do vou really wank ko delete the selected Group?

w | ]

= Click on Yes if you really want to delete the group.
= You will not be able to delete groups that have items under them.
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2.1.7. Print Iltem Groups

= Click on Pre%aw to view a printable list of tem Groups.

W UIMS - [Report - Item Groups]
EFHE Parameters Inwoice Field Stock  Administration  Help

X 4 4 Tof1 oM oe | &&&|0x ]| Toas  100x 9of 9

Upazila Family Planning Office
Sherpur, Bogra

Item Groups
Group Code Group Name
CCS Clinical Contraception Service Delivery Programme
Com COmMMON MEDICINE
GO CONTRACEPTIVE
IEM IEM & OTHER MATERIAL
[¥]n] MERS
KIT KITS AND EQUIPMENTS
MCH MCHMEDICIME & REQ.
8TR STERILIZATIOMN MRS
YEH WEHICLE
Total Groups: 9

= Click on the printer icon. The print dialog box appears:

Printer: System Printer [HP Lagzer) et 1200 g
Seriez PCL] _

Print Range

Cancel |
e
i I 15:
 Pages Copiez:

¥ Collate Copies

Fram: I 1 Tao I

= Provide Print Range, Copies and click on OK. If you want to print only one copy
of the whole report, then click on OK.
= After printing, click on the leftmost X button to close the preview window.

& UIMS - [Report - Iltem Groups]

@ File Parameters Invoice Field Stock £

X 4 4 1of1 P M o= |

2.1.8. View items under each group
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= Select the group from Item Groups list.

ER
*= Clickon | y.ns tosee the items under the selected group.
N Item Groups = =] |
Item Groups | KITS AND EQUIPMENTS -l
Total ltem Groups: 8
¥ Item List P =] 3
Group Code  [KIT = =10l
Item Group | KITS AMD EQUIPMENTS i
Group Name  |KITS aND EQUI X
Items in Group: 82
Itern Code: Itern Mame | Iriitial Stock Initial Stock | Uit E
[Uzable] [Unuzable]
23 ] 7.3 & — . :
Mew Save | Delete |Previc KIT002 FWC KITS L] kit

KITOOS MCH KITS 7E89 kit
KITOD4 TUBECTOMY KITS a1l kit
KITOOS WASECTOMY KITS 436 kit
KITOO& MSY KITS 1,661 kit
KITOO? TEA KITS (TEA PROJECT) kit
KITOOS BLEEDING KITS 19 kit
KITOO9 DELIVERY KITS kit
KITO1O D& CKITS kit

KITO11 MIDWIFERY KITS 1,990 kit LI

| | e
Mew Save | Delete | Lotwise | Close

2.1.9. Close Item Groups form
[+
= Clickon tlese | to exit the Item Groups form.
= You can also exit by clicking on the X button at the top right of the form.
= |f you have unsaved groups when you attempt to exit, you will be informed that
your changes will be lost if you exit:

L ]

‘:) You have changes which will be lost iF vou Close now,

Do wou really want ko close the Form and discard changess

Yes Mo

= Click on Yes if you want to exit without saving. Click on No if you don’t want to
close the form at this time.
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2.2. Item List

% [tem List E|E|@
e Group :
Iterns in Group: 841
Item Code |tem Mame Initial Stock Imitial Stock. | Unit -
[U=ahle) [Unuzahle]
COMant ACITIC ACID hiattle
ComMao2 ADHESIVE TAPE - 3" roll
COoMan3 AMBL BAG 854 nos,
COMO04 APPROM UTILITY a5 pcs
COMans APRONE PLASTIC pcs
COMO0E E.P. MACZHIME 5,497 nos,
ComMan? CAP, AMPTCILLIM capsule
COMO0E FORCEP OBSTRETIC pcs
ComMaoe 1M1, ERGOMATRIME amp.
CoMO10 IMI, HYDROCORTISON amp. w
sotBy | lkem Code ﬂ
=% K b R
Tew Save | Delete | Lotwise | Search | Close

Store commodities are classified into a number of groups. Every item has a distinct
Item Code in the form of XXXYYY, where XXX is the Group Code and YYY is a

sequence number. Every item has a distinct Item Name.
2.2.1. View Item List

=  Run UIMS.
= Select Parameters > Item List from menu.
= The Item List form is displayed.

= Run UIMS.

= Select Parameters > Iltem Group from menu.

=  Select an Item Group.

= Click on Items button to view the items of the specific group.
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2.2.2. General description of Item List form

=¥ Item List E“El@

Item Group ﬂ
Itemsz in Group: 841

Itern Code Itern Mame ‘ Iitial Stack | Initial Stack | Unit ‘ ~
[Uzable] [Uruzable] L
COMOo01 ACITIC ACID bottle
COoMonz ADHESIVE TAFE - 3" roll
COMO0s AMBL BAG o G4 5 nos,
COMo0 APPROM LTILITY 95 pcs
COMO0s APROME PLASTIC pcs
COMO0& E.P. MACHINE 5,497 nas.
COMOOT CAP, 8MPTCILLIM capsule
COMO0S FORCER QBSTRETIC pcs
COMone IM1, ERGOMATRIMNE arnp.
CoMo10 IM1, HYDROCORTISON amp. w
SortBy  |ltem Code =
o be | W WK d e
T Save | Delete | Lotwise | Search | Close

This form is used to edit, create, delete, and print items. Controls in this form are
grouped into three blocks:
A. Item Group: Shows a list of current Item Groups in the database. A label
below shows the total number of items in the selected group.
B. List of Items: Shows details about every item in the selected group. To
describe an item, five fields are required.
= |tem Code: A unique six-digit code that can be used to identify the
item. The code is generated automatically, but you can change it if
you wish.
= |tem Name: A descriptive name for the item.
= [nitial Stock (Usable): Initial stock that is available when we include
the item in the inventory system.
= [nitial Stock (Unusable): Initial unusable quantity of the item.
= Unit: Unit of measurement of the item.
Item Code, Item Name, and Unit fields are compulsory. Items can be
sorted in the list by Item Code or Item Name, which is done through Sort
By combo selection.
C. Command Buttons: Buttons available to manipulate Item List.

2.2.3. Search and find an item

i
= Click on| szzch |INn the command buttons Block C.

= A new dialog box appears asking you to give the name of the item to search. You
can provide partial Item Name.
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Search ltems @

Enter [tern Mame to Search:
Cancel

[MACHIME

= After you provide the Item Name, click on OK.
= |tems that match the search text are displayed in the list.

=¥ [tem List
Itemn Group | (ALLY -
Items in Group: [Filtered]: 13
Itern Code Item Mame Initial Stock Imitial Stock | Uit ~
[U=zable] [Unuzable]
CoMO0G B.P. MACHINE 5,497 nos,
IEMO47 DUPLICATING MACHINE nos,
IEMO4E BATTERY CHARGER MACZHINE z2 nos,
KITOL19 SUCCERSSIICTION MATHINE (ELECTRICT) 157 nos,
KITO3S0 AUTOCLAYE MACHINE nos,
KITOED SUCCER MACHIME (FOOT DRIVE) =] nos,
MCHOGS PANASONIC FASCIMILE MACHIMNE (Fax ) nos,
MCHOGS HIC HPE MAMNUAL PUMCH MACHIME [Mone]
MCHOSS AMNESTHESIA MACHIMNE 7 nos,
MCHLT7O MOMOMETER FOR AMESTHESIA MACZHINE 1 pcs Lv3
SortBy: | ltem Code -
br " MR
el Save | Delete | Lobwise | Show All | Close

= To see all of the items again, click on i
Shaw All

2.2.4. View information about a specific item

= Select the group of the item from Item Group list.

= All the items under the group will be shown in the middle list.

= Scroll through the list to find the item you are looking for.

2.2.5. View Lotwise information about a specific item

= Select the item for which you want to view Lotwise information.

= Click on Lotwise in the command button block, and the following dialog box
appears:
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Item Group | CONTRACEPTIVE
Itemns in Group: 17
ltern Code | Item Name Iritial Stock | Iritial Stack | Uit ﬁ
| [Uzable=] [Unusable]
21 COMDOoL ZOMNDOM 3,035,600 pcs
| :CON002 w| | otwise Initial Quantity
| S CoMo03 :
ZOMNOD4 |
| m conoos Item Code  [CONOOT Item Name [CONDOM |
| o comoar Barcode Lat Mo | Ifg. D ate ‘ Expim D ate ‘ Init. Lok I.T!ty| IFLIItntI e
| D COMDDE I
| =l coMong b CONOD10000001110 30112010
| 4 conoto || ¥ ©OMO010000001010 01/10/2010
; » CONOD10000000910 01/09/2010
» CONOD10000000E10 01/08/2010
» CONOD10000000610
&
» CONOD10000000110
b CONOD10000000105 :
£ - 3
Total Lots: 12 Total | ' 3,035,600

b | B WK | e
Mew | Save | Delete | Close |

2.2.6. Enter a new item

Click on frc F* e command buttons block, and the following form appears:
Mew

o Item List + o ] B
|tem Group | EITS AMD EQUIPMEMTS i
Itemnsz in Group: 82
Itern Code Itermn Name Initial Stock Initial Stock | Unit ;I
[Uzable] [Unuzable]
KITOES GASKET 926 sets
KITCE HOSPITAL EQUIPMENT KITS (REPACKIMNG) kit
KITOSS REFRIGERATOR (ELECTROLUY REE4DD) sets
KITOSE VEDIO CASET PLAYER AMD OTHERS [Mone]
KITOS? IJD STERILIZER DRUM 910 kit
KITOSS IUD STERILIZER KIT {EPI S¥. RACK) 2,386 kit
KITO90 PIM IMNDER ADCOPTER FOR Oy GEM CYLL. . nos.
KITO91 COMBIMED STR. KITS 12 kit
KITO9Z IUD KIT 7,370 et
[kiTogz | | | | | =
b | B | MK Ni*
Mew Save | Delete | Lotwise | Close

= The Item Code, which is generated automatically, consists of the group code and
a number that is one greater than the maximum item code in the group. But you
can change the Iltem Code to another Code that is not yet present in database.
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Enter the name of the item.
If the item has initial stock in the inventory, then enter both Usable and Unusable

guantity.
Enter measurement unit of the item.
28 Item List * o ] 1
Item Group | KITS AMD EQUIPMEMTS -
Iterns in Group: 82
Item Code Item Mame Initial Stock. Initial Stock | Unit ﬂ
[U=able] [Unugable)
KITOSS GASKET 926 sets
KITOS4 HOSPITAL EQUIPMENT KITS (REPACKING) kit
KITOSS REFRIGERATOR (ELECTROLUY REE400) sets
KITOSE VEDIO CASET PLAYER AMD OTHERS [Mone]
KITOS? IJD STERILIZER DRUM 910 kit
KITOSS IUD STERILIZER KIT (EPI 5%, RACK) 2,386 kit
KITO90 PIM IMDER ADCOPTER FOR Oy GEM CYLL. . nos.
KITO91 COMBINED STR. KITS 12 kit
KITO9Z IJD KIT 7,370 sets
KITO92  |MSRKIT | | .- -
bt B o i
Mew Save | Delete | Lotwise | Close
e
Clickon s,= |, and your new item is highlighted in the list:
Bremi i
Item Group | KITS AMD EQUIPMENTS d
Iterns in Group: 82
Item Code Itern Mame Initial Stock Initial Stock | Lnit ;I
[Uzable] [Unuzakle]
KITOS3 EASKET 926 seks
KITOS4 HOSPITAL EQUIPMENT KITS (REPACKING) kit
KITOSS REFRIGERATOR (ELECTROLLE REE400) seks
KITOS6 WEDIO CASET PLAYER. AND OTHERS [rone]
KITOS? 1D STERILIZER DRUM 910 kit
KITOSS IUD STERILIZER KIT (EPI 9%, RACK) 2,386 kit
KITOS0 PIM INDEX ADOPTER FOR, ORYGEM CYLIL.. nos.
KITO91 COMBIMED STR. KITS 12 kit
KITO9Z IUD EIT 7,370 seks
KITOZ3 MSR KIT kit =
b e W 1+
Tew Save | Delete [iLobwisei Close

If the new item name conflicts with an existing item name, then an error message
will be shown. Change the item name and try saving again.
If you want to cancel the new item entry, press Esc during editing to undo.
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2.2.7. Edit an existing item

= Select the group under which the item is listed.

= Change the Item Name, Initial Usable Stock, Initial Unusable Stock, and/or Unit
fields as required.

= When done with editing, click on Save.

= |f the new item name conflicts with an existing item, then an error message will be
shown. Change the item name and try saving again.

= |f you want to cancel the current editing, press Esc to undo the changes.

2.2.8. Delete an existing item
= Select the item you want to remove from Item list.

. 7.8 , . .
* Clickon pgee - and a confirmation dialog box appears:

? ?
“:r) Do you really wank b0 delete the selected kem?

Yes R ‘

= Click on Yes if you really want to delete the item.
= You will not be able to delete items that have transactions (have been
received/issued in the past).

2.2.9. Close Item List form

-
= Clickon e | to exit the Item List form.

= You can also exit by clicking on the X button at the top right of the form.
= |f you have any unsaved item during exit, you will be informed that your changes
will be lost if you exit.

P | You have changes which will be lost F vou Close now,
"H-'i/, Do vou really wank ko close the Form and discard changes?

Yes Mo

= Click on Yes if you do want to exit without saving. Click on No, if you don't want to
close the form at this time.
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Chapter 3

Invoice
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3.1. Local Purchase

2% Local Purchase

g oo Purchase Basic Info lSearch Eriteria] Filter Criteria]
InvoiceNo. [ | ARG |
Receive Date I:I Local Purchase Invoice Mo l:l
Received By | * | Local Purchase Invoice Date |:|
O
Tatal Invoize [Filkered] : 0
Item | Received Qty‘ Unit Lot Mo | kfg. Date ‘ Expiry D ate
b B Tatal lterms | 0
Group By
. P4 . SR IRE: z | N
Inwoice No > T Save Undo | Delete | Preview | Update | Close

When items are received from suppliers, they are logged into the system. This form
is used when items are received from external supplier. ltem quantities entered here
add up to the total stock. This form is used to enter new receive invoices, edit, or
print or delete old invoices.

3.1.1. Open Local Purchase form

= Run UIMS.

= Select Invoice > Local Purchase from menu.
= The Local Purchase form is displayed.

3.1.2. General description of Receive Invoice form

=% | ocal Purchase

=1 7o Local Purchase Eazic Info |Search Eriteria] Filter Eriteria]
» 8

b1 Invoice No. l:l Squhe'l' Ll |
Receive Date Local Purchase Invoice No l:l

A Received By = Prokash | Local Purchase Invoice Date l:l

TorartAvoice [Filtered) |

fitem Heceiveci Qt_l,l Llnitl i_ot .Nlo Mfﬁ. Date E;-:pill_l,l Date
| BED SHEET 500 pcs
= 1ML, DISPOSABLE SYRIMNGE 2,000 pcs
| 2ML, DISPOSABLE SYRIMGE ‘ 400 pcs
r¥ | WK Total Tterms 3
i Group By
Invoice Mo - 5 . & | ! EL
Tew Save | Ul Delete |Preview | Update | Close
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This form is used to edit, create, delete, and print Receive Invoices. Controls in the
form are grouped into four blocks:

A. Invoice List: Invoices can be listed grouped by Invoice No. or Invoice
Date. A label shows the total number.
B. Invoice Entry Fields: To describe an invoice, six fields are required.
= |nvoice No.—A unique sequence to represent the invoice
= Receive Date—Date goods are received
= Received By—Name of receiving officer
= Supplier—Name of supplier
= Local Purchase Invoice No.—Voucher number of local supplier
= Local Purchase Invoice Date—Date of local supplier voucher
First four fields are compulsory.
C. Invoice Items Entry Fields: Invoices consist of line items, with one line for
every item received. Every line has the following eight fields:
= |[tem—Name of item received
= Unit—Unit of measurement of item
= Lot No.—Lot number of the received goods
= Mfg. Date—Manufacturing date of the received goods
= Received Qty.—Total quantity of received goods
= Expiry Date—Date of expiry of received goods
Item and Received Qty. are compulsory; Unit field is shown
automatically; and all other fields are optional.
D. Command Buttons: Buttons available to manipulate the Invoices

3.1.3. View information about a specific invoice

2% Local Purchaze =4 | ocal Purchase
= #' Receboe Invoice =7 Receive Invoice
ko4 1) 18f0zfa00s
v H =2 ooefz00s
2 i ko4
¥ 1 v B
(20 12012008

Total Invwoice [Filkered]: 4 TatalInvoice [Fikered] - 4
Itesn Iem

HYPO SYRINGE (20 C0) | 1 HEO SYRINGE (20 CC)
HYPO SYRIMGE (100 CC) HYPO SYRINGE (10:CC)

b M_i bﬂﬁ(
~GroupBy———————— — Group By
[Irveice Mo = |Recsive Dale =

Select the invoice to view from the tree-like list in Block A. Invoices can be
grouped in two ways: the Group By combo box, which allows you to search by
Invoice No. or by Receive Date.

After an invoice number is selected, corresponding information is shown in blocks
B and C.

At any time a patrtial list of invoices is shown based on the Filter Criteria. Only
invoices that fall between Start Date and End Date are listed. You can change the
dates and click on Filter to list fewer or more invoices.
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ok Receive Invoice

Elﬁ Receive Invoice Easiclnfnl Search Criteria  Filter Criteria |
b 4

@ Start Date [ 18/11/2004
-
1 ErdDate [ 16/02/2005

Total Invoice [Filtered] : 4

3.1.4. Enter anew invoice

Click on , ~ the command buttons block, and the following form appears:
*

Mew
2% [ ocal Purciase

=73 Lacal Purchase B asic Info ] Search Eriteria] Filter Eriterial
b2
Receive Date | 03/01/2008 Local Purchase Invoice Mo [ |
Received By 'Sree Prokash Chandra § v_-' Local Purchase Invoice Date I:I
] updated

Tatal Invoice [Filtered] : 2

[ [kem | .F.Iéc:e-i.ved -Qt_l,l|-t|.n.i-t .I._o.t .P:l.o | Mfg Date -EHp.i-l_',' D-ate |

bk | FE Total ltems 0

— Group By - T

e ] Mew | Save . Unda | Delete _Préviéw. Upd'ate [ ot

= The Invoice No. is generated automatically.

= Receive Date shows current date, which you can change if necessary.

= Select the employee who is receiving the goods.

= Enter the supplier name.

= Provide Invoice No. and date from local supplier’'s invoices (not compulsory).

= Clickon W& |, and your new Invoice No. is visible in the invoice list.
Save
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=¥ Local Purchase

=7t Local Purchase Basic Info 1 Search Criteria1 Filker Eriterial
v B - i
: 212 Invoice No. Supplier || anata Traders |
Receive Date 03/01 /2008 Local Purchase Invoice Na I:I
Received By [Sree Prokash Chandra S« | Local Purchase Invoice Date I:I
O
Taotal Invoize [Filkered] : 3
[ 1tem | Received Bt_l,l Urit | Lot Mo IMfg Date Elr:pir'_l,J Date |
i KK Total lkems il
i~ Group By B }
T b | My o | | | R
Lt GIEE S = Mew Save | Undo | Delete |Preview | Update | Close

= |f you want to cancel the new invoice entry, press Esc during editing to undo.

3.1.5. Invoice ltems Entry

=  Click on in the command buttons block, and the following form appears:

2% [ ocal Purchase +

[= 4% Local Purchase Basic Info ]Search Eriteria] Filter Eriteria]
b3 :
: f Invoice No. Supplier |Janata Traders |
Receive Date 03/01/2008 Local Purchase Invoice Mo I:I
Received By _.SIBB Prokash Chandra 5 Local Purchase Invoice D ate I:I
O
Total Irvoice (Filtered) : 3
Iterm ‘ Received Gty| Unit | Lat Mo ‘ tfg. Date Expiry D ate ‘
b | FE Total ltems 1]
i~ Group By 1 3 ;
= =Y | R & | ¥ .
Mew Save | Undo | Delete |Preview | Update | Closs

= Select an item name from Item combo box.
= Unit field is filled automatically.
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= Enter Lot No., Mfg. Date, Received Qty., and Expiry Date fields.

=¥ Local Purchase *

=17 Local Purchase Basic Info l Search Criteria | Filter Criteria |
| 1
: f hveice ML Supplier |Janata Traders |:
Receive Date 0301 /2008 Local Purchaze Invoice Na I:I
Received By Sree Prokash Chandra 5 = Local Purchase lnvoice D ate I:I:
O
Tatal Invoice [Filtered) : 3
[ [tern ‘ F!écéived .Q-ty Llnlt i_ot“Nn | Mfg [-).ate E:-tpir} ba-le ‘
U1 {1ML, DISPOSABLE SYRINGE = || 10000
b | B Total ltems | o
- Group By ;
H ﬂ‘g L Il Yf f 18
Mew Save Undo | Delete |Preview | Update = Close

= Clickon ]

Save

=% Local Purchase

=173 Local Purchase Basic Info ] Search Cliteria] Filter Eriteriai
b 3 - -

: ? Invoice Mo. Supplier (| anata Traders |
Receive Date 03/01/2008 Local Furchaze Invoice Mo I:l

Received By |Sres Prokash Chandra 5 = Local Purchase Invoice Date I:l

O Update:
Total lrveoice [Filkered) ; 3
Item ‘ Received Oty Unit Lat Mo ‘ tfg. Date Expiry Date |
| 1ML, DISPOSABLE SYRIMGE 1,000 pcs
[ . KK Tatal ltems 1
i~ Group By T ] | | i
]ﬁ. (23 wd el 7.8 | e
.nvoce g e MNew Sawve | Undo | Delste |Preview || | Close

Page 33 of 119



UIMS User Guide

3.1.6. Updating the Stock

Entering a new invoice does not update current stock position automatically. After the
invoice entry is complete, click on UPDATE to recalculate the balance of items from
the current invoice.

Note: After the invoice figures are updated to stock, the invoice will be locked,
and you will not be allowed to change any figure.

. ) . . .
= Click on 0 d?’t , and a confirmation dialog box appears.
. padate . . .
= Click on Tesryou are sure the invoice figures are correct.

= A confirmation dialog box shows the number of items for which stock was
updated.

3.1.7. Edit an existing invoice

= Select the invoice you want to edit from the list of invoices.

= Change the fields as necessary.

=  When done with editing, click on Save.

= |f you want to cancel the current editing, press Esc to undo the changes.

3.1.8. Delete an existing invoice

= Select the invnice you want to remove from invoices list.
W

* Clickon DPelete | and a confirmation dialog box appears:

‘?/ Do you really want bo defete the selected Invoice?

a5 | No I

= Click on Yes if you really want to delete the invoice.
= You will not be able to delete an invoice that has items under it. First delete the
items and then delete the invoice.

3.1.9. Edit an existing invoice item

Item ‘ Received EJt_I.J‘ Lnit

Lot Mo ‘Mfg. Date

Expiry Date ‘

STEEL TRUMEK -

= Select the invoice item you want to edit from the items list in Block C.

[tem ‘ Feceiwved Oty | Unit

Lot Mo ‘ kfg. Date

Expire D ate ‘

STEEL TRUMK - 000

= Press F2 or click on any field to start editing.
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[tem ‘ Received Oty | Unit

Lot Mo ‘ kfg. Date

Expiry D ate ‘

STEEL TRUMK §,000 pcs

= Change the fields as necessary.
= When done with editing, click on Save.
= |f you want to cancel the current editing, press Esc to undo the changes.

3.1.10. Delete an invoice item

= Select the invoice item you want to edit from the items list in block C.

=  Click on , and a confirmation dialog box appears:

I’

Do you really want o delebe the selected Invoice Item?

= Click on Yes if you really want to delete the invoice item.
3.1.11. Search a Receive Invoice

= Click on Search Criteria tab to find a specific invoice.

¥ Receive Invoice

Bt Receive Invoice Basic Infa  Search Criteria | Filter Eriterial
-3 16/02/2005
&-1 01/0zjz005

- 12/01j2005 Flezaie [rene o

= Enter the invoice no you want to find in ‘Receive Invoice No.’ box.
= Click on FIND to start searching.
= [f the invoice is found then it will display as selected.

ok Receive Invoice

El*jf Receive Invoice Easmlnfal Search Eriterial Filter Eriterial
- 16/02(2005
EHZ 01022005 Invoice No.
PR Receive Date [ 01/02/2005
H B } 3
D 12/01/2005 Received By |H. M. &zaduzzaman
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3.1.12. Print Receive Invoice

= Click on Freview | to preview the invoice.

= Click on the printer icon, and The print dialog box appears.

= Optionally provide Print Range, Copies and click on OK. If you want to print only
one copy of the whole report, then click on OK.

= After printing, click on the leftmost X button to close the preview window.

3.1.13. Close Receive Invoice form
[+
Close
= You can also exit by clicking on the X button at the top right of the form.

= |f you have unsaved invoice during exit, you will be informed that your changes
will be lost if you exit.

=  Click on to exit from the receive Invoice form.

<> You have changes which will be lost if you Close now,
"-"r} Do you really want ko close the Form and discard changes?

Yas Mo |

= Click on Yes if you do want to exit without saving. Click on No, if you don't want to
close the form at this time.
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3.2. Receive Invoice from Warehouse

=8 Receive from Warehouse

Basic Info ] Search Criteria] Filter Criteria
?
Invoice No. Bl
| Heceive Date Received From | |
Received By = Warehouse's Invoice No I:|
Warehouse's Invoice Date I:I
D |
Total Inwaice [Filtered] : O
[1tem ‘ Received th‘ Unit | Lot Mo | .M.fg. Date Exﬁiry Date |
bk FE Total ltems | 0
Group By
- [ " & ; ¥ -
Jlnvmce e LJ Mewy Save Undo | Celete | Preview  Update | Close

3.2.1. Open Receive Invoice form

=  Run UIMS.
= Select Invoice > Receive Invoice from menu.
= The Receive Invoice form appears.

3.2.2. General description of Receive Invoice form

&% Receive from Warehouse

= 7 Receive Invaice Basic Info |Search Criteria | Filker Criteria
v B
?
: f Invoice No. Other WH? [

A Receive Date 31242007 Received From | u |
Received By |Sies Pioks T Warehouse's Invoice Ho
Warehouse's Invoice Date

Tatal Invoice [Filtered] : 3

Item ‘ Received Q| Unit | Lot Mo J tfg. Date J Expiry Date ‘
Tab. Ranitidine 150 g 9,500  kablet
| Tab. Ciprofloxacine/Quina:: 50... 3,200 tablet
OT TAELE 1 pecs
| INSTRIUMEMT TROLLY 1 pcs
| ELAMKET {WOOLEM) 12 pcs
Ht-l B Tatal ltems 5
-Group By =
_ b | | o | | T | N
|Invo|-:e Mo ﬂ = Save Undo | Delete | Preview | Update | Close
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This form is used to edit, create, delete, and print Receive Invoices. Controls in the
form are grouped into four blocks:

A. Invoice List: Invoices are listed by item group. Invoice Group combo filters
the invoices according to their group, and invoices can also be listed
grouped by Invoice No. or Invoice Date. A label shows the total number.

B. Invoice Entry Fields: To describe an invoice, six fields are required.

= Invoice No.—A unique sequence to represent the invoice

= Receive Date—Date of receipt of goods

= Received By—Name of receiving officer

= Received From —Name of warehouse from where goods were sent
If goods received from other WH under which the upazila does not
belong, check Other WH checkbox and select the WH.

=  WH'’s Invoice No.—Voucher number of WH

=  WH’s Invoice Date—Date of WH’s voucher

All of the fields are compulsory.

C. Invoice Items Entry Fields: Invoices consist of line items, with one line for

every item received. Every line has the following six fields:
= |tem—Name of item received
= Unit—Unit of measurement of item
= Lot No.—Lot number of goods received
= Mfg. Date—Manufacturing date of goods received
= Received Qty.—Total quantity of goods received
= Expiry Date—Date of expiry of received goods
Item and Received Qty. are compulsory; unit field is shown
automatically; and all other fields are optional.
D. Command Buttons: Buttons available to manipulate Invoices.

3.2.3. View information about a specific invoice

E-at Receive Invoice E".I' Receive Invoice
—r B R0+ /022005
. -1 01/02/2005
L -] 0z{01/z005
Total Invoice [Filtered) : 3 Takal [reenice [Filtered) : 3
[kem [bem

SHUKHI

r# | B b | KK

—GroupBy————————— ~Group By
IInvnice Mo j IHeceive Date j

=  Select the invoice to view from the tree-like list in Block A. Invoices can be
grouped in two ways: by Invoice No. or by Receive Date.
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= After an invoice number is selected, corresponding information is shown in blocks
B and C.

= Atany time, a partial list of invoices is shown based on the Filter Criteria. Only
invoices that fall between Start Date and End Date are listed. You can change the
dates and click on Filter to list fewer or more invoices.

¥ Receive Invoice

Eﬁ Receive Invoice Basu:lnfujl Search Criteria Filter Erlterla

Start Date 'IB.-"I 142004

End Date ‘I 60242005

Total Invoice [Filkered] : 3

3.2.4. Enter a new invoice

23
Click on Mew he command buttons block, and the following form appears:

&% Receive from Warehouse + |Z||E|E|
= 4% Receive Invoice Basic: Info | Search Criteria | Filker Criteria
b3 -
: f Invoice No. 4 DteCWHE] |
Receive Date | 11/01/2008|  Received From |~ [0 |
Received By .E'ree.F'rnkasH Chan Watshouees leenier o l:l
Warehouse's Invoice Date I:I
O Updated
Total Invoice [Filkered) : 3
[ Item J Received Qt_l,i Uit | LotNa |-Mfg. [ ate |-E:<pir_l,l Date |
bk BE Total ltems 1]
Grﬁup By
| SIEE —J I\.Jew Sa;\fe Undo Del;ete Prex;i;ew Llpd;te Cllose

= The Invoice No. is generated automatically.

= Receive Date displays current date, which you can change if necessary.

= Select the employee who is receiving the goods.

= Respective WH name appears automatically. If item is received from other WH,
then select Other WH and select the WH.

= Provide invoice number and date from WH’s challan.
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=% Receive from Warehouse *

= J':' Receive Invaice Basic Info | Search Criteria | Filter Criteria
P 3 .
2
: f Invoice No. ) Other WH? []
| Receive Date 11,/0./2008 Beceived From | ‘wH_ BOGH |

|Warehouse's Invoice Ho
Warehouse's Invoice Date 14122004
D 1 |

Received By |See Piokash Chan

Tatal Invaoice [Filtered) : 3

[ 1tem ‘ Recsivad Qt_l,l‘ Urit | LotNa ‘ M-fg. Date ’E:ﬂ:;ir_l,l Date ‘
[ 4 Total ltems | 1]
Group By
W | | T | R
J ' —j M Undo | Delete | Preview | Update | Close

Save

e

» Clickon .. ,andyournew invoice number is visible in the invoice list.

&% Receive from Warehouse

: -7 Receive Invoice Basic Info | Search Criteria | Filker Criteria
» g _
2 B
: Z Invoice No. 4 Other WH? [
[ Receive Date 11400 /2008 Received From | . |

Warehouse's Invoice No

Received By | Sree Prokazh Chan -

Warehouze's Invoice Date 01/01/2008

O
Tatal Inwoice [Filtered) - 4
Item ‘ Received Oty| Unit | Lot No | tfg, Date Expiry D ate ‘
b | FE Total ltems 0
i~ Group By
. b vl | 2 e
Jlnv-:nce bg Ll T Undo | Delete | Prewiew  Update | Close

Save

= |f you want to cancel the new invoice entry, press Esc during editing to undo.
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3.2.5. Invoice Items Entry

=  Click on in the command buttons block, and the following dialog box

appears:

=¥ Receive from Warehouse +

<72t Receive Invoice Bazic Info | Search Criteria | Filter Criteria
L
?
: Z Invoice No. 4 Hiher eell ] 1
1 Receive Date 11/01/2008 Received From | |
Received By [Siee Prokash Chan - .‘w"arehnuse e
Warehouse's Invoice Date 01/01/2008
O
Tatal Irvvaice [Filtered] : 4
ltem ‘ i Flec:e-i-ved-u.t}l Uit | Lot Mo ‘-Mfg. Date Erip-i-r_l,l Date ‘
| -
b | K Tatal ltems D
Graup By -
- ¥ 't ¥ y T
I L —] Mew | Save | Undo | Delete |Preview | Update | Close

= Select an item name from Item combo box.
= Unit field is filled automatically.

= Enter Lot No., Mfg. Date, Received Qty., and Expiry Date fields.

=% Receive from Warehouse *

=% Receive Invoice Basic nfo lSearch Criteria | Filter Criteria
Al
b3 &
| No.
i - nvoice No 4
o1 Receive Date 11/01/2008

Received By | Sres Prokash Chan

Other WH? []

Received Fiom |: 100

= iwWarehouse's Invoice Mo
Warehouse's Invoice Date 0140142008

Tatal Invoize [Filkered] : 4
[Item ‘ Received .Bt_l,l Unit | LotNo | M.fg. Date | E =piry Date |
SHUKHI - 1200 01,/12/2003
bk | KK Total ltems a
 Group By T
- b % H n'p') W
| e —J Tt Save | Undo | Delete | Prewiew Update | Close
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i
= Click on 5l
Save

«i Receive from Warehouse

=7 Receive Invoice Basic Info | Search Criteria | Filtsr Criteria
ko4
?
: 2 Invoice No. 4 oL S ]
. Receive Date 1140142008 Received From | |
Received By Sree Prokash Chan e B T
Warehouse's Invoice Date 01/01/2008
O
Tatal Invoice [Filkered) : 4
Item ‘ Received Gt_l,l‘ Unit | LotNa ‘ h-ifg. Date Expiry D ate ‘
SHUKHI 1,200 cyele 01/12/z009
b KA Total Iterns 1
Graup By I
. e | W | % | m | @[T ®
|Inv-:-|ce Ho LJ Mew Save | Undo | Delete |Preview Update Close

3.2.6. Updating the Stock

Entering a new invoice does not update current stock position automatically. After the
invoice entry is complete, click on UPDATE to recalculate the balance of items from
the current invoice.

Note: After the invoice figures are updated to stock, the invoice will be locked,
and you will not be allowed to change any figure.

Wt

= Click on update | | and a confirmation dialog box appears.
= Click on Yes if you are sure that the invoice figures are correct.

= A confirmation dialog box shows the number of items for which stock was
updated.

3.2.7. Edit an existing invoice

= Select the invoice you want to edit from the list of invoices.

= Change the fields as necessary.

= When done with editing, click on Save.

= |f you want to cancel the current editing, press Esc to undo the changes.

3.2.8. Delete an existing invoice

= Select the invoice you want to remove from invoices list.

= Clickon ' , and a confirmation dialog box appears:

Delete
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"';:‘J Do wou really want bo defete the selected Involce?

= Click on Yes if you really want to delete the invoice.
= You will not be able to delete an invoice that has items under it. Instead, first
delete the items and then delete the invoice.

3.2.9. Edit an existing invoice item

Item ‘ Received Ilty‘ Uit

Lot Mo ‘Mfg. [ate

Expiry Date ‘

STEEL TRUMK - 2,000

= Select the invoice item you want to edit from the items list in Block C.

|tem ‘ Received Oty | Unit Lot Mo ‘ dfg. Date E xpiry Date ‘
STEEL TRUNK - oo
= Press F2 or click on any field to start editing.
[bem ‘ Received Qty| Unit | Lot Mo ‘ Mfg. Date E=piry D ate ‘
STEEL TRUNEK 5,000 pcs

= Change the fields as necessary.
= When done with editing, click on Save.
= |f you want to cancel the current editing, press Esc to undo the changes.

3.2.10. Delete an invoice item

= Select the invoice item you want to edit from the items list in Block C.

= Click on , and a confirmation dialog box appears:

$ Do you really want to delete the selected Irwolce Ttem?

Yes | Mo |

= Click on Yes if you really want to delete the invoice item.
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3.2.11. Search a Receive Invoice

= Click on Search Criteria tab to find a specific invoice.

ok Receive Inyoice

EI‘_"E Receive Invaice Basic Info  Search Criteria | Filter Eriterial
-5 04/02f2005

#-(] 01f02{2005 _ _
- 02/01/2005 jeec cluoesllc

Total Invoice [Filtered] : 2

= Enter the invoice number you want to find in Receive Invoice No. box.
= Click on FIND to start searching.

= |f the invoice is found, then it will be displayed as selected.

ok Receive Invoice

El‘_',"f Receive Invoice Basic |rfo |Search Eriterial Filke:
=1 04f0zjz005
P p ﬁ Invoice No.

"D 01/02/2005 Receive Date [  04/02/200
-1 02012005 I:

i

Received By |H. M. Asaduzz

Total lreeoice [Filkered] : 3

3.2.12. Print Receive Invoice

[&

Preview | (O Preview the invoice.
FEVIEW

= Click on

= Click on the printer icon, and the print dialog box appears.

= Optionally provide Print Range and Copies and click on OK. If you want to print
only one copy of the whole report, then just click on OK.

= After printing, click on the leftmost X button to close the preview window.

3.2.13. Close Receive Invoice form
-
= (Clickon close |to exit the receive Invoice form.

= You can also exit by clicking on the X button at the top right of the form.
= |f you have unsaved invoices during exit, you are told that your changes will be
lost if you exit.
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o Y¥ou have changes which will be lost if you Close now,
\-‘Cp) Do you really want bo close the Farm and discard changes?

Yas Mo |

= Click on Yes if you do want to exit without saving. Click on No, if you don’t want to
close the form at this time.
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3.3. Issue Voucher

= [ssue Youchers

=|. 74t Issue Youchers Basic Info | Search Criteria | Fiter Criteria |
P 82
Invoice No. l:l SDP Group
Union [
SDP
Issued By |14 Aoq v Date l:l
| Remarks
[ Item ‘ lzsued Qt_l,l-‘ hit ‘ Stock Oyl Lot Mo ‘Mfg. Date -E:-<|:|ir_l,l Date ‘
SHUKHI 10,000 cy... 37,725 48
p#* FR | Received By [Mian Abdul Kader Designation |Stors Kesper | 12%al ltems 1
Group By T
EET e | @ | 2| | @] | N
Invoice No i e Save | Undo | Delete |Preview  Update | Close

This form is used when distributing items to facilities. Item quantities issued through
this invoice are deducted from the total stock. This form is used to enter new Issue
Vouchers and edit, print, or delete old invoices.

3.3.1. Open Issue Voucher form

=  Run UIMS.

= Select Invoice > Issue Voucher from menu.
= The Issue Voucher form is displayed.
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3.3.2. General description of Issue Voucher form

=¥ [ssue Youchers

7' Issue Youchers BasicInfo | Search Ciiteria | Fiter Criteria |
b 82
Union [
=]
- B
Prepared By Date
Approved By Date
lssued By Date
Remarks
[kern ‘ Izzued Oty | Unit Stock Oty| Lot Mo ‘ tfg. Date Expiry Date ‘
SHUKHL C 10,000 cy.., 37,725 48
r | WK Feceived By [Mian Abdul K.ader Designation | Store Keeper | Tatal lbems 1
Group By
3 P [& 1)
Invoice Mo o Mew Save | Undo | Delete |Preview Update | Close

This form is used to edit, create, delete, and print Issue Vouchers. Controls in the
form are grouped into four blocks:
A. Invoice List: Invoices can be listed grouped by Invoice No or Invoice Date
or Facility. A label shows the total number.
B. Invoice Entry Fields: To describe an invoice, the following fields are
required.
= |nvoice No.—A unique sequence to represent the invoice
= SDP Group—Group pf the Facility receiving the items
= Union-Union of the Facility receiving the items
= SDP-Name of the Facility receiving the items
= Prepared By, Approved By, Supplied By—Names of employees who
are responsible for issuing items. There are three date fields related
to the names.
= Prepared By Date, Approved By Date, Supplied By Date—Dates on
which invoices are prepared and approved and supplies are provided
= Remarks—Any comments about the supply
Invoice No., Facility, Prepared By, Approved By, Supplied By, and their
related date fields are compulsory.
C. Invoice Items Entry Fields: Invoices consist of line items; there is one line
for every item received. Every line has the following seven fields:
= |tem—Name of item requested
= Unit—Unit of measurement of item
= Stock Qty.—Current stock quantity in issuing facility
= [ssued Qty.—Quantity issued to facility
= Lot No.—Lot number of item issued
= Mfg. Date—Manufacturing date of item lot issued
= Expiry Date—Expiry date of goods in lot
Item and Issued Qty. fields are compulsory. Unit, Stock Qty., Lot No.,
Mfg. Date, and Expiry date are picked automatically from item’s lot
information.
D. Command Buttons: Buttons available to manipulate Invoices.
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3.3.3. View information about a specific invoice

2k Issue Youcher(Push) 2% Issue Youcher{Push)

Eﬁ Issue Vouchers E|ﬁ Issue Vouchers Eﬁ Issue Youchers
e B {0 RiH, BANDAREON = 120212005
> 6 {2 RWH, BARISAL I
b5 {23 RWH, BOGRA ®-{1) 0sf01/2008
[ G- RWH, COMILLA
bz = RWH, DINAIPUR
| ..... » ﬁ
e b B
Total Invoice [Fitered) : & Tatal Invoice [Filtered) : & Tatal Invaice [Filkered) : B
Itemn Itemn Itern
COMDGM COMNDOM CONDOM

bk | WK b | WK b#| KA

—Group By —Group By —Group By———

IInvoice Mo j IFaciIity j lm |:

= Select the invoice to view from the tree-like list in Block A. Invoices can be
grouped in three ways: by Invoice No., Facility, or Invoice Date.

= After an invoice number is selected, the corresponding information is shown in
blocks B and C.

= Atany time, a partial list of invoices is displayed based on the Filter Criteria. Only

invoices that fall between Start Date and End Date are listed. You can change the
dates and click on Filter to list fewer or more invoices.

&k Issue ¥Youcher{Push)
Eﬁ Issue Wouchers Basiclnfu:ul Search Criteria  Filter Criteria |
..... p B
b [ 3
______ , e StatDate | 19/11/2004
""" b3 EndDate [ 17/02/2005
...... |
...... ko1

3.3.4. Enter anew invoice

23
= Clickon mew | inthe command buttons block, and the following form appears:
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=8 [ssue Youchers+

[2-73 1ssue Vouchers Basic Info l Search Criteria ] Filter Clitelia1
b 82 E
| Invoice Ho. SDP Group ]
Union
au
| SDP x|
Prepared By |Md Azahar 4l ~| Date[ 02/08/2008
Approved By Shahnaz Parvin - Date 02/08/2008
Issued By td. Azahar Ali > Date 02/08/2008
Remarks
Item ‘ .I.ssuecllnﬂty Unit ‘ Stock Gty Lot Ma ‘.M.fg. Date léxﬁiry Date ‘
Group.By
HOIGEE ] New Save | Undo | Delste ;Préview | Upd:ate Close

= The Invoice No. is generated automatically.
= Select SDP Group, Union and the SDP

= Date fields reflect current date, which you can change if necessary.

= Select the employee who are preparing, approving and supplying the goods.

=¥ Issue Youchers*

]

= Click on Save

[ =48 Tssus Vauchers Basic Info | Search Criteria | Fiter Crteria |
o e ;
Invoice Mo. SDP Group Pwi i
Union Arulia - O
SDP , Fiehana Khatun, Aiulia) -
Prepared By Md. Azahar Ali - Date 02/08/2008
Approved By  Shahnaz Parvin + Date 02/08/2008
lssued By Md. Azahar &l | Date 02/08/2008
Remarks
Item | |zsued Qty| Unit Stock Qty| Lot Mo ‘ fg. Date Expiry Date
bk RE Received By l:l Designation [ - | Totalltems ]
Group By 1
o
[ivcicste. B o/ | [ =X
Mew Save Undo | Delete |Preview  Update | Close |

, and your new invoice number appears in the invoice list.
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<% Issue Youchers

= 7ot Tssue Mouchers Easic: Info ] Search E:ntena] Filker Entena]
» B8
ke Invoice No. SDP Group | FWA =
Union .
SDP | 2/ K.a. Rehana Khatun, Anlia -
Prepared By Ma. Azahar Al hd Date 0z/08/2002
Approved By | Shahnaz Farvin ~| Date 02408/2008
Issued By |Md Azahar 4l +| Date [ nz//z008
Remarks
| Item ‘ lzsued Qiy | Unit Stock Oty| Lot Mo ‘ tdig. Date ‘ Ex=piry Date ‘
p# W& RecivedBy[ | Designation | .| Total ltems i}
Gn:;up By
[ 5l [ ¢ WK, N T
InvoigsiNG b Mew Save | Undo | Delete | Preview | Update | Close

3.3.5. Invoice Items Entry

If you want to cancel the new invoice entry, press Esc during editing to undo.

= Click on in the command buttons block, and the following form appears:

¥ [ssue Youchers+

[ =73t Issue vouchers Basic Info ]Search Critesia | Fier Criteria |
p a3 F
b 52 Invoice No. SDP Group |Pw2 hd
| Union - \ 3
| sDP |2/ Ka, Rehana Khatun, Anlia =
Prepared By |Md, Azahar Al ~| Date| 02/08/2008
| Approved By | Shahnaz Parvin | Date 02/08/2008
| lssued By |Md. Azahar Al v Date 02/08/2008
Remarks
tem ‘ lssued dty Unit Stock Gty Lot Na ‘ Mfg Date E‘;{ﬁil}"Da‘tB ‘
I |
P B Feceived By I:I Designation + | Totalltems 0
 Group Ey 1
| —_| + 3 i ¥ 5 V; 1
R - Tew Save | Undo | Delete Pre{fiew;Update_ Close
= Select an item name from Item combo box.
| |

Unit field is filled in automatically.
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= Enter Issued Qty.

= The Stock Qty, Lot No., Mfg. Date, and Expiry Date, if available, are picked from
the lot information.

Issue Youchers™

=l 74" Issue Youchers Basic Info | Search Ciiteria | Fiter Crteria |
b 83
b B2 Invoice No. SDP Group |PWA hd
Union e
SDP 2/ Ka, Rehana Khatun, Arulia v
Prepared By |Md. Azahar Ali - Date 02/08/2008
Approved By Shahnaz Parvin > Date 02/08/2008
Izzued By |Md. Azahar Al ~ | Date 02/08/2008
Remarks
Item ‘ lssued Qt_l,l Uit ‘ Stack .Qtyi Lat No ‘Mfg Drate ‘.Expiu..l Date ‘
21 SHUKHT - IR [ cocle |
Group By " - "
bk H ﬂ‘? B V%
Mew Save Undo | Delete _Préview Update | Close

i
= Click on =

Save

=8 [ssue Youchers

=l 7ot Issue Wouchers Basic Info lSearch Criteria1 Filter Eritena]
b 83
b o2 Invoice No. SDP Group  Pwh ¥
Union [ = ;
SDP 12/ Ka, Rehana Khatun, Aniia -
| Prepared By [Md. Azahar Ali ~  Date| 02/08/2008
Approved By Shahnaz Parvin ~ Date 02/08/2008
| Issued By td. Azahar &l +* Date 02/08/2008
Remarks
Item ‘ lssued Gty | Unit ‘ Stock Oty| Lot Mo ‘ Mfg. Date ‘ Expiry Date
| SHUKHL 1,440 cy... 50400 718 31/05/2012
p# WK | Feceived By l:l Diesignation | | Total ltems 1
~ Group By al 7
,—__]. 23 ¥ [&
Irvaice No Z Mew Save Undo | Delete |Preview iUpdate
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3.3.6. Updating the Stock

Entering a new invoice does not update current stock position automatically. After the
invoice entry is complete, click on UPDATE to recalculate the balance of items from
the current invoice.

Note: After the invoice figures are updated to_stock, the invoice will be locked,
and you will not be allowed to change any figure.

. 7, , . .
= Click on 0 ft , and a confirmation dialog box appears.
pdate

= Click on Yes if you are sure the invoice figures are correct.

= A confirmation dialog box shows the number of items for which stock was
updated.

3.3.7. Edit an existing invoice

= Select the invoice you want to edit from the list of invoices.

= Change the fields as necessary.

= When done with editing, click on Save.

= |f you want to cancel the current editing, press Esc to undo the changes.

3.3.8. Delete an existing invoice

= Select the invoice you want to remove from invoices list.

K
=  Click on pelete | , and a confirmation dialog box appears:

3/ Do you really want to defete the selected Invoice?

= Click on Yes if you really want to delete the invoice.
= You will not be able to delete an invoice that has items under it. You have to
delete the items and then delete the invoice.

3.3.9. Edit an existing invoice item

[tem it Stock Oty lzswed Qty| Lot Mo fg. Date Expiry D ate

COMDOM pcs 700,000 90,000 01/12/2007

= Select the invoice item you want to edit from the items list in Block C.

Ikem Idnit Stock Oty lzzued Oty | Lot Mo kfg. Date Ewpiry Date

Ldconoov __pos | 700,000
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= Press F2 or click on any field to start editing.

Itemm Lt Stock Qiy |zsuwed Oty| Lot Mo tfg. D ate Expiry D ate

|conpom »[[pcs [ 700,000

| EGEE

= Change the fields as necessary.

= When done with editing, click on Save.

= |f you want to cancel the current editing, press Esc to undo the changes.
3.3.10. Delete an invoice item

= Select the invoice item you want to edit from the items list in Block C.

=  Click on , and a confirmation dialog box appears:..

2 Do you really want to delete the selected Invoice Item?

b

= Click on Yes if you really want to delete the invoice item.
3.3.11. Search a Issue Voucher

= Click on Search Criteria tab to find a specific invoice.

&4 Issue ¥oucher{Push)

El"'_E Issue Youchers Bazic Info  Search Criteria | Filker Eriterial
-4 12{02{2005
M-[2] 0sj01/2005

Indent Invoice Mo. ‘

= Enter the invoice no you want to find in Indent Invoice No. box.
= Click on FIND to start searching.
= |[f the invoice is found, it displays as selected.

2k Issue ¥oucher{Push}

E-at Issue Youchers B asic: Info | - Eriteria'

I S Invoice No.
Facility Riw/H. DIM:

Prepared By |H. M. Azad
Approved By | S yriit Ko

-7 05/01/2005
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3.3.12. Print Issue Voucher

= Clickon Pre%ew to preview the invoice, and the invoice appears like the following:

ISSUING OFFICE Bogra, Bogra

Upatzila Family Planning Office Office Copy
Eogra, Bogra

Issue ¥oucher *

Invoice Ho: 83

Store in charge

IS5UING OFFICE: Bogra, Bogra

ISSUED TO: 2 K=, Rehzna Khatun, Arulia

ISSUED TO: 2f Ka, Rehana Khatun, Arulia Print date: 02/08/2008
T Code Ar8ale I Tranbly Lmed [ Tme IotFo. |Exp. Dak
[Tniumber | In Words |
1 CoONOO2Z SHUKHI 140 Oue thovsandtonr baadred CYCGLE g Nowaz
tory
Prepared & Issued By Approved By Feceived By

Upazila Family Planning Officer 24 Ka, Rehana khatun, Arulia

Upazila Family Planning Office Recipient Copy
Bogra, Bogra
Issue Youcher *
Invoice Ho: 83

Print date: 02022002

[E#] Code _[Ardel

Guensisy Hmed | Unit | IotNo. |Zxp. Dakr

= Print the Invoice

3.3.13. Close Issue Voucher form

-
= Clickon close

to exit from the Issue Voucher (Push) form.

= You can also exit by clicking on the X button at the top right of the form.
= |f you have unsaved invoices during exit, you are told that your changes will be

lost if you exit.

-I',-
2

You have changes which will be lost if you Close now.
Do you really want bo close the Form and discard changes?

Yes Mo |

= Click on Yes if you do want to exit without saving. Click on No if you don’t want to

close the form at this time.
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3.4. Adjustment Invoice

=% Adjustment Inyoice

Basic Info l Search Eriteria] Filter Eriteria]
Adjustment Type | - To/From -
Fiemarks
O
Prepared By ~ | Date
Approved By + Date
lzsued By + Date I:I
Item Unit Stock Oty Gty| Lot Ho Mg, Date Expiry Da
< ¥
Total Invaice [Filtered] : O p# | KK Tatal ltems 0
Group By
Irice N = Tew Save | Undo | Delete |Preview Update | Close

This form is used for various stock adjustments, such as adjustment after physical
stock, item expiry, destruction of expired items, and return from facility. This form is
used to enter Adjustment Invoices and edit, print, or delete old invoices.

3.4.1. Open Adjustment Invoice form
=  Run UIMS.
= Select Invoice > Adjustment Invoice from menu.

= The Adjustment Invoice form is displayed.

3.4.2. General description of Adjustment Invoice form

=¥ Adjustment Invoice

=74 adj. Invaice B asic: Info I Search Critarial Filter Criteria}
’
o o
Adjustment Tppe Add to Stock - To/From
—
Remarks | the physical inventory more Condoms were found B
O
Prepaied By Sree Prokash Chandia Sa - | Date 11/01/2008
Approved By |4 K M. Sanaul Mostafa  « | Date 11401/2008
lssued By |Gree Prokash ChandraSa | Date 11/01/2008
Ikern Urit Stock Qtyl Qtyl Lot Mo | Idfg. Drate Expiry Da
I I 1 1 I 1
£ ¥
Total Invoice [Fikered) : 1 b | WK TofalTtems 0
Group By
- [ 3 # 7.4 ] ﬂ_«
[riygice g - e Save | Undo | Delete Pr@;te Close
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This form is used to edit, create, delete, and print Adjustment Invoices. Controls in
the form are grouped into four blocks:

A. Invoice List: Invoices can be listed grouped by Invoice No., Adjustment

Type, or Invoice Date. A label shows the total number.

B. Invoice Entry Fields: To describe an invoice, following fields are required.
= |nvoice No.—A unique sequence of numbers to represent the invoice
= Adjustment Type—A list of adjustment types to select from. Possible

adjustment types are:

Add to Stock = |f after physical inventory or any
instance, it is found that an item is
shown less than actual quantity in stock

Remove from Stock = If after physical inventory or any
instance, it is found that an item is
shown excess than actual quantity in

stock
Return from Facilty = When an item is returned from a facility
(Usable)
Return from Facilty = When an unusable item is returned from
(Unusable) a facility
Unusable = Expiry date of item has passed
Unusable Destroy = Expired items are destroyed

=  To/From—~Facility distributing the items
= Remarks—Comments about the adjustment reasons, outcome, etc.
= Prepared By, Approved By, and Supplied By—Employees who are
responsible for adjusting items
= Prepared By Date, Approved By Date, and Issued By Date—
Relevant dates of preparing, issuing, and approving adjustment
invoice
Invoice No., Adjustment Type, To/From, Prepared By, Approved By, and
their related date fields are compulsory.
C. Invoice Items Entry Fields: Invoices consist of line items; there is one line
for every item received. Every line has the following seven fields:
= |tem—Name of item adjusted
= Unit—Unit of measurement of item
= Stock Qty.—Current stock quantity in facility performing the
adjustment
Qty.—Quantity of goods adjusted
Lot No.—Lot number of item adjusted
Mfg. Date—Manufacturing date of item lot adjusted
Expiry Date—Expiry date of goods in lot
Item and Qty. fields are compulsory; other fields are optional.
D. Command Buttons: Buttons available to manipulate the Invoices.
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3.4.3. View information about a specific invoice

&k Adjustment Inv{ 2% Adjustment Invoice 8% Adjustment Invoice

E|jf Adj. Invoice | =740 Adj. Irvoice E-7ar Adi Invoice

o -0 14/022005 (23 Remove from St
-k 3 Lo 4 El-{3 Unusable

e b2 -7 05/01/2005

b1 bz

#-{_7 Unusable Destra

T e

Total Invoice [Fitered]  Total Invoice (Fikered) : 4 Total Invoice [Filkered) :

4

Group By—————— ~Group By————————— ~ Group By
’7| IFwoice Mo ’7| Irwoice Date | ’7|ﬁ1\di. Type

=~

= Select the invoice to view from the tree-like list in Block A. Invoices can be
grouped in three ways: by Invoice No., Adj. Type, or Invoice Date.
= After an invoice number is selected, corresponding information is shown in Block

B and C.

= At any time a partial list of invoices is displayed based on the Filter Criteria. Only

invoices that fall between Start Date and End Date are listed.

dates and click on Filter to list fewer or more invoices.

You can change the

¥ Adjustment Invoice

=7t Adj, Invoice

: 3 StatDate | 1971172004
5 End Date 1740242005

Basiclnfnl Search Criteria  Filker Criteria |
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3.4.4. Enter a new invoice

* Clickon "* inthe command buttons block, and the following form appears:
T

<% Adjustment Invoice +

4% adj. Invoice Basic Info 1 Search Criteria] Filter Criteria]

Adjustment Type -~/ To/From ~|

Remarks

O u
Prepared By |Sree Prokash ChandiaSa | Date [ 11/01/2008
Approved By |4 KM Sanau Mostsfa = | Date 11701 /2008
lzzued By Sree Prokash Chandra S5a ¥ Date 1140142008
[ ltem Urit ‘ Stock th‘ Oity| Lot Mo ‘ Mfg. Date 1 Expin Da
< 3y
Total Invoice (Fitered) : 0 Tl Total ltems 0
Group By =

Mew | Save | Undo | Delete |Preview | Update | Close

= The Invoice No. is generated automatically.

= Date fields reflect current date, which you can change if necessary.

= Select any Adjustment Type from list.

= |f available, select To/From

= Select the employees preparing and approving the invoice and mention
preparation and approval dates.

&% Adjustment Invoice *

4 Adi, Invoice Basic Infa l Search Eriteria] Filter Eriteria]
Adjustment Type :Add to.StDck - To/From E
Remarks  the physical invertory more Condoms were found
m IT
Prepared By | Sree Prokash Chandra Sa = | Date 11/01/2008
Approved By & K. M. SanaulMostafa  ~ | Date 11/401/2008
lszued By Gree Prokash Chandia S5a = | Date 11/01/2008
Item Lnit ‘ Stock, Qt}l‘ Oty Lot Mo ‘Mfg Drate Expiry Da
£ »
Toatal Invoice (Filtered] : 0 b | KK Total ltems 0
Group By =
R B j Mew Save | Undo | Delete |Freview Update  Close

i
= Clickon save |, and your new invoice number is visible in the invoice list:
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=¥ Adjustment Invoice

At Adj. Invoice Baic Info I Search Crilarial Filter Crileria}
’
Adjustment Type Add to Stock - To/From
Femarks

| the physical inventary more Condams were found

Ou
FPrepared By Sree Prokash ChandiaSa v | Date 11/071/2008
Approved By |2 K. M. Sanaul Mostafa = Date 11400142008
Issued By |Gree Prokash ChandiaSa » | Date 11/01/2008
Item Unit ‘ Stock Qty‘ Qty. Lot Mo ‘ tdfg. Drate Expiry Da
3 5
Total Invoice [Fikered) : 1 P BE Total ltems a
Group By - =
* T [+
Irevoice Mo hd h n @‘ 2 E_

Mew Save | Undo | Delete |Preview Update | Close

= |f you want to cancel the new invoice entry, press Esc during editing to undo.

3.4.5. Invoice Items Entry

= Click on in the command buttons block, and the following form appears:

=¥ Adjustment Invoice +

=4t Adi. Invoice Basic Info l Search Criteria ] Filker Criteria 1
b1
ivoiNo.
Adjustment Type Add to Stock - TofFrom
Remarks

In the physical inventory more Condoms were found

Mews Sa.ve Undo | Delete | Preview Update | Close

0!
Prepared By [Sree Prokash ChandiaSa ~| Date 11.01/2008
Approved By |4 K. M. SanaulMostafa  «| Date 11012008
lssued By |Sree Prokash ChandiaSa w | Date 1140142008
Item Unit ‘ Stock, Qt}l‘ (ty| Lot Mo ‘ Mfg. Date [ Expiry Da
-
3 -
Total Invoice [Filkered) : 1 b | WK Tatal ltems 1
Group By i
7

=  Select an item name from Item combo box.
= Unit field is filled automatically.

= Enter Qty.

= Unit and Stock Qty, are filled in automatically.
= The Lot No., Mfg. Date, and Expiry Date fields may be available for editing. If
these are available, fill them in if necessary.
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=% Adjustment Invoice *

=74t Adi, Invoice Basic Infa ]Search Eliteria] Filter Criteria]
b1
voice No.
Adjustment Type .Add .to Siock -/ To/From 5

Remarks [ the physical inventary more Condoms were found

O

Prepared By |Sree Prokash Chandra Sa ~| Date 11/01/2008

Approved By | A K M. Sanaul Mostafa = Date 1140142008

Izsued By |Sree Prokash Chandra Sa | Date 1140142008
Item Unit ‘ Stock Qt}ll Gty ] Lot Mo ‘ Mfg. Date ‘ Expiry Da

CONDOM ~|[pes [ 1z
| ¥
Tatal Invoice [Fitered) : 1 b | WK Total ltems 1

Group By

,ﬁ b ] i £ a 4 Ty }
s New Save | Undo | Delete |Preview  Update | Close

* Clickon B

Save

=% Adjustment Invoice

=4t Adi. Invaice Basic Infa ] Search Eriteria] Filter Eriteria]
L
Adjustment Type | &dd to Stock - ! TofFrom | - hemor Boo

Remarks [l the physical inventory more Condomns were found

O

Prepared By |Siee Prokash Chandra5a « | Date 11/01/2008

Approved By |4 K. M. Sanaul Mostala  « | Date 1140142008

Izsued By |Siee Prokash Chandra Sa » | Date 110172008
Item Unit ‘ Stock, Qt}ll Gyl Lot Mo ‘ Mfg. Date ‘ Expiny D'a
CONDOM pes 12 o11z/z0
£ >

Tatal Invoice (Filkered) : 1 | BE | Total ltems 1

Group By

oI b ' woow | (&
Irrvaice Mo = Mew | Save | Undo | Delste | Preview

3.4.6. Updating the Stock

Entering a new invoice does not update current stock position automatically. After the
invoice entry is complete, click on UPDATE to recalculate the balance of items from
the current invoice.

Note: After the invoice figures are updated to stock, the invoice will be locked,
and you will not be allowed to change any figure.
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= Clickon ™% |, and a confirmation dialog box appears.
|pdate

= Click on Yes if you are sure the invoice figures are correct.
= A confirmation dialog box shows the number of items for which stock was
updated.

3.4.7. Edit an existing invoice

= Select the invoice you want to edit from the list of invoices.

= Change the fields as necessary.

= When done with editing, click on Save.

= |f you want to cancel the current editing, press Esc to undo the changes.

3.4.8. Delete an existing invoice
= Select the invoice you want to remove from invoices list.

=  Click on , and a confirmation dialog box appears:..

Delete

R Do wou really want bo defete the selecked Involce?

!

= Click on Yes if you really want to delete the invoice.
= You will not be able to delete an invoice that has items under it. You must delete
the items and then delete the invoice.

3.4.9. Edit an existing invoice item

[termn Uit Stock Gty Gto| Lot Mo tfg. D ate Expiry Da

MORPLANT pcs 76,700 9,000

= Select the invoice item you want to edit from the items list in Block C.

[tem Unit Stock Oy Gty Lot Mo tfg. Date Expiy Da

L HHORPLANT N N
= Press F2 or click on any field to start editing.

Item Unit Stock Qiy Gty | Lot Mo fg. Date Expiry Da

[NORPLANT v|[pes [ 76700
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= Change the fields as necessary.
= When done with editing, click on Save.
= |f you want to cancel the current editing, press Esc to undo the changes.

3.4.10. Delete an invoice item

= Select the invoice item you want to edit from the items list in Block C.

= Clickon , and a confirmation dialog box appears:..

$ Do you really want ko delete the selected Irvalce Tkem?

Yes | Mo |

= Click on Yes if you really want to delete the invoice item.
3.4.11. Search a Adjustment Invoice

= Click on Search Criteria tab to find a specific invoice.

=k Adjustment Invoice

Elﬁ adj. Invoice Bazic Info  Search Criteria | Filker Eriterial
-4 14/02/2005

- 05012005
IO 2 heteorte, (D

= Enter the invoice number you want to find in Adj. Invoice No. box.
= Click on FIND to start searching.
= If the invoice is found, it is displayed as selected.

=% Adjustment Invoice

= 7at Adi. Invoice Basic Info | Search Eriterial Filter Eriterial
=0 147022005

-3 0540172005

Adjustment Type | Unusable

Remark s

3.4.12. Print Adjustment Invoice

= Click on B" to preview the invoice.
Presview

= Click on the printer icon, and the print dialog box appears.
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= You can provide Print Range, Copies and click on OK. If you want to print only
one copy of the whole report, then just click on OK.
= After printing, click on the leftmost X button to close the preview window.

3.4.13. Close Adjustment Invoice form
fil+
= Clickon ©lese | to exit from the Adjustment Invoice form.
= You can also exit by clicking on the X button at the top right of the form.
= |f you have unsaved invoices during exit, you will be informed that your changes
will be lost if you exit.

b You have changes which will be logt if vou Close now.
‘-‘]-" Do you really want ko close the Form and discard changes?

Yas Mo |

= Click on Yes if you do want to exit without saving. Click on No, if you don't want to
close the form at this time.
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Chapter 4

Field
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4.1. Form 3

=% LMIS Form 3

-1 LMIS Form 3 B asic Info l Filter Criteria 1
=20 May-z008
Bl 0= Bagurn, Shakhatia 1D l:l SDP Group [P/ =
=3 Apri-2008 SDP Afroja Begum, Shakharia -
¥ Afroja Begum, Shakharia
b Akkar Banu, Fapor [ =
Reported Month |May | Enii e
FReported Year 2003
Total Form 3 [Filtered) : 3
[ Oral Pill tont:iom \niectai:les Disposabie IUD [F‘cs]‘ Implant ECF‘ DDS Klt
[Sukhi]l  [Mirapad] Syringe [Set] [Doze] [nog]
[Cycles] [Pce]| :0-Provera) [nog]
Nialz]
| Opening Balance &0 1,000 500 20 2
| I Received this Manth
EBalance this Manth &0 1,000 500 20 2
Adjustrient (+)
Adjustrent (-
I Total this Manth 60 1,000 Sa0 20 2
Distribution this Month
| Closing Balance this Month 60 1,000 500 20 2
| Stock Out Reason Code
1 Days Stock Out
b | WK
Group By
[Monthast > 5D~ ] b : J L S
Month:Years S Mew Save | Undo | Delete | Close

Form 3 is used to enter FWV, Sub Assistant Community Medical Officer (SACMO),

NGO and Multi-sectoral data for each commodity.

4.1.1. Open Form 3

=  Run UIMS.
= Select Field > Form 3 from menu.

Form 3 is displayed.

4.1.2. General description of Form 3

<% LMIS Form 3

= ’f LMIS Form 3 basic [nfo ]Fi\ter Eritena]
= Janu. 5
b Bilkis Begum, Kushumbi ID l:l SDP Group Gy
[=1-(C] December-2007 SDP =
b Bilkis Begum, Kushuml L
P Gole Afroza, Khanp
R eported Month hd g l:l
R eported Year
Total Form 3 (Filkered) : 3
Oral Filll  Candaom| Injectables| IUD [Pes) Implant ECP DOS ki) 1UD MSR
[Sukhi]|  [Nirapad] [Set] [Dose) [Mos]|  Kit [Nosg]
[Cycles) [Pes] | 2o-Provera]
Iifials]
b FK
Group By
Manthear » 5D ke ol G
enth:rear.2 = Tew Save | Undo | Delete | Close
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This form is used for entering FWV, SACMO, NGO, and Multi-sectoral data of all the
items. Controls in the form are grouped into four blocks:

A. List of SDPs by Month: Shows list by month of the FWVs, SACMOs,
NGOs, and Multi-sectorals.

B. Form 3 Entry Option: Shows various options for selecting the SDP name,
month, and year for which Form 3 is submitted.

C. Details of Item: Details of tems—i.e., Received in this month, Issue of this
month, etc.—are entered based on which closing balance is to be
calculated.

D. Command Buttons: Buttons available to manipulate Form 3.

4.1.3. Enter anew Form 3

b#
Mew

=  Click on in the command buttons block, and the following form appears:

SN LMIS Form 3 *

=72 LMIS Form 3 Basic Info I Filter E[i[g[ia]
= a January-2003 T
b Bilkis Begurn, Kushurnbi L] I:l SDP Group [PV 2|
=10 December-2007 SDP Giole Afioza, Khanpu =z
b Bilkis Begum, Kushumbi
P Gole Afroza, Khanpur
Reported Month | January +| EntyDate l:l

Reported Year 2008

Total Form 3 [Filtered) : 3

Oral Pill Condom| Injectables| [UD [Pecs) Implant ECP DDS Kit| 1UD M5R
[Sukhil| [Mirapad) [Set] [Daze] [Maz]|  Kit[Masz)
[Cycles] [Pes]| 10-Provera)
Mfialz]

bk | BK

Group By T

P o | | 2| | W

: New Save | Undo | Delets | Close

= The ID is generated automatically.

= Entry Date field reflects current date, which you cannot change.

= Select SDP Group and the name of the SDP.

= Select the reported month and year for which Form 3 is being entered.

= Clickon SEE , and the following form appears:
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= At LMIS Form 3

= D January-2008

i - b Bilkis Begum, Kushumbi
b sl Gole Afroza, Khanpur
{271 December-2007

Toatal Form 3 [Filtered) : 4

Basic Info I Filter Criteria |

o S0P Group WY 2
SDP EGole Afroza, Khanpur =
Reported Month é—January L-| Entiy Date

Reported Year

2008

Oral Fill
[Sukhil
[Cycles]

Condom | Injectables

[Mirapad)

[Pez] Jo-Provgra]

ial

IUD MSR
Kit [Mas]

ECP
[Drase]

DD3S Kit

1D (Pas) o
0g

Implant
[Sat]

! Opening Balance

| Received this Month

1| Balance this Morith

U adjustment (+)

1 adjustment {-)

] Tokal this Month

1 Distribution this Monkh

! Closing Balance this Month
1 Stock Out Reason Code
! Days Stock Qut

=3 l K :

i Group By

IMonth-Year » 5D vi

(23
Mew

.

Save

Uﬁﬂo

(] WK

Delete

e

Close

4.1.4. Form 3 Details Entry

=  Click on
appears:

in the command buttons block, and the following dialogue box

-7} LMIS Farm 3
(2 January-2003
- b Bilkis Begum, Kushumbi
Lop Gole Afroza, Khanpur
ED December-2007

Tatal Form 3 [Filkered) : 4

Basic Info l Filter Criteria I

1D SDP Group PV e
SDP | Gole Afroza, Khanpur - |
: ==
[14 "o EntpDate

Reported Month !January

Reported Year

Oral Pill
[Sukhi]
[Cycles]

Condom | Injectables

[Mirapad]

[Pecs] | a0-Provera)
Dials]

DDS Kit
[Masg]

1UD MSR

LD [Pos] owen
I 0F

Irmnplant
[Set)

"l Opening Balance

! Received this Month

1! Balance this Month

U adjustment (4

2 adjustment {-)

{1l Total this Month

1 Distribution this Maonth

1 Clasing Balance this Month
1 skack Ouk Reason Code
U Davs Stock Qut

x|

\ ? ) Do you really want ta fill the Form 37

Yes

e

~ Group By

| Month-rear > S0+ i

(23
Mew

]

Save

')

i 4
Unda

23

Delete

e

Close

e Click on Yes to continue, and the following form appears:
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=¥ LMIS Form 3

13 LMIS Form 3 Basic Info l Filter Criteria]
=21 May-2008
b Afroja Begum, Shakharia 1D l:l SDP Group | FWY i
-] april-z00a SDP Afroja Begum, Shakharia hdl|

» Afroja Begum, Shakhatia

P Akkar Banu, Fapor T
| Reported Month | Apiil X R
| Reported Year 2008

Total Forrn 3 [Filtered] : 3

Oral Fil|  Condom| Injectables| Disposable| IUD (Pes)|  Implant ECP[ DDSKit
[Sukhi]| [Mirapad] Syringe [Set] [Dose] [hos]
[Cycles] [Pcs]| ao-Provera) [nos]
Nfizlzl
Opening Balance &0 1,000 100 100 150 100 2
Received this Month 100 100 1,000 1,000 20
| Balance this Manth 160 1,100 1,100 1,100 170 100 2
Adjustrent {+)
“l Adjustment (-}
| Total this Manth 160 1,100 1,100 1,100 170 100 z
Distributionthisttnth | [ | | | | | |
| Closing Balance this Month 160 1,100 1,100 1,100 170 100 2

Skock Out Reason Code
Days Skock Quk

P | BE
Group By

T3 ; W Rl
Month-Year)SD:" Mew Save | Undo | Delete | Close

In this form you have to enter the Distribution figure only. In very few cases you
might have to make some Adjustments. Opening balance, Receive of this month,
etc. appears automatically and, by default, balance, total, and closing balance of

this month are equal to opening balance + receive of this month.

After entering the distribution figure Closing balance is calculated automatically.
If there are any stockouts, select the Stock Out Reason from select box in the

Stock Out Reason Code field.
As you go forward by clicking on Tab, data are saved automatically, and the
following form appears:

=N [.MIS Form 3

[ER LMIS Farm 3 Basic Info l Filter Critelia]
= D January-2003 T T
b Eilkis Begum, Kushumbi D SDP Group | PV il

b Gole Afroza, Khanpur SDP | Gole Afroza, Khanpur -

#-{_] December-2007
Reported Month |January | B
Reported Year 2008

Total Form 3 (Filtered) : 4

Oral Pill]  Condom| Injectables| LD [Pes) Imnplant ECP CDS Kit| 1UD M5R
[Sukhi]| [Mirapad] [Set] [Dose] [Mog]|  Kit[Mos)
[Cycles) [Ps]| so-FProvera]
Mfialsl
Opening Balance 3,518 4,834 100 79
Received this IMonth 1,256 2,569 3z 7a
| Balance this Month 4,774 7,403 132 157
ol Adjustment (43
Adjustment (-1
Tatal this Month 4,774 7,403 132 157
Distribution khis Month 3,265 5,695 23 45
iClosing Balance this Monkh 1,509 1,705 109 112

Stock Out Reason Code
Diays Stock Out

b WK
Group By-

P u = L3 N4
Month-YeaDSDj' Mew Save | Undo | Delete | Close
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4.1.5. Edit an existing Form 3

= Select the SDP you want to edit from the list of SDPs (Block A).
= Change the fields as necessary.
= When done with editing, click on Save.
= |f you want to cancel the current editing, press Esc to undo the changes.

4.1.6. Delete an existing Form3

= Select the SDP you want to remove from SDP list.

= Clickon

"R

, and a confirmation dialog box appears:

Delete

LIMS x|

Yes

‘:%') Do vou really want ko delete the selected Form3?

]

= Click on Yes if you really want to delete Form 3.
= You will not be able to delete a Form 3 that has items under it. You have to delete
the items and then delete Form 3. (How to delete items from Form 3 is explained

below.)

4.1.7. Edit an existing Form 3 item

= Select the SDP you want to edit from the list in Block C.

Oral Fill]  Condam| Injectables| 1D [Pes] | rplamt ECP DDS Kit] 1D MSR
[Sukhil|  [Mirapad] [Set] [Coze] [Mog]]  Eit[Mog)
[Crcleg] [Pez]| ao-Provera)
il
| Received this Month 200 900 900 300
Balance this Manth 1,500 1,500 1,500 1,500
= Press F2 or click on any field to start editing.
Dral Pil]  Condom | Injectables| 10D (Pes)|  Implant Ece| DDSER| WD MsR
[Sukhil]  [Mirapad] [Sel) [Dosze] [Mos]|  Kit [Mog]
[Cycles) [Fos]| 20-Proveral
: - izl 'I
 Balatice EO0 0] £00 EOO
[l Received this Maonth 300 00 900 300
Balance this Manth 1,500 1,500 1,500 1,500

= Change the fields as necessary.
= When done with editing, click on Save.
= |f you want to cancel the current editing, press Esc to undo the changes.

4.1.8. Delete an item from Form 3

= Select the SDP you want to delete from the SDP list in Block A.
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= Click on , and a confirmation dialog box appears:

\-gj Do wou really want ko delete all of the ikems in Form3?

Yes | No |

= Click on Yes if you really want to delete the invoice item.
4.1.9. Search Forms

= Click the tab, Filter Criteria and select the start and end month and year.
= Then click on Filter, as shown in the following figure:

Basic Info Filker Criteria |

Start Month-vear File e i 2007 7
End Month-vear | February = onnal | Filker

= Only the filtered months are displayed.
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4.2. Form 2

=% | MIS Form 2

= LMIS Form 2 Basic Infa ] Filter Criteria I

1 [ ] unon | E
Reported Month i |  EntryDate l:l
| Reported Year l:l Total FWAS|:|
Reports Subrmitted l:l

+ - April-2005

Total Form 2 [Filtered] : 2

.Name of Pidy Opening| Received|  Total| Adjustment| Adjustment|  Grand Distribution. Closing| Stock Days
Balance [+ [ Tatal Balance| Out Stock
Reason Ot

b* | " Oral Fill [Sukhi] [Cycles] l Condom [Mirapad) [F‘cs]J Injectables [Depo-Provera) Nials]] Dizpozable Syinge [hos| ] ECF [Doze

1]

i~ Group By

+
Morth-vear > S0~ e

MNew Save | Undo | Delete | Close

Form 2 is used to enter FWASs’ data for each commodity.

4.2.1 Open Form 2

"  Run UIMS.

= Select Field > Form 2 from menu.
= Form 2 is displayed.

4.2.2. General description of Form 2

a4 LMIS Form 2

=72 LMIS Form 2 Basic Info l Filter Eriteria]

Fieports Submitted

¥ Bhobanipur ID l:l Uricn =
¥ Bishalpur : -
b Garidoho Reported Month, - ate l:l
b Khamarkandi

3

tal Eor 2 (Eitaradl- 5
Mame of P, i Dpeninﬁ Feceived| Total .Adiustment. Adjustment i Grand. Digtribution|  Closing .Stock 0]
Balance [+ [ Total Balance| Out St
Reazon |
b >
]
b | WK st B S kil Celest-| Condom (Niapad) (Prs) | Inectahles (DepnProvera) Wik | ECP (Doze] |

Group By
Month-v'ear > S0 = bt - EL

Mew Save | Undo | Delete | Close
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This form is used to enter an FWA'’s data for all of the items. Controls in the form are
grouped into four blocks:
A. List of Unions by Month: Shows the list of union. If you select any of the
unions, FWAs of that union are displayed in Block C.

B. Form 2 Entry Option: Shows options for selecting union’s name and
month and year for which Form 2 is submitted.

C. Details of FWAs: Details of FWAs— i.e., Opening balance, Received in
this month, Issue of this month, etc.—are entered based on which closing
balance is to be calculated.

D. Command Buttons: Buttons available to manipulate Form 2.

4.2.3. Enter anew Form 2

b#

= Clickon New

in the command buttons block, and the following form appears:

=% LMIS Form 2 *

[ = LMIS Form 2 Basic Info l Filter Eriteria]
[+ June-2008
[+ May-2008 1D l:l Union Baroharishpur b4
Reported Month July - Entry Date
Reported Year 2008 Total Padss l:l
Fieports Submitted l:l
Total Form 2 [Filtered] : 26
Mame of Fiafd Dpening. Feceived| Total Adiustment.Adiustment Grand| Distribution|  Clozing| Stock Da_l,ls.
Balance [+] [-] Tatal Balance| Dut Stock
Reason Ot
i
b R Oral Pil (Sukhi) [Cycles] |E0nd0m [Mirapad] [F‘cs]] Injectables [Depo-Pravera) [Vials]] Dizpozable Syringe [nos]] ECF [Dose]]
Group By !
; i 2
LRI G :l e Save | Undo | Delete | Close

= The ID is generated automatically.
= Entry Date field reflects current date, which you cannot change.
= Select union. Total FWAs of the selected union will appear automatically.
= Select reported month and year for which Form 2 is being entered.
= Enter Total number of FWAs who submitted the Reports (optional).
o]
*= Clickon .. ,and the following form appears:
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=% LMIS Form 2

720 LMIS Form 2

ED February-2005
[ - b <nipur
E{:l January-2003
[+-{Z7] Dacamber-2007

Total Form 2 [Filtered) : 7

Basic Info ! Filter Criteria I

1D 20

£0 Union |W

Entry D ate 3207142008
Feports Submitted l:l

Reported Monlh February Z

Mame of Fufé Opening| Received|  Total| Adjustment| Adjustment|  Grand| Distibution| Closing| Stock
Balance [+] [ Total Balance | Out Sh
Reazon |
Sl il | &
jii‘_! Oral Fill (Sukhi] [Cycles) I Condom [Mirapad)] [F'c:s]l Injectables [Depo-Provera) Nials]l ECF [Dose]l
—Group By

|M0nth-Year »50 - i

b
Mew

o
Undo

&

Save

3

Delete | Close

4.2.4 Form 2 Details Entry

= Click on in the command buttons block, and the following dialogue box

appears:

MIS Form 2

= 7at LMIS Form 2

(L] February-2008
LR Bhobanipur
: D January-2008
-] December-2007

Total Form 2 [Filkered) : 7

Basic Info l Filter Criteria I

Union | Bhobanipur

0

Reported Monlhi-ﬁebruary

| Entry Date

Reported Year 2008  Total SDPs l:l
Fieports Submitted l:l

Mame of P, Opening| Received|  Total| Adjustment | Adjustment|  Grand| Distribution|  Cloging| Stock 0]
Balance [+ [ Total Balance| Out St
Reazon |
\ ? ) Do you really want to fill the Form 27
fes | Mo I

| '}

’*!L“| Oral Fill (Sukhi] [Cycles) | Condom [Mirapad] [F'c:s]l Injectables [Depo-Provera) Nials]l ECP [Dose]l

— Group By

| Month-v'ear > S0 = i

b
Mew

i
Unda

B

Save

e

Close

Delete

Click on Yes to continue, and the following form appears.
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&% LMIS Form 2

= ’f LMIS Form 2 B asic Info ] Filker Entena]
=11 February-2003 r

b Bhobanipur D l:l Union Ehobanipur -
=11 January-2008
Bl 8 Chobanipur Reported Month| February - Entiy Date
+-{_] December-2007
Reported Year 2008 Total SDPs l:l
Feports Submitted l:l

Total Form 2 [Filtered) : 7

M ame 6f FWA Dpehing Hecei\;ed .Tot;al Adjustment .Adiustment 7 Grand I.Z)istribut.ion tlosing
Balance [+] - Total Balance
Aleva Khatun, 3/kha, Bhobanipur 137 137 137 137
Julekha Begum, 3/ka, Bhobanipur 2,610 2,610 2,610 2,610
! Nastin Sultana, 2fkha, Bhobanipur 1,700 1,700 1,700 1,700
| Saleha Khatun, 1ka, Bhobanipur 80 a0 80 80
Sheheli Khatun, 1/kha, Bhobanipur 50 50 =) )
Sufia Begum, 2/Ka, Bhobanipur 121 121 121 121
= I >
i
b B Oral Pill (Sukhi] [Cycles) |Condom [Mirapad] [Pcs]J Injectables [Depo-Provera) Nials]] ECF [Dose]]
1 Group By

pe | : o Rl
Month-YeaDSD]' Mew Save | Undo | Delete | Close

Name of the FWAs of the selected union appear automatically.

In this form you have to enter the Distribution figure only. In very few cases you
might have to make some Adjustments. Opening balance, Receive of this month,
etc. appears automatically and, by default, balance, total, and closing balance of
this month are equal to opening balance + receive of this month.

Closing balance is calculated automatically.

If there any stockouts, select the Stock Out Reason from select box in the Stock
Out Reason Code field.

As you go forward by pressing the Tab button, data are saved automatically and
the following form below appears.

Same procedures have to be followed for all contraceptives, i.e. pills, condoms,
injectables, and emergency contraceptive pills (ECPs). Data will appear
automatically for disposable syringes.

=% | MIS Form 2

=74t LMIS Form 2 Basic Info ] Fiter Ciiteria |
=1-(1] February-2008

= I:l January-2008
»  Bhobanipur Reported Month February a Entry Date I:l
+-(11 December-2007
Reported Year 2008]  Total SDPs I:l

Fiepoits Submitted I:l

Total Form 2 [Filtered) : 7

|ame of Pt Opening Received| Total Adjustment | Adjustment|  Grand| Distribution|  Closing| 5t
Balance [+] [-) Total Balance| O
R
Aleya Khatun, 3ficha, Bhobanipur 137 100 237 237 56 151
Julekha Begum, 3fka, Bhobanipur 2,610 1,563 4,173 4,173 3,000 1,173
| Nastin Sultana, 2fkha, Bhobanipur 1,700 1,000 2,700 2,700 2,000 700
Saleha Khatun, 1/ka, Bhobanipur &0 100 a0 a0 123 57
Sheheli Khatun, 1jkha, Bhobanipur 50 156 206 206 205 )
Suia Begum, 2/Ks, Bhobanipur ) NV IV 0 == M0 I
£ | >
i
b FE Oral Fill [Sukhi) [Cycles) J Condom (Mirapad) [Pcs]J Injectables [Depo-Provera) [\f’ials]] ECP [Dnsa]]
Group By 1
[Morvears 50 =] 23 i / W R
Morihireals; oL New Save | Undo | Delete | Close
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4.2.5. Edit an existing Form 2

= Select the union you want to edit from the list of unions (Block A).

= Change the fields as necessary.

= When done with editing, click on Save.

= |f you want to cancel the current editing, press Esc to undo the changes.

4.2.6. Delete an existing Form2
= Select the union you want to remove from union list.

=  Click on , and a confirmation dialog box appears:

Delete

\ ?r/ Do vou really wank ko delete the selected Formz?
S

|

= Click on Yes if you really want to delete Form 2.

= You will not be able to delete a Form 2 that has items under it. Delete the items
first and then delete Form 2. (How to delete items from Form 2 is explained
below.)

4.2.7. Edit an existing Form 2 item

= Select the invoice item you want to edit from the items list in Block C.

Mame of Pufd Opening| Feceived|  Total| Adjustment| Adjugtment|  Grand| Distribution]  Clozing| Stock D
Balance [+] ] Tatal Balance | Out Sh
Reason |
E ileya Khatun, 3fkha, Bh.. | 2,000 | wooolzoool | [ 3000
Julekha Begum, 3/¥a, Bh... 4,000 500 4,500 4,500 1,800 Z,610
= Press F2 or click on any field to start editing.
Mame of Piads, Opening| Received Total| Adjustment | Adjustment Grand| Distibution| Closing| Stock
Balance [+] [ Tatal Balance | Out Sk
Reazon |
t Cha, Bhet 2000 [EER | ¢ 1963 3 =
Julekha Begum, 3f¥a, Bh... 4,000 500 4,500 4,500 1,890 2,610

= Change the fields as necessary.
=  When done with editing, click on Save.
= |f you want to cancel the current editing, press Esc to undo the changes.

4.2.8. Delete an item from Form 2

= Select the union you want to delete from the union list in Block A.
= Select the item— i.e. pill, condom, injectable, or ECP.

= Clickon , and a confirmation dialog box appears:
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:\!{) Do wou really want to delete all of the items in Formz2y

Click on Yes if you really want to delete the invoice item.

4.2.9. Search Forms

Click the tab, Filter Criteria, and select start and end month and year.

Then click on Filter, as shown in the following figure:

Basic Info Filter Criteria |

Start Month-rear | TiETEa .f_' 2007
End Month-vear | February - 2003

S
Filter

Only the filtered months are displayed in the Block A
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4.3. Supply Plan

=¥ Supply Plan

= ’f Supply Plan
p February-2005
b January-2003

Basic Info l

1D
|SFR For

Year

Total Supply Plan : 2

[

2008

Upazila

- District

February

T

SDP Last Month's

Distribution

b ax Quantity

Cloging|  Alloted Quantity Actual Supply| A

Quantity

4 Fwa
Afroza Jobbar, Ward-1, Pourosobha
Aleva Khatun, 3/Ka, Mirjapur
Aleva Khatun, 3/kha, Bhobanipur
alo Rani Das, 3/ka, Garidoho
Anjuman Ara, 2fka, Sughat
ashia Yasmeen, 3fkha, Garidoho
Banesa Parvin, 2/kha, Mirjapur
Chandra Rekha, 1/Ka, Garidoho
Doulakun Mesa, 2/Ka, Garidoho
Fajilatun Mesa, 1/Ka, Sughat (Acting)
Faiilatiin Rleca 1{kha Snnhat

b BK|

fnes] ) Shukhi [cpcles) | 1UD CT-3804 [pes) | Injsctables [vials) |

Group By
Month-Y'ear =

(£

Mew Save

Unda

3

Dielete

&

Preview Close

Based on the inputs from various SDPs, this module generates a supply plan

automatically.

4.3.1 Open Supply Plan

=  Run UIMS.
= Select Field > Supply Plan from menu.

The Supply Plan Screen is displayed.

4.3.2. General description of Supply Plan Screen

=% Supplv Plan

= ’,," Supply Plan
p February-2003
¥ January-2008

Basic Info l

1D
| 5PR For

| Year

Tat IQ::DD\HDI o)

F‘ebruary

2008

S0P Last Month's

Distribution

b ax Quantity

Alloted Cuantity Actual Supply|

Quantity

Clozing

4 P
Afroza Jobbar, Ward-1, Pourosobha
Aleya khatun, 3/Ka, Mirjapur
Aleya kKhatun, 3/kha, Bhobanipur
Alo Rani Das, 3fka, Garidoho
Anjurnan Ara, 2fkKa, Sughat
Ashia Yasmeen, 3fkha, Garidoho
Banesa Parvin, 2/kha, Mirjapur
Chandra Rekha, 1/Ka, Garidoho
Doulatun Mesa, 2fKa, Garidoho
Faijilatun Mesa, 1/Ka, Sughat {Acting)
Failatin Maza 1ikha Siahat

b | BE

[ Shulchi{cpcles) | IUID CT-2808 () | Injectahles (vialk) |

Group By
Month-vear -

|23

ew Save

Unda

2.3

Delete

R W

Preview Close
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Controls in the form are grouped into four blocks:

A. List of Months: Shows the months for which Supply Plan is to be
generated.

B. Supply Plan Entry Option: Shows options for selecting month and year for
which Supply Plan is to be generated

C. Details of SDPs: Details of FWAs, FWVs, SACMOs, NGOs—i.e. how
much they have distributed last month, their closing balance, what should
be the allotted quantity, etc.—are shown here

D. Command Buttons: Buttons available to manipulate the Supply Plan.

4.3.3. Generate a new Supply Plan

b #

= Clickon
[ew

in the command buttons block, and the following form appears:

<% Supply Plan *

[= 4% Supply Plan Basic: Infa l
¥ February-2008
SPR For Harch] vl Dt [ o
Year 2008
Total Supply Plan : 2
SDP Last Month's| Mas Quantit_;,l Cl.osing. Allated Cluantity Actual Suppiy.
Distribution Cuantity
i
b P Candom (pes] | Shukhi [eycles] | 1UD CT-3804 (pes) | Inisctables [vials) |
-Group By .
ve | | oo | o e
. j MNew Save | Undo | Delete | Preview Close

= The ID, Upazila, and District are generated automatically.
= Select the month and year for which Supply Plan is to be generated.

= Clickon SH , and the following form appears:
3YE
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=¥ Supply Plan

=l 7a Supply Flan Basic Info I
b Fehbruary-2008 0 Upazila |Shepur Bogia ~
- b January-2003 L —
SPR For |March L! Drigtrict
Year 2002
|
Tatal Supply Plan: 3
SDP Last Month's| Max Quartity Clozing|  &lloted Quantity Actual Supply
DiztribLtion Quantity

0|

Candarm [pes] | Shukhi [cycles) | 1UD CT-3804 [pes) | Injectables (vials] |

~Giroup By

| Month-v'ear A i re
Mew

¥R

Delete

2]

Save

e

Preview Close

‘.?f
Unda

4.3.4. Generation of Supply Plan Details
Click on in the command buttons block, and the following dialogue box

appears:
-7' Supply Plan

=173 Supply Plan Basic Info I
- b December-2007 [

| 1D Upazila |“hepu Boos
| SPR For i_lf)ecember L' District Bogra
IYear 2007

Total Supply Plan : 1

SDP Last Month's| Max Quantity Cloging|  &llated Quantity Actual Supply

Distribution Guantity

\ ? ) Do you really want to fill the Supply Plan Tkems?

e |El Condom [ps) | Shukhi [cycles) | 1UD CT-3804 (pos)  Injsctables (vials) |
— Group By

b | B | | O, I
|Month-Year j' Mew Save | Undo | Delete | Preview Close

Click on Yes to continue, and the following form appears:
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Supply Plan

=17t Supply Plan Basic Info l

b December-2007
- [ ] upaia
SPR For December - District l:l
Year 2007)

Total Supply Flan: 1

Group By

0, 3 +
Month-vear - ] ’ " lﬁ EL
Mew Save | Undo | Delete | Preview Close

SDP | Last Month's| Max Quantity Elosing. Alloted Quantity Actual Supply. ~
Digtribution Guantity
7 Fuia
Afroza Jobbar, Ward-1, Pourosobha 444 1,332 268 1,064 1,100
Aleva kKhatun, 3/Ka, Mirjapur 306 918 280 638 700
Aleva kKhatun, 3/kha, Bhobanipur 216 645 176 472 500
Alo Rani Das, 3/Ka, Garidoho 1z0 360 124 236 300
Anjuman Ara, 2fKa, Sughat 216 648 396 252 300
Ashia Yasmeen, 3fkha, Garidoho 10 30 516
Banesa Parvin, 2/kha, Mirjapur 542 1,626 54 1,572 1,600
Chandra Rekha, 1fka, Garidoho 340 1,020 50 970 1,000
Doulatun Nesa, 2/Ka, Garidoha a0 270 280
Fajilatun Mesa, 1/Ka, Sughat (Acting) 500 1,500 262 1,238 1,300
Faiilabin Meca 1{kha Snahat Son 1 GAN 1 n=1 ara =nn v.l
b WK Shukhi [cycles) | 1UD CT-3806 (pos) | Injectables [vials) |

All data are generated and shown automatically.

Only Actual supply Quantity can be edited.

Enter the actual quantity that has been supplied to the SDPs.

As you go forward by pressing Tab button, data are saved automatically.

4.3.5. Preview and Print the Supply Plan

Click on preview  to preview the supply plan, which is similar to the following

figure:
Supply Plan Register
Upazila: Sherpur Month:  December Vear: 2007
Condom Shukhi Depo-Provel
[Mame of the Worker Designation | LMD Maxdty | CEL GyTES |Gtyas | LMO |MaxGty |CEL OyTBS | Gtyas | LMo MaxOty | CEL
[Ritoza Jobbar, Wiard-1, Fourasobha FIvA 2 a3z T TO6a | 1,100 58 TTE 00 759 S 5 75 T
[Fleya Khatun, 3/Ka, Mirapur FIvA 06 e ] [E] 700 i (] S i B 5 75 H
[Fleya Khatun, 3/Kha, Bhobanipur FuiA 16 698 176 a7 &00 76 E 706 E3 5 [ 0
[Ela Rani Das, 3/Ka, Garidoho FUA 0 E ) FEd 0 EH ToE 718 0 EE H 15 10
[Enjuman A 37Kz, 5 ughat FUA I 645 EQ [ 0 B Taw | Lim | 4% 55 o 7
|shia Vazmeen, 37kha, Gandahe FUiA [ El 3 [ o EX w4 605 B EE i El 16
Banesa Parvn, 2/kha, Midapur FUA E3 TEIE 54 TEE | 1600 E]l EERES 90 915 T 3 E
Chandra Rekha, 17Ka, Garidoho FvA 340 7020 0 i 7,000 GH Taon | 633 7058 038 7 & 7
Doulatun Nesa, 2/Ka, Baridaho FuiA a0 770 ) [ [ 6 75 45 550 566 [ 18 74
Fajllatun Mesa, 1/Ka, Gughat (Acting) FUA 500 [ T80 | 76z 1338 1300 3 1837 | 100 | enz B0 [0 B
Faillatun Heza, 1/kha, Sughat FUA 10 1580 TEl | 4 500 E3 I &7 0 T 3 E
Fatema Khatun, 1/Kha, RhamarKandi FUiA 4 44 0 124 200 140 410 163 57 3 15 4 &
Forida Yazmeen, 1/Ka, Khamarkandi FUA 118 E3 EZ) [ o 192 B B o [ Ex] El &
Hajera Khawn, 1/Ka, Bishalpur FvA £ T 67 [ o £ T3l | Tam | 0 [ 3 O 3
Hajera Khawn, 1/Kha, Bishalpur (Acting)  |[FUiA £ ) B3 [l o 600 EON R i o 5
Hosne Ara Begum, Z/Kha, Baridoho FvA 00 00 [ 70 00 &6 Ta® | 228 TR 620 0 0 [
Hozne Ara, 1/Ka, Khanpur FUiA £ 1336 3 ) 700 & T84 | 1008 | 505 10 3 4 H
iron Nesa, 2/Kha, KhamarKandi FuiA 620 1887 RS 00 03 08 700 e T 5 15 0
1zm ot Ara, 3/Kha, Khamar Kand! FUA H 645 ol Eid 0 EH I Tt [EES o 10
Uahanara Hoque, Ward-3, Pourasabha FUA B3 1554 3 54 700 Ed B B3 ] EET] o 10
Hakia Sulana, 2/Kha, Sughat FUiA EE £ ) 410 500 34 EH] 3 127 [ o 10
[inat Rehana, 3/kha, Khanpur FA EE] Tol% [ EET 40 Ed RS 90 45 E g 7
[Hulekha Begum, 3/Ka, Bhobanipur FIvA 68 7104 ) 540 700 E TOea | 623 ] 540 H O 76
Kohinur Begum, 17/Ka, Mirjapur FuiA 180 540 ) ET) a0 474 N 536 540 B 6 13
Kulsum Begum, 2/Ka, KhamarKandi FUiA e HE £ [ [ a0z 406 3 X 570 B O 7
Mahmuda Khatun, 17kha, Simabari FUA 09 3 T80 4 0 7z E 3 o [ B 15 5
[Majeda Khatwn, 1/kha, Garidoha FUiA 160 &0 ] 410 500 5 T0Es | 455 610 515 ] 7 &3
Mohzena Banu, Ward-2, P ourasobha FUA &0 T80 [ ] 100 ) 3 571 iz ) 7 ] 1

Click on the printer icon, and print dialog box appears.

You can provide Print Range, Copies and click on OK. If you want to print only

one copy of the whole report, then just click on OK.
After printing, click on the leftmost X button to close the preview window.
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4.4. Form 7B

MIS Form 78

= 4% LMIS Form 78 Basic Info }

¥ June-2008 D l:l Upazlla {
b May-2008 . :
y Reported Morth - ot [ T
Reported Year g ToelsoP [ 5]
Reports Submitted |:|
Tatal F7B: 3
SLH | Adticle Opening| Received Issued | Justment| Justment| Closing MOs
Balance [+ - Balance
1 Condom (pes) 26,200 19,200 7,000
2 Shukhi {cydles) 69,390 32,775 36,615
5 ECP(cycles) 1,625 100 1,525
4 IUD CT-3308 (pes) 198 72 126
5 Injectables (vials) 5,114 2,124 2,990
6  Disposable Syringe (nos) 5,114 2,124 2,990
7 Implant {nos)
&  Saree (pcs)
9 Lungee (pcs)
10 DDSKiE o4 37 17
111 IUD MSR Kit (kit)

12 Vasectomy M3R Kit (kit)
13 Tubectomy MSR Kit (kit)

14 MR Kit (kiE)

b WK Upazila Store -

Group By

[Wortres 5] [ 23 { 7.3 1.

Monlhireat d Mew Save | Undo | Delete  Preview Close

Based on the inputs given from various SDPs and items received and issued by the
Upazila MIS, this module generates Form 7B automatically.

4.4.1. Open Form 7B

=  Run UIMS.

= Select Field > Form 7B from menu.
= Form 7B Screen is displayed.

4.4.2. General description of Supply Plan Screen

<X LMIS Form 7B

=73 LMIS Form 76 Basic Info 1
» r
b June-2008 D l:l Upazila
¥ May-2008 :
" Reported Month July - District
Reported Year 2008 Tatal SDP
Reports Submiltzd
Total F78 - 3
SLi Art‘\c‘\e Opening F!ece\‘ved I§sued Justment | Jjustment Cl.o.smg MGS
Balance +] Balance
1 Condom (pcs) 26,200 19,200 7,000
2 Shukhi {cycles) 69,390 32,775 36,615
13 ECPicycles) 1,625 100 1,525
4 IUD CT-380A fpes) 198 72 126
5 Injectables (vials) 5,114 2,124 2,990
6  Disposable Syringe {(nos) 5,114 2,990
7 Implant {nos)
8  Saree (pcs)
9 Lungee (pcs)
10 DD kit 54 37 17
11 1UD MSR Kit (kit)
12 Vasectomy MSR Kit (kit)
13 Tubectomy MSR Kit (kit)
14 MR KIt (kit)
T
(2308 Upazila Store | Field Stock
Group By
T be w | @B e
Montieal ht Hew Save | Undo | Delete |Preview | Close
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Controls in the form are grouped into four blocks:

A. List of Months: Shows the months for which Form 7B is to be generated.

B. Form 7B Entry Option: Shows options for selecting month and year for
which Form 7B is to be generated

C. Details of Items: Details of all 14 commodities—i.e., Opening Balance;
how much has been received, issued, and adjusted; Closing Balance;
months of supply (MOS), etc. —are displayed here

D. Command Buttons: Buttons available to manipulate Form 7B.

4.4.3. Generate a new Form 7B

= Clickon N’* in the command buttons block, and the following form appears:
=10

<K LMIS Form 78 *

= i.‘ LMIS Farm 7B Basic Info
o July-2008
b June-2008 1D I:l Upazila
AL Reported Month T R District |
Reparted Year 208 TesoR [ o
Reports Submitted l:l
Taotal F7B : 3
Received lzsued| djustment| Justment| Closing MOs

[+ )| Balance

SLE | Adicle Opening
Balance

e Upazila Store | Field Stack

Group By
o,
7

[Montresr ] ] X
o Mew save  Undo | Delete |Preview | Close

= Each option except month and year are generated automatically.

= Select the month and year for which Form 7B is to be generated.
iy

= Clickon sz |, and the following form appears:

Page 82 of 119



UIMS User Guide

<% LMIS Form 7B

44 LMIS Form 78 Bazic Info
e
C b June-2008 D Upazila ||-:a'.cwe.ms;tt-:e -
PRy 2008 Repoited Mnnlh%July L} District | MNatore|
Reported Year 2008 Total SDP
Fiepoits Submitted |:|
Total F7E : 3
SL# | Article Opening| Received |zzued | dustment | Justment|  Closing MOS
Balance [+ [-]| Balance
e | ]
’_*iz; Upazila Store I Field SlE'Ekl
~ Group By
r— e | W | 2| g+
Montgaiea = Mew Save | Undo | Delete | Preview | cClose

4.4.4. Generation of Form 7B Details

= Clickon

in the command buttons block, and the following dialogue box

appears:
LMIS Form 7B
=730 LMIS Form 7B Basic Info |
< b Movember-2007 ;
1D Upazila !Slza:p-.ir Bagra -
Reported MonlhENovember - District | Bogra
Reported Year 2007 Tatal SDP 7E|
Feparts Submitted
Tatal F7E : 1
SLH | Article Opening| Received lzsued| fustment | Juztment| Clozing mOS
Balance [+] [-]| Balance
\ ? ) Do vou really want ta fill the Form 76 Items?
es I Ma l
E Sl )
| _ :
EI5| |pazila Store I Field Stock |
— Group By T |
[Monbhvea: B CE I (O A . O Y 1
Moplisea: a Mew Save Undo | Delete !Preview Close

e Click Yes to continue, and the following form appears.
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=l £3% LMIS Form 7B Basic Infa l
b Movember-2007
1D [ 0 upecke
Reported Month | Movember - District |
Reported Year 2007 Total SDP I:I
Reports Submitted I:I
Tatal F7E : 1
SL# | Article Opening| Received lzsued| fustment | dustment|  Closing MO%5 -
Balance [+] [-]| Balance
1 Condom {pcs) 1,200 1,200 0.1
2 Shukhi{cycles) 174,360 174,... 7.5
3 ECP(cycles) 1,550 1,550 344
4 IUD CT-3804 (pcs) 129 129 2.2
5 Injectables {vials) 2,871 2,871 157
6 Disposable Syringe (nos) 2,871 2,871
7 Implant {nos)
8 Saree{pcs)
9 Lungee {pcs)
10 DDS Kik fkit) 206 206 12.1 b
b >
i
(X308 | pazila Store | Field Stack
Group By
O b ® | R
flonthear = New Save | Undo | Delete |Preview Close

All data are generated automatically.

4.45. Preview and Print Form 7B

[&

cviey | 10 Preview the supply plan, and a form similar to the

&)

S OVERNMENT OF THE PROPLE'S REFUBLIC OF BAN GLADESH
Form 78 DIRECTORATE GENERAL OF FAMILY PLANNING
MIS Unit, Karwanhazar, Dhaka

Click on Pr

UPAZIL 4 MONTHLY SUFPLY, DISTRIBUTION & S TOCK BALANCE REFORT

WH: BOGRA District:  Bogra Upazila: Sherpur Month: Noverber Year: 2007 Tatal SDP+: 76 Report Submitted: 63
. . Field Swck: From MIS Form 2.3 and NGOs
f Unszila. Starevaton (sihle Articles) Taking Supplies From Uazila FP Store Total Usah i
. otal Us:
SN Artick :Ol,ening . Adjusiment Clusing p— ] nisu::uu.l Adjustment Clsing Stock Balan
[Balance Receied| Iieued Bahnce Moy Bahnce Reseied Accepiors Bahnee Mos @+16)
) ) |- ) “ i |
1 2 3 4 5 [ 7 8 i 0 11 12 1 14 15 16 17 18
1 [Cendom (pesy 1.200 1,200 01 31241 |10700 [16.074 25867 (18 27 06T
2 | Shukhigeyeles) 174,260 174360 |75 | 48204 |18045 (23334 43005 (18 217 365
3 | ECP (oyoles) 1550 1,550 344 | 045 60 a5 o8 214|251
4 WD CT-380A (pes) 129 120 22 26 45 &0 71 12 200
5 Injectables (viak) 2,871 2,871 17 2.674 740 1672 254 18 5512
& Disposable Syringe (nos) [2.871 2.871
7 | Implant(nos) o o 00 |94 50 50 a4 13 a4
g | Sareecpes) o 0
9 |Lungee (pes) o 0
10 | DDS Kit (it [205 206 124 | 10 21 A7 14 08 |zz0
11 [ WD MSR Kit(kif) o a
12 | Wasectomy MSR Kit (kit) o a
13 | Tubectomy MSR Kit (kif) o 0
14 | MR Kit(kity 10 10

*SDP=FWhs, FWVs/S ACMOs, NGOs and Iulti-sectoral

Click on the printer icon, and the print dialog box appears.

You can provide Print Range, Copies and click on OK. If you want to print only
one copy of the whole report, then just click on OK.

After printing, click on the leftmost X button to close the preview window.
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Chapter 5

Stock
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5.1. Stock Balance

<X Stock Balance

Item Group | (ALLY | Balance Date
Itemg in Gmup ral
[ Item Code 1 Itermn Mame 1 Usable Qtyi Unusable thi I nit 1
I COMTZ  GAUZE 15 [ ol
| COMO28  IMJ. PATHEDIME 50 MG e
ol COMOZE  INJ. PENTAZOCINE [ 30MG) e
ol COMO04  INSTRUMENT TROLLY 1 I -
| COMO27  IRON COT P s
©I COMODS  IUD KITS e i
ol COMO1E MATRESS FOAM e s
ol COMO17 RUBBER GLOVES 5" 200 [ -
| COMOTE  RUBBER GLOVES 7" P
I COMOZZ SAREE pos
ol COMODG  SAYLON/CITRIMIDE SOLUTL.. e o
ol COMOT4  STETHESCOPE > I -
| COMO03  TAR. IRON 11,862 [ tablet
© COMOD7  TAE. METROMIDAZOL P bt
[ FAMANG  TAR PARACFTAMOI LR
7 | = | | " Show Onlp MonZera Stock
| & | # EI! " Show Dnlﬁ Zero Stock
.Detalls ;Prewew.; Lotu-.use: Search [ Close | & Show Al Ik
J ot I

W

Stock Balance form presents the current status of stock items at any time. Initially,
the form shows stock balance of all stock items up to current date. Stock balance of

any date can be viewed by changing the Balance Date.
5.1.1. View Stock Balance

=  Run UIMS.

= Select Stock > Stock Balance from main menu.

= Stock Balance form is displayed.

5.1.2. General description of Stock Balance form

=¥ Stock Balance

¥

Item Group | (aLL) A ~ | Balance Date
ltems in Gloun 7
| Itern Code 1 Itern M ame 1 Usable Qtyi Unusable thi Lnit 1
| COMINZ  GAUZE 15 [ ol
| COMO2E  IMJ. PATHEDINE S0 MG e e
o COMO25  IMJ. PEMTAZOCINE [ 30MG) S
l COMOD4  INSTRUMENT TROLLY 1 I s
| COMOZ7  IRON COT B -
O COMOOS 1D KITS e i
O COMTE  MATRESS FOAM e s
| COMO17  RUBBER GLOVES 65" 200 P pair
| COMOIE  RUBBER GLOVES 7 e i
1 COMOZ2  SAREE e e
o COMODE  SAYLON/CITRIMIDE SOLUTI.. I -
ol COMIT4  STETHESCOPE : I -
| COMONS T4, IRON 11862 [ tablet
ol COMOD7  TAB. METRONIDAZOL P tablet
| COMONE  TAR PARACE TAMII 2 5on I fahiet
7 " Show Only MonZero Stock
| B‘ | EL‘ " Show Dnlﬁ Zero Stack
Defails | Preview | Lotwle | Sgarch | Close | & G All e
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This form presents current stock position of all the items. Controls in the form are
grouped into three blocks:

E. Item Group & Balance Date: Shows a list of current item groups in
database. A label below shows the total number of items under the
selected group. Balance Date gives a filter date for which stock position is
shown.

F. List of Items: Shows status of every item under the selected group. To
describe an item, five fields are required.

= |tem Code—Unique Item Code
= Item Name—Name of item
= Usable Qty.—Usable stock quantity of item on balance data
= Unusable Qty.—Unusable quantity of item on balance date
= Unit—Unit of measurement of item
G. Command Buttons: Buttons available to manipulate the stock status.

5.1.3. View stock balance of a specific date

= |f you want to view stock status of all items, select (ALL) from Item Group combo
in Block A. If you want to view a specific group, select the group name from the
combo.

= |nitially, Balance Date reflects today’s date, and stock status for that date is
displayed.

= Type in the desired date in Balance Date field and press Enter to get the stock
status of that date.

= To exclude the items that are out of stock, select Show Only Non-Zero Stock.

5.1.4. Search and find an Item

, L :
= Click on| searct, | in command buttons Block C, and a new dialog box appears

asking you to give item name to search. You can provide a partial item name.

Search ltems @

Enter [tem Mame to Search:
Cancel

[MACHIME

= After you provide the item name, click on OK.
= |tems that match the search text are displayed in the list, as shown below:
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=¥ Stock Balance

Item Group | (aLL)

ﬂ Balance Date 11/00/2008

Iterns in Group: [Filkered): 13

Item Code | Itermn Mame | Usable Qt_l,l! Unuzable Qtyl Unit |
[ COmMoo3 B.P. MACHIME 2 pcs
L IEMOTF BATTERY CHARGER MACHINE pcs
1 IEM135 DUPLICATING MACHINE pcs
1 IEM1595 Fax MACHIMNE SHARP sets
KITO38 AUTOCLAYE MACHIMNE nos.
[ KITOES PORTABLE AUTOCLAVE MALC... pcs
HKITO2S SUCCER MaCHIMNE (FOOT DR... 1o,
SKITOM SUCCER/SUCTION MACHINE... 2 hos.
[ MCHIE SMESTHESIA MACHINE pcs
[ MCH139 DIATHERMY MACHINE pcs
[ MCHO7E GASKET FOR ANESTHESIA .. pcs
o MCHO74 MONOMETER FOR AMESTHE .. pcs
I MCH140 SUCCER MaCHIME CHILD [EL... sety

Bo Bo ¢
& | EL " Show Only Zera Stock
Details | Preview | Lobwise | Close

| ™ Show Only Mon-Zero Stock

I i Show Al ltems

]

= To see all of the items again, click on Shows il

5.1.5. View Lotwise information about a specific item

= Select the item for which you want to view Lotwise information.
= Click on Lotwise in the command button block, and the following dialog appears:

=X Stock Balance

Item Group | CONTRACERTIVE ~|  Balance Date 02/08/2005
Items in Group: 31

Itern Code | Item Mame | I sable Qt_l,.ll Unusable Qt_l,.ll nit | ”
11 CONDZZ  CANNULAC FOR MR [SYRINGE) 7MM a1 I s
1 CONODT COMDOM 954,000
LI COMDD4 e .
B COND23 w| Lotwise Stock Summary
1 COND29
o CONDT Itern Code  (COMOOT Itern Mame  [COMDOM |
1 CONDD?
o conong || LetNe hfg. Cate Expiry Date Lot Gitw| Lok Bty [Unugable)
[ CONO30
o conoro | | 2 I N I ) A
o CONDZE | 01/10/2009 39,000
1 COMOOE u 31f1242009 913,000
1 COND3
L CoNmT
[ CONODg
11 COND25

Total Lots: 3 Total | 554,000

G
Close
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5.1.6. Print Stock Balance

Bﬁ- Lon to view a printable list of stock balance.
Presiew
Upazila Family Planning Office
Sherpur, Bogra
Stock Balance
As on : December 29, 2007
Group Teem Code Tem Wame sable 0oy Unusable Qry  Uair
COMMON MEDICINE
COnoo AMBU BAG 2 pos
COMO03 B.F. MACHINE 2 pes
ComMo10 COTTON ( 100¢R AM) 808 roll
COMD1Z GAUZE 15 roll
COMOOS SAVLONCITRIMIDE SOLUTION (1 LITRE JAR) a jar
COoMO14 STETHESC OPE 2 pos
COmoog TAB. IRON 18,728 tablet
C OMO0S T4B. PARACETAMOL 3670 tablet
COMMON MEDICINE Total: 8

=  Click on the printer icon, and the print dialog box appears.
= You can provide Print Range, Copies and click on OK. If you want to print only
one copy of the whole report, then just click on OK.

= After printing, click on the leftmost X button to close the preview window.

5.1.7. Close Stock
[+

= Clickon close

= You can also exit by clicking on the X button at the top right of the form.

Balance form

to exit the Stock Balance form.
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5.2. Stock Reports

The form is used to view stock reports based on specific criteria. Both summary and
detailed stock information can be printed. A typical view of the Stock Summary form
appears below:

=¥ Stock Reports E]|E| @
List of Reparts Filber D atelz]

" Stock Summary by{nt \ SummaryEate 1101 /2008

" Stock Details by Product

* Stack Details by Facilty ¢ Show Only NonZera Stack
(" Show Only Zero Stock
Group/dltem and Facility Criteria fo Shows Al ltem
Item Group {aLLy -

D

F (& | ¢
Preview | Close

The controls in the form are grouped in five blocks:

A. List of Reports: Currently there are three reports; the first is a summary
report and the others reflect transaction details.

B. Filter Dates: Provide the date(s) used to filter the report data.

C. Zero/Non-Zero Stock: Provide option to select Show Only Zero Stock or
Show Only Non-Zero Stock.

D. Group/ltem and Facility Criteria: A number of optional filter criteria control
the report’s output.

E. Command Buttons: A Preview and Close button.

5.2.1. How to print a report

= Select a report from the List of Reports.
= Provide date(s) in the Filter Date(s) block.
= You can select options from Group/ltem and Facility Criteria (Block D).

= Clickon E’- to preview the invoice.
Preview

= Click on the printer icon, and the print dialog box appears.

= You can provide Print Range, Copies and click on OK. If you want to print only
one copy of the whole report, then just click on OK.

= After printing, click on the leftmost X button to close the preview window.
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5.2.2. Stock Summary

This report shows stock status on a certain date. To print the report, follow these
steps:

= Select Stock Summary in List of Reports block, and the following dialog box
appears:

=% Stock Reports

List of Reports Filter D atefz]

" Stock Summary by Lat Summary Date 11401 /2008

™ Stock Details by Product

" Stack Details by Facility " Show Only MorZero Stock
. " Show Only Zera Stock,
Group/ltern and Facility Criteria % Shaw Al ltems
Item Group _.I{F'.LL:I =
[& | W

Preview | Close

= The Summary Date box reflects current date, and (ALL) is selected in the Item
Group box. If you click on Preview now, stock summary of all the items on current
date is printed.

= |f you want to know the stock status of a previous date, type the date in Summary
Date box.

= To print stock status of a specific group, select the group from Item Group box,
and the following form may appear:

=¥ Stock Reports

Lizt of Reparts Filter D1 atefz]

* Stock Summary

" Stock Summany by Lot Summary Date 1240142008

™ Stock Detail: by Product

" Stock Details by Facility * Show Only Non-Zera Stock
! || Show Only Zero Stock
Group/Item and Facility Criteria " Show All ltems

Item Group COMTRACEPTIVE

(& &

Preview | Close
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= Click on Preview to continue.

Upazila Family Planning Office
Sherpur, Bogra

Stock Balance
Ason : January 12, 2008

Croup Tem Code Ttem Wame rozdle Quy Unuseble Quy Urit

CONTRACEPTIVE

CONO4T 1ML, DISPOSABLE SYRINGE 1,087 pos
CONODZ CT-3304 20 pes
CONO1E DS KITFOR FP & MCH-SERVICES (27 ITEMS). 206 cartan
cCaMaod DEFO-FROVERA/ PETOGEN 1.087 wials
CONOD7 MR KITS (SYRINGE) 11 pos
COMO1S FOSTINOR-2Z (ECP) 1,520 dose
CONODZ SHUKHI 160,050 cycle

CONTRACEPTIVE Total: 7

Grand Total Rems: 7

5.2.3. Stock Summary by Lot

This report shows the stock status by lot at a certain date. To print the report, follow
these steps:

= Select Stock Summary by Lot in List of Reports block, and the following form
appears: _

=¥ Stock Reports E]'E'

List of Feparts Filter Dratelz]

™ Stock Summary

(" Stack Summary by Lat Summary Date 1201 /2008

" Stock Details by Product

™ Stock Details by Faciity o Show Only Honegem Slock
" Show Only Zero Stock
Group/ltern and Facility Criteria 7 Shows Al lkems
Item Group {aLLY e
[& | N

Preview | Close

= The Summary Date box reflects current date, and (ALL) is selected in Item Group
box. If you click on Preview now, stock summary of all the items on current date
is printed.

= |f you want to know the stock status of a previous date, type the date in Summary
Date box.
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= To print stock status of a specific group, select the group from Item Group box,
and the following form may appear:

=% Stock Reports

Lizt of Reportz Filter Dratef=]

" Stack Surnmary

" Stock Summary by Lot Summary Date 12/01/2008

" Stack Details by Product

" Stock Details by Facility @ Show Only Non-Zero Stock
7 Show Only Zero Stock
Groupdltern and Facility Criteria €7 Show All ltems

Item Group COMTRACEPTIVE

& | B

Preview Close

= Click on Preview to continue.

Upazila Family Planning Office
Sherpur, Bogra
Lotwise Stock Balance
As on: January 12, 2008

Twm Code Trem Wame Lot Nao Mfo Daw Exp Date Fsebie @y Unusable Oty UFnie

CONTRACEPTIVE

CONDO1T AML. DISFOSABLE SYRINGE 1 287 pos
30M0/Z011 a00 B

1ML. DISPOSABLE SYRINGE Total: L1087

CONDOZ CT-380A 1 20 pes

CONOME DDE KIT FOR FF & 1 206 carton

MCH-SERVICES (27 ITEMS).

COMNODg DEFO-PROVERASPETOGEN 1 287 wials
3062010 200 iglk

DEPO-PROVERA/PETOGEHN Total: 1,087

CONDDT MR KITS (SYRINGE) 1 10 pos

5.2.4. Stock Details by Product

This report shows the details transaction of items between specific dates. To print the
report, follow these steps:

= Select Stock Details by Product in List of Reports block, and a form similar the
one below appears:
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=¥ Stock Reports

Lizt of Repartz Filter D1ate(z]
7 Stock Summary Start Date
" Stock Sumnmary by Lot End Date

& Stock Detail: by Product
" Stock Details by Faciliby

Groupdtem and Facility Criteria

Item Group COMTRACERTIVE

Item Hame

& | B¢

Preview | Close

124012002

The End Date box reflects current date, and (ALL) is selected in the Item Group
box. If you click on Preview now, stock details of all the items on current date are

printed.

To view report between two dates, provide the dates in Start Date and End Date

boxes.

You can select an Item Group and then an Item Name, after which the following

form ma

Click on

appear.

=¥ Stock Reports

Ligt af Reparts Filter Dratez]
O Stock Summany Start Date
" Stock Surmary by Lat End Date

{* Stock Details by Product
i Stock Details by Facility

Groupdltem and Facility Critena

Item Group COMNTRACEPTIVE

Item Hame

& | W

Preview | Close

Preview to continue

oo /2007
12401 /2008
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Group: CONTRACEPTIVE

Upazila Family Planning Office
Sherpur, Bogra
Stock D etails
between January 01, 2007 and January 12, 2008

CONQOT - CONDOM
Suppliar Racaivar nvaica N Stech Data  Racaivad @iy Mssad Oty Unssabla Uswsable Usabh Salanea  Unasash
n ot Balansa
FREU BALANCE 10iwiam i 1
Meherun Wess, Sadar 1] LTI ¥ "
Blkls Begum, Kushumbl  §% BRI " [l
Roksana Farin, 1 LT 3 -
Bhabanipur
Nasima Akhinr, Blshalpur 6§ BRI " )
Nurun MeharBegum, ] LR T
Simabar
I Tom 1300 1300

5.2.5. Stock Details by Facility

This report shows the details of issued items by facility between specific dates.
print the report, follow these steps:

To

= Select Stock Details by Facility in List of Reports block, and a form similar to the

following appears: _
=¥ Stock Reports E]|E|

Filter Dratelz]

Lizt af Repaorts

(" Stock Summary

(" Stack Surnmarny by Lot
" Stock Details by Product

Item Group
Item Hame

Facility

Groupdltern and Facility Criteria

£ALLY

Start Date

End Date

Rl

Preview | Close

1240 /2002

= The End Date box reflects current date, and (ALL) is selected in Item Group box.
If you click on Preview now, stock details of all the items on current date are

printed.

= To view report between two dates, provide the dates in Start Date and End Date

boxes.

= You can select an Item Group and then an Item Name.

= You can also provide a specific facility, and the following form may appear:
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=¥ Stock Reports

Item Group
Item Hame

Facility

Ligt of Repartz

Filter Dratelz]

" Stack Summar_lrl Start D ate m /o 2007
" Stack Surmary by Lot End Date 12400 £2008

™ Stock Details by Product
* Stock Details by Faciliby

Groupdltern and Facility Critena

CONTRACEPTIVE hd
COMDOM -
Bilkis Begum, Kushurnbi -

(& @ W

Preview | Closs

Click on Preview to continue.

Upazila Family Planning Office
Sherpur, Bogra
Stock Details by Facility
between January 01, 2007 and January 12, 2008

Faeility Trem Code T WWame Tnvoice o Trsne Dage Irsned Oy
Bilkiz Begum, Kushumbi CONDD CONDOM G0 131202007 100
Faoility Toizl Tag
Grand Total: oo
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Chapter 6

Administration
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6.1. Employees

=¥ Employees

Eﬂ Employees Basic Info | Search Eriterial
o WH, I, Asaduzzaman
b M, Abul Kashem Employee ID| 44
‘b Shah Kibria Omar Mame | H. M, Asaduzzaman
Designation |Store Keeper ﬂ
User ID HiA Password | ™™
[Max. 3 Charg] O active

Forms |
Form Desc | Form Mame | Wiew | E dit | l&]
1 Adjustrent Invoice FrmadiIny es es | |
1 Districts FrmDiskrick Yes  Yes =
1| Ernployes List frmEmployee |
1 Faciliey Lisk FrmFailicy Yes  Yes B
1 Gate Pass frmGatePass es es
1 Issue Youcher (Indent) FrmIssuelndent es s
1 Issue Youcher (Push) Frmlssuelny es es
1 Them Group FrmItemGroup Yes es L

Total Employes : 3 o Trem |ish FrrnTheml ist Yes  Yes -]

— Order By

o “ -
Employes Mame LI = bl A ] lﬁ EL
Mew Save | Undo | Delete |Preview | Close

The Employees form contains the names of employees and their permissions in

different data entry forms. Employees who are relevant to the UIMS software should
be listed using this form. Every user has one User Id and Password they use to enter

the software.
6.1.1. View Employees

=  Run UIMS.

= Select Administration > Employees from menu.

= Employees form is displayed.

General description of Employees form

=¥ Employees

ul (]

Save "do

K

Delete

[&

Preview

%

Close
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This form is used to edit, create, delete, and print list of employees. Controls in the
form are grouped into four blocks:

A. List of Employees: Shows a list of current employees in database. A label
shows the total number.
B. Entry Fields: To describe an employee, five fields are required.
= Employee ID—Automatically generated ID for each employee
= Name—Name of employee
= Designation—Designation of employee
= User ID—Three-character User ID for each employee, which is used
to log on to the software
= Password—Password employee uses to log on to software
All of these fields are compulsory.
C. Forms Tab: List of form names. In each form, users are given permission
to view or edit data.
D. Command Buttons: Buttons available to manipulate employees.

6.1.2. View information about a specific employee

Select the employee you want to view from the tree-like list in Block A. Using the
Order By combo box, employees can be sorted in two ways: by Employee ID or
Employee Name.

After an employee name is selected, all of the fields are shown in Block B.

6.1.3. Enter a new employee

(23
Clickon e, | inthe command buttons block, and the following form appears:

=% Employees + EJ|E|E|
=7t Employees Basic Info l Search Criteria]
» Md. Bbul Kashemn
¥ Shah Kibria Omar Employee 1D
b H, M, Asaduzzaman Mame |
Dezignation -
User ID Password
[Max. 3 Charz) Active
Forms
Form Desc Fiorm Mame | Yiew | Edit |

Total Emplovee : 3
Order By

[~ |

Mew Save | Undo | Delete |Preview | Close

The Employee ID is given automatically.
Type Employee Name.
Select Designation of the employee from list.
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Enter a three-digit User ID.

Enter a Password for the employee, which is shown as *** for security reasons.

=¥ Employees *

- %% Employess
b Md. Abul Kashem
b shah Kibria Omar
F H, M, Asaduzzaman

Taotal Emplayes : 3
Order By

Basic Info ] Search Criteria

Employee ID

Name Helal Ahmed

Designation |Store Keeper -

User ID HE& Password | ™

[Max. 3 Charg] Active
Forms
Form Dese Fiorm Mame | Wigw | Edit |
-
MNew Save | Undo | Delete |Preview | Close

oy
Clickon o .

Block A.

, and your new employee name is visible in the employees list in

=¥ Employees

=72t Emplovess
¥ mMd. Abul Kashemn
b Shah Kibria Cmar
P H, M, Asaduzzaman
| M Helal Ahmed

Total Employee : 4
Order By

Eriployes |d

=

Basic Info | Search Criteria
Employee ID
Name Helal Ahrmed
Designation | Store Keeper -
User ID HEA Password | ™"
[Max. 3 Chars) Active
Forms
Form Desc | Fiorm Mame | Yiew | Edit | ol
Adjustrent Invaice FrmadiIn
Districts FrmDiskrick
Emplovee List FrmEmployes
Facility List FrmFacility W
Gate Pass frmiGatePass
Issue Voucher (Indent) frmIssuelndent
Issue Woucher (Push) FrmIssuelny
Ikern Group fFrmItemGroup
Trem |ist FrrnTteml ist hs
(23 W [a | B
Mews Save | Undo | Delete |Preview | Close

If the new User ID conflicts with an existing ID, then an error dialog appears.
Change the User ID and try saving again.
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= |f you want to cancel the new employee entry, press Esc during editing to undo.
6.1.4. Enter permissions in data entry forms
= Select the employee for whom you want to provide access to data entry forms.

= |f you do not want an employee to access different forms, then do not give him or
her permission to do so.

Farmz
| Farm Mame | Wiew | E dit | ~
: : Frrnddilre Yes Yes
Districks FronDistrict Yes
Emploves Lisk FrmEmployes
Facility Lisk FrmFacility Yes Yes
Gate Pass frimGatePass Yes Yes
Issue Youcher (Indent) frmlssueIndent Yes Yes
Issue Youcher (Push) Frmlssuelny Yes Yes
Item Group Frmltemiaraup Yes Yes
Trern | st FrmThemi ist b

= |f you want an employee to see data only but not change anything, then click on
the View column. A Yes then appears beside the form name under the View
column.

= |f you want to give an employee access to data entry in the form, click on View
and Edit columns beside the form name. A Yes then appears beside the form
name under View and Edit column.

6.1.5. Edit an existing Employee

= Select the employee you want to edit from the list of employees.

= Change the Employee Name, Designation, User ID, and Password fields as
needed.

=  When done with editing, click on Save.

= |f the new User ID conflicts with the ID of an existing employee, then an error
dialog box appears. Change the User ID and try saving again.

= |f you want to cancel the current editing, press Esc to undo changes.

6.1.6. Delete an existing Employee
= Select the employee you want to remove from list of employees.

= Clickon D::te , and a confirmation dialog box appears.

= Click on Yes if you really want to delete the employee.

= You will not be able to delete employees who have been granted access to
different forms. You must remove the permissions in different forms first, then
remove the employee’s name.
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6.1.7. Close Employees form

=  Click on lﬂ-" to exit from the Employees form.
Close

= You can also exit by clicking on the X button at the top right of the form.
= |f you have unsaved Employee data during exit, you are informed that your
changes will be lost if you exit.

¥ | ou have changes which will be lost if you Close now,
"'-—'/ Do vou really want ko close the Form and discard changes?

fes o

= Click on Yes if you do want to exit without saving. Click on No, if you don’t want to
close the form at this time.
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6.2. Unions

=74} Unions Basic Info ]
Bhobanipur
Bishalpur
Garidoho Union Code | ZZZ|

Khamarkandi
Khanpur
Kushurnbi Upazila | =rpur, Bogra |
Mirjapur
Pourosobha
Simabati
Sughat

Union Mame |Bhnbanipur |

i e e e e A .

Total Unions: 10

Group By |_|r|i|:|r'| V] ’ VA | Iﬁ | EL
Mew | Save | Undo | Delete |Preview | Close

The Unions form contains the names of an upazila’s unions.
6.2.1. View Unions

=  Run UIMS.

= Select Administration > Unions from menu.

= Unions form is displayed.

6.2.2. General description of Unions form

=% Unions

=74 Unions Basic Info ]
Bhobanipur

Bishalpur —
Garidoho _

Khamarkandi Q Union Name  [Ehobanipur | - |
Khanpur

Kushumbi | =rpur, Bogra |
Mirjapur
Pourosobha
Simabati
Sughat

e e A A e

Total Unions: 10

This form is used to add, edit, delete, and print a list of unions. Controls in the form
are grouped into three blocks:
A. List of Unions: Shows a list of an upazila’'s unions. A label shows the total
number.
B. Entry Fields: To enter a union, only Union Name is required.
= Union Code—Code is generated automatically for each union
= Union Name—Name of the union
= Upazila—Auto generated

C. Command Buttons: Buttons available to manipulate the unions.
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6.2.3. Enter a new union

= Clickon ey

a* Unions +

in the command buttons block, and the following form appears:

=73t Unions
Bhobanipur
Bishalpur
Gatidohao nion Code | :-'l
kharnarkandi
khanpur
kushumbi pazila | herpr, Brogra |
Mirjapur
Pourosobha
Simabari

Basic Info 1

Union Mame || |

o e A O, A o i . i, i

Sughat

Taotal Unions; 10

e

Group By |10 - ; :
8 ""]' = —] e Save Undo | Delete | Preview | Close

= The Union Code is generated automatically.
= Type Union Name.
= Upazila name is also generated automatically.

~% Unions *

: =] j'f’ _I:I.hi-ons
Bhobanipur
Bishalpur

B aszic Info 1

Garidoho Union Code |

Kharnarkandi ' Union Name  [Porachohd

khanpur

kushurmnbi Apazila | Boara

Mirjapur
Pourosobha

Sirmabari
Sughat

B T R T, T R e )

Total Unions: 10

ﬂg,? . Fah T
Undo | Delete | Preview | Close

i

Save

3

Group By |11 |

Mew

iy
= Clickon sg.e

, and your new union name is visible in the union list in Block A.
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% Unions

- 7at Unions Bazic Info ]

Bhobanipur
Bishalpur
tzaridaho Unio d | 2 |
Khamark.andi Union Name |Poradhoha |
Khanpur

Kushurbi Ipazil: [Sherpur, Boara |
Mirjapur
Paradhohao

Pourosobha
Sirmabari
Sughat

B e . e . e . A .

Total Uniohs: 11

=l R I A A I T T 1

Group B i / :
e PiLlnlon T Save | Undo | Delete |Preview | Close

6.2.4. Edit an existing union

= Select the union you want to edit from the list of unions.
= Change the Union Name, then click on Save.

= Union name is updated.

6.2.5. Delete an existing Employee

= Select the Union you want to remove from list of unions.

= Clickon D?‘t , and the following confirmation dialog box appears:
Elele

L,

‘T) Do wou really want ko delete the selected Union?

| ——

= Click on Yes if you really want to delete the union.
= You will not be able to delete unions that have used in different forms. You must
remove the unions first, then remove the union.
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6.3. SDP List

»% SDP List

| =7t SDPs

-0 Fwa

=00 Py

-0 NED

=3 sACMD

b

Md. Mastafijur Rahman
Majatul Muslemin
Parul Rani Das
F.anijit kumar
Shiuli Begum

o AR ARE ARE R

Total SDPs : 76

Group By |SOP Group |

Bazic Info 1
SDP Group | SACKMO b
SDP Name  |Abdur Riahim |
Active Receiving Facility
e | W[ | w2 R

Mew Save Ur;dn Delete |Preview | Close

The SDP List contains the names of different workers to whom commodities are
issued. Names from this list are picked during invoice preparation.

6.3.1. View SDPs

=  Run UIMS.

= Select Administration > SDP List from menu.

= SDP List form is displayed.

6.3.2. General description of Facility List form

«¥ SDP List

| =72 SDPs
H-00 FPwa
- Py
-0 MNGD A
=0 SACMO

o

Md. Mostafijur Rahman

Majatul Muslemin

Parul Rani Das

F.anijit kumar

Shiuli Begum

T T2 T T T

Tatal SOPz : 76

Group By |SDF‘ Group LJ

Basic Info |
SDP Group | SACKMO D v
SDP Name  |hdur Fiahim |
Active Receiving Faciliby

w | | e

Delete | Preview | Close

My Sa ndo

This form is used to edit, create, delete, and print list of SDPs. Controls in the form

are grouped into three blocks:
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A. List of SDPs: Shows a list of current SDPs in database. A label shows the
total number.
B. Entry Fields: To describe an SDP, three fields are required:
= SDP Group—~Facilities are classified into different groups
= SDP Name—Name of the SDP
= SDP Code—Unique sequence to represent the SDP under the
group; it is generated automatically
C. Command Buttons: Buttons available to manipulate the facilities.

6.3.3. Enter a new SDP
(3

= Clickon mew | inthe command buttons block, and the following form appears:

=% 5DP List +

=73t SDPs Bazic Info l
+-53 Fwa
-0 Fwy SDP Group -
+-[] NEo
-] SACMO Cod | |
SDP Name | |
Achve Receiving Facility
Tatal 5OPs : 76
Group By [500 5100 = B / ] ;
o Pl - J Mew Save | Undo | Delete |Preview Close

= Select an SDP Group from the combo.
=  SDP Code is appeared automatically.
= Enter Name of the SDP and Union (only for FWA and FWYV group).

=i SDP List *

=J-£a} SDPs Basiclnfa}
+-23) FWa
E: 3 Fwy SDP Group [P, -
-0 NGO
-3 saCMo COP Cod | |
SDP Name  |&mbia Khatun |
Union | G aridohd] |
Active R eceiving Facility
Total S0Pz : 76
it el
Group By [-00 5o . : I i & .
g P] ubig —] Ty Save Undo | Delete | Preview | Close

o
* Clickon SEE , and your new SDP name is visible in the SDP list in Block A.
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w% SDP List

=1 Fwi A Basic Info l
Afroza Jobbar, Ward-1, P

Aleva Khatun, 3/Ka, Mirja SDP Group = =

Aleva Khatun, 3/kha, Bho
Alo Rani Das, 3/Ka, Garid 2 : | |
Sitiie ket SDP Name  [&mbia Khatun |
Anjuman Ara, 2Ka, sugh.
Ashia Yasmeen, 3fkha, G Union Gardoho -
Banesa Parvin, 2fkha, Mir

Chandra Rekha, 1/Ka, Ga

Doulatun Mesa, 2/Ka, Gar .

Active Feceiving Facility

T O

< i | >
Total SDPs : 77

(£ 2 j o & B
Group B
e | SDP Group Li et Save Undo | Delete | Preview | Close

= |f the new SDP name conflicts with an existing SDP, then an error dialog box
appears. Change the SDP name and try saving again.
= |f you want to cancel the new district entry, press Esc during editing to undo.

6.3.4. Edit an existing SDP

= Select the SDP you want to edit from the list of SDPs.

= Change the SDP Group, SDP Name, and Union fields as needed.

= When done with editing, click on Save.

= |f the new SDP name conflicts with an existing SDP, then an error dialog box
appears. Change the SDP name and try saving again.

= |f you want to cancel the current editing, press Esc to undo the changes.

6.3.5. Delete an existing Facility

= Select the SDP vou want to remove from list of SDPs.
.
= Clickon ©Delete |, and a confirmation dialog box appears.

= Click on Yes if you really want to delete the SDP.
= You will not be able to delete SDPs that have invoices linked to them.

6.3.6. Print SDPs
(&

= Clickon Presiew

to view a printable list of SDPs.
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Upazila Family Planning Office

Type SDP ID

FWA FOO1
FO32
Fo40
FO14
FO449
FO14
FO3
Fo10
FO12
Fo42
FO47
FO17

Sherpur, Bogra
SDP List

SDP Name

Afroza Jobbar, Ward-1, Pourosobha
Aleya Khatun, 3rfka, Mirjapur

Aleya Khatun, 3fkha, Bhobanipur
Alo Rani Dasg, 2ika, Garidoha
Anjuman Ara, 2ika, Sughat

Ashia Yasmeen, 3/kha, Garidoho
Banesza Parvin, 2fkha, Mirjapur
Chandra Rekha, 1/kKa, Garidoho
Doulatun Nesa, 2fka, Garidoho
Fajilatun Mesa, 1ika, Sughat (Acting)
Fajilatun Nesa, 1/Kha, Sughat
Fatema Khatun, 1/Kha, Khamarkandi

Click on the printer icon; the print dialog box appears.
You can provide Print Range, Copies and click on OK. If you want to print only
one copy of the whole report, then just click on OK.

After printing, click on the leftmost X button to close the preview window.
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6.4. Lookup Tables

=¥ | ookup Tables

Lookup T ables

Adjustment Types

SIS

AdiTupe | AdiTypetame | I1zableln | *
# Add ko Stock
2 Remove from Stock a
3 Return from Facility {Usable) 1
4 Return from Facility (Unusable) 0
5 Unusable 0 o
< b
b | FK Total Records : B

(& R

Save | Preview | Close

Some data tables that rarely need to be changed are listed on Lookup Tables form.
Data entry of information, such as Adjustment Types, Employee Designation,
Divisions of Bangladesh, Facility Group, List of Forms, List of Reports and Units of
Measurement, are listed here.

6.4.1. View Lookup Tables

=  Run UIMS.
Select Administration > Lookup tables from menu.

Lookup tables form is displayed.

6.4.2. General description of Lookup Tables form

=% | ookup Tables

Lookup T ables | Adjustment Types ﬂ a
.-’-'-.u:IiT_I,Ipel AdiTypet ame | Llsal:ulelnl |
# Add ko Stock
| | 2 Remove from Stock B N =
| | 3 Return From Facility (Usable) 1
|| 4 Return Fram Facility {Unusable) 1| =
|| 5 Unusable 0 |
£ i} ] L2
bk | Total Records : B
@ ..of
Save | Preview | Closs

This form is used to edit, create, and delete some basic data entry tables. Controls in
the form are grouped into three blocks:
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A. List of Lookup Tables: Shows a list of current tables managed by this
B. ]ICEOrz?r]y Fields: List of records in the current lookup table.
C. Command Buttons: Buttons available to manipulate the records.
6.4.3. View information about a specific lookup table
Select table you want to view from list in Block A; records are shown in Block B.

6.4.4. Enter a new record in any lookup table

b ¥
= After the table name is selected in Block A, click on e, |inthe command

buttons block, and the following form appears:

=% | ookup Tables + |'-_||E|E|
Lookup Tables | Emplopee Designation hd
DesigEDde| Desighatian -
& Driver
7 Loader

8 Office Assistank
5 Store Keeper
| “
£ >
Total Records : 8

Save | Preview | Close

= Enter data entry fields as necessary.

=¥ |ookup Tables *

Lookup Tables | Emploves Designation -

DezigCade | Designation L

& Driver

7 Loader

g Office Assistant

5 Sktore Keeper

9 | Supply Officed w
£ ¥

Total Records : 8

il

Save | Preview | Close

i
= Clickon s=ave |, and your new record appears in Block B.
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=¥ | ookup Tables

(Wala AV (1= E rployee Designation

DesigEnde| Dezignation ~
& Driver
7 Loader
& Office Assiskant
5 Store Keeper
9 Supply Officer -
< &
b | K Total Records - 8

R | e

Save |Preview | Close

= |f you want to cancel the new record entry, press Esc during editing to undo.

6.4.5. Edit an existing record

= Select table name in Block A

= Change fields of any record if necessary.

= When done with editing, click on Save.

= |f you want to cancel the current editing, press Esc to undo the changes.

6.4.6. Delete an existing record

= Select table name in Block A

K
= Clickon peete @, and a confirmation dialog box appears.
= Click on Yes if you really want to delete the record.

6.4.7. Close Lookup Tables form
-
= Clickon <clse | to exit Employees form.

= You can also exit by clicking on the X button at the top right of the form.
= |f you have unsaved data during exit, you are informed that your changes will be
lost if you exit.

‘?/ You have changes which will be lost iF vou Close now,

Sl Do wou really want ko close the Form and discard changesy

‘fes Mo
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= Click on Yes if you do want to exit without saving. Click on No if you don’t want to
close the form at this time.
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6.5. Backup Database

=¥ Backup Database

Backup Destination
1E Al elver\UIMSAB ackupSherpur, Bogra_12_Jan_2008_06_48_18_AK uims

Backup Source Data

| Table Mame Total Records Records: Processed ~
| AdiType 7
Designation 9
Divvisian &
Faroup 11
| IndentDesig 7
| IkemGroup 9
| MetaTable 11

| supplier ] bt

Backup Status

Reading Table Mames from D atabaze

Backup Log File |E:\Deliver\UIM54BackupLogiDFP_12_Jan 2003 05 43 18 AM.log

Start Backup Yiew Log Close

From this form, you can back up the entire database. The backup is generated as a
computer-generated file in a pre-defined directory. The file can be copied or moved
to another folder in the same computer or to another computer or emailed to CWH. If
the computer crashes or data become corrupted, this backup can be used to retrieve
all data.

6.5.1. How to back up database

Run UIMS.

Select Administration > Backup Database from menu.
Backup Database form is displayed.

Click on Start Backup at the bottom of the form.
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=% Backup Database

Backup Destination
1E:HD eliver\UIMSAE ackuphSherpur, Bogra_ 12 Jan_2008_06_48 18 Ak uims

Backup Source Data

| Table Mams Total Records Records Proceszed ~
| AdiType 7
Designakion 9 3
Drivision G
Fiaroup 11
| IndentDesig 7
| Ikemiaroup 9
| MetaTable 11
| Supplier 0 b

Backup Status

Reading Table Mames from Database

Backup Log File |E:\Delvert\UIMS\BackupLoghDFP_12_lan_2008 05 48_18 &M log

Start Backup) | Yiew Log Close

The data are backed up in a file whose name is specified in Backup Destination
text box. After backup is complete, you will see a message, Backup Completed
without Error. Click on OK in this dialog box.

To make a copy of the file or email it, you have to find the file by its location,
which is normally the Backup folder under the software installation folder.

To make a copy of the file to a pen drive/flash drive, locate the file by its location,
and copy it to a pen drive/flash drive.

After backup is complete, you can close the form using Close button.
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Technical Help
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We hope users of the system will be able to work with the system successfully by
following this manual and that the system will be useful for the users. However, if
users any guidance or technical support, they should contact to their respective
logistics support officer (LSO) or one of the following for support and assistance.

The Directorate General of Family Planning
Ministry of Health and Family Welfare

6, Karwan Bazar, Dhaka, Bangaldesh

Tel: 880.2.9146262

Email: fpmis@yahoo.com

Contact Person: Abul Kalam Azad
Deputy Program Manager

USAID | DELIVER PROJECT

John Snow, Inc.

House # NE(O) 6, Road # 92
Gulshan-2, Dhaka 1212, Bangladesh
Tel: 880.2.886.0812-16

Email: zakir@deilver-bd.com

Contact Person: Mohammad Zakir Hossain Sarker
MIS Specialist
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Conclusion
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This manual is a guide for end users of the system. Such users do not need technical
knowledge to use and operate the system. Keeping this in mind, we have written this
manual in such a way so that end users can easily follow the guidelines included. We
strongly believe that successful development of software depends on user
satisfaction. We hope users will be able to use the software to their ultimate
satisfaction with the help of this user manual.
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