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SOS Ward Box Manual — BHT 6000

1. Setting the P.D.E. Parameters

To set the P.D.E. (Barcode Scanner) parameters, open SOS by double clicking the icon on your

computers desktop.

‘Maintenance’, ‘P.D.E. Parameters’.

ﬁ 5.0.5. Main Menu - Login ID ‘ROWENDY"

Setup  Offine  Online | WardBox  About

Processing 3 I

Maintenance » PDE Parameters

Mon CHZ Managed Items

Imprest Lists Chrl+I

Product Bar Code Labels  Chr+EB
[ ] Ward Bar Code Labels  Chrl+w

Exclusive to

Simple Ordering System

CHe.

Clifford Hallam Healthcare

WardBox

The ‘PDE Parameters’ screen shown
at right will appear. Click the
‘Sending /Receiving P.D.E. Orders’
box. Next, select the Port number
that the scanner sled is connected to.
Finally, choose the location of the
SOS directory in the ‘P.D.E File
Directory’ section.

Once these settings are entered, click
the ‘Save’ button.

P.D.E. Parameters

v Sending/Feceiving P.0.E. Orders

FDE Sled Port

&+ Part 1 F.01.E. File Falder

[S- <]

" Park 2

" Part 3
" Part 4
" Part 5

=

X

LCancel

Click ‘WardBox’ on the menu bar at the top of the screen, then click

=121

X
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SOS Ward Box Manual — BHT 6000

2. Entering Imprest Lists

In order to set up an Imprest list in SOS, the products you wish to add to that list need to be made
available in an ‘Offline Product Database’ stored on your computer. You can easily accomplish
this by downloading your Purchase History, by adding items using a Standing Order, or by adding
items via the ‘Product Availability and Pricing’ screen. To use these functions, connect to SOS as
instructed in the front of your SOS Manual and follow the steps below.

2 a. - Downloading your Purchase History

By downloading your Purchase History, a record of every product you have Purchase
purchased in the last twelve months will be placed onto your computer. With this History
information, you can start creating an imprest list. To download your purchase [F)

history to an ‘Offline database’ on your PC, follow the steps below:

x
1. Click on the ‘Purchase History Al Accounts  Search  Display Sequence
(F7)’ button on the main menu. Hame & Address City T ovan Account Mo
FHOSPITAL 1 -wWaRD BOX
2. If your account has more than one | THEATRE NEWCASTLE 113531

delivery address (eg: Theatres, [
Wards etc), click the ‘All Accounts’ Eﬂgggﬁh&w‘m s

: MELBOURNE 276902
menu item at the top of the screen.

HOSPITAL 1 -%W/ARD BOX
3. When the ‘Purchase History’ |%EST1 MELEOLRNE 276303

screen is displayed, click the
‘Download DataBase’ menu item
at the top of the screen.

Purchase History x|
Enquities Download DataBase

@ Eﬂﬁt,ﬂj: Take & whie 4. The warning prompt at left will appear. Click ‘OK’ to continue.

Cancel | 5. The download may take two to three minutes, depending on
the amount of items you purchase. A message ‘Updating
Offline Product Details’ is displayed while the download is in

progress.

@ Update Complate 6. When the download is completed, the message to the left will

be displayed. Click ‘OK’ to return to the main menu. You now
have a product database on your Computer with which to
create an Imprest List.

23/01/08 Vv8.5.0 Page 6 of 34 © Copyright 2008 Hospital Supplies Australia
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2b.-Adding Items via Standing Order

In some cases, all the products you require for creating an imprest list may not be available in the
product database after you download the Purchase History. This may be because your account
has only been opened recently or that a particular item has not been purchased before. This
option allows you to add items to the product database one at a time, or by importing the items
from an Excel Spreadsheet, making them available for imprest lists.

Type in a Reference (the name of the standing order), then click the ‘Add’ button. You now have

the option to:

1. Add Items Individually

1. Add Items Individually.

1. Click the ‘Add Items’
button. You then
proceed to add items by
typing in the CH2 product
code into the ‘Product
Code’ field, or you can
type the description in the
‘Search Word'’ field.

2. When the quantity has
been entered, click the
‘Update’ button. Items
entered on the order will
be displayed.

3. Continue adding items to
the standing order using
the ‘Add Item’ button until
you have entered all the
products you need.
There is no limit to the
amount of products you
can have on a standing
order.

4. To start a new standing
order, click the ‘Add New’
option on the menu bar

2. Import from an Excel Spreadsheet.

Standing Orders
Add Mews Print  Delete  Excel File

Do M tearne |

IMPREST -

SYRIMGE HYPO  LASLIP 10ML
ECCH 5TsU

302146

11.00

Standing Orders
Add Mew Print  Delete  Excel File

Import Items
From Excel
Spreadshest

>
-
Add [tem

oo M teane |

IMPREST b

PAMNADOL

PANADOL DROPS COLOUR FREE
100MGAML 20ML

Import Items
From Excel
Spreadshest

é"ﬁ

Add ltem

1453618 GLACON

7146082

PANADOL ELIXIR 100ML
512YRS  240MG/SkL

1364952 GLACON

144721

PANADOL ELIXIR 200ML
512YRS  240MG/SkL

1277970

GLACON
7044733/7144733

PANADOL ELIXIR 120MGASML T00ML
SUGAR FREE

11588 GLACON

143775

PANADOL ELIIR 120MG /3L 200ML
SUGAR FREE CHILD 15

1101535 GLACOM

143791

FANADOL ELI<IR CHILD  200ML
B12YEARS

1518023 GLACON

7144739
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SOS Ward Box Manual — BHT 6000

2. Import from an Excel Spreadsheet

To import a Standing Order into SOS from Excel, the Spreadsheet needs to be saved in the
following format. The top of column ‘A’ needs to be titled ‘Product’ and the top of column ‘B’ needs
to be titled ‘Quantity’. Add the CH2 codes and the quantities you wish to order as per the example
below. Other columns in the spreadsheet may contain any data.

Refer to the example below:

2 B C B E F
1 | Product | Quantity Description Manufacturer UOM | Location
2 | 1383426 3 WIRAMUNE T2B 200MG EO BHRMGI-IR200 EA A1
3 | 1758340 1 STOPPER COMBI RED LUER LOCK PHRMTL-611001 75 2000 AD2
4 | 1122745 4 SINEQUAN CAP 25MG 50 ALPHRM-255INS0EP E& AD3
5 | 1350907 1 SINEMET CR TAB 200mMGS0RG 100 MSD-T497500 EA B1
6 | 1044225 1 DANTRILRM CAP 250G 100 PFIZER-0S030025 E& B2
7 | 1567973 1 EPREX PFS 30001 JMSCLG-F3T0 B& Cc1
g | 1045962 5 DEXAMETHASOMNE SODIUM PHOSPHATE AMP 404G 1hL i MEP- 20538 B3 D
g | 1750953 1 GRAVITY WARIOLINE SET PHRMTL-511001:39 B30 Doz
10 | 1425985 20 HIFUDOID CREAM 200G KE™ -4401 E& D3

Click on the ‘Import Items From Excel Spreadsheet’ button.

Standing Orders

Add Mew  Prink

Delete  Excel File

57203 THEATRE

)
s

IMPREST -

Add Item

Irnpaort [tems
From Excel
Spreadsheet

The following screen will be displayed. You need to change the file directory to where the Excel
Spreadsheet has been saved. Click the Spreadsheet you wish to upload and SOS will begin
loading the items into a new Standing Order.

Standing Orders

Add Mew  Print

Delete Excel File

ey M THeathe
IMFREST -

Add [tem

s

x|

Select Ewcel Spreadzhest

Directary

File:

IQC:

=

=

5085 Order Template. «lz
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- Adding Items via Product Availability

You can add individual items to the Offline Database by using the Product Availability option.

1.

2.

Product Prices/ Availability x|

Brimk

Excel File

Select ‘Product Availability’ from the Main Menu.

Search for the items you wish to add to the ‘Offline database’. Enter the CH2 item number
into the ‘Product Code’ field or a Product Description into the ‘Search Word’ field.

Click the ‘Add to Offline Product Database’ button when it appears. This button will only
appear if the item is not in your ‘Offline database’.

The selected item is now available for use in an imprest list. You can now move onto the
next step of creating an imprest list for each department within your organisation.

RET203 THEATRE Search Type Froduct Search Selection
' Soundex &+ gl Matches
1354041 £ pvalable Only

" Direct
fisse | [ T £ Puchosed Ol
scaHvG | 2170302 / 217030
|

FaClAL TISSUE 2PLY  224'S 1354041 C24 SCAHYG &3

FaClaL TISSUE 2PLy 2245
HYGEMEX PRESTIGE WHITE

Purchase History

Addto

— Mext Stock Expected Offline
Contract I Product

05-02-08 [Databaze
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2 d. - Setting up an Imprest List

To set up an imprest list click ‘WardBox’, select ‘Maintenance’ then ‘Imprest List'.

ﬁ 5.0.5. Main Menu - Login ID "ROWENDY" = |E il
Exit Setup OFflne Online | WardBox About

Processing » I

Maintenance  # PDE Patameters ‘

Mon £HZ Managed Items

Imprest Lists
Produck Bar Code Labels  Cri+E
[ ] Ward Bar Code Labels  Chrl+w!

Simple Ordering System

Exclusive to

CH=

Clifford Hallam Healthcare

Hsa| [ @ e D EAEEEMEO CAHUELE  a f QG 1us0am
|J @WE...l Ehrr.. | @Add...l @Dnc..‘l @DEMO' @Mur‘..l @cha...l &15in... | B Ma... | B ma... | annln.."ﬁs_u..._ annln‘..l L]

If the following screen appears, click the account you wish to create an imprest list for. If this
screen does not appear, continue to the next step.

Select Account X|

Al Accounts  Search  Display Sequence

Mame & Addrezz Citw Tiowr dyozaunt Mo,
‘HOSPITAL 1 -WaRD BO-
ETHE.-’-‘-.THE MNEWCASTLE 113531

HOSPITAL T -wWaRD BOX
EMERGEMNCY MELEOLIRME a0z

HOSPITAL 1 -'wiaRD BOX
WEST 1 MELBOLRME 27R303

23/01/08 Vv8.5.0 Page 10 of 34 © Copyright 2008 Hospital Supplies Australia
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The ‘Ward Box Details’ screen appears with the ‘Product Code’ field highlighted.

Ward Box Details x|

Print  Maintenance Excel File

567203 THEATRE

List Sequence
{+ Description
" Location
" Gereric

To begin building your imprest list click on ‘Maintenance’ then ‘Select from Full List’. (This full list is
the result of the products that have been added to the ‘Offline Database’). You may also add items
by entering the CH2 item number into the highlighted ‘Product Code’ field.

Ward Box Details x|
Erint | Maintenance Excel Fle
Eelete Imprest List THEATFRE

Select From Full Lisk

Lizt Sequence
¢ Description
" Location
" Generic

Code  Manuf Partit Minimur  Maxinum  Reorder

23/01/08 Vv8.5.0 Page 11 of 34 © Copyright 2008 Hospital Supplies Australia
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The following screen will appear.

Ward Box Details x|

Frint  Maintenance Excel File

[sers || eeathe

ticr b anuf Parti
ASPALGIM TAR a0 S1GRA
1561315 O07ELE

ATROPINE SULPHATE INJECTION BP ASTZEN
POLYSMP DUOFIT  BOOMCG 1401435 4554

ATROFPIME SULPHATE POLYAMP 1255994 A5TZEM
DUOFIT 1.2MG 1ML 4555

BALAMCED SALT SOLM AQS1A S00ML 1728358 CYTSOL
PLASTIC BAUSH & LOME AQE00OP

BALANCED SALT SOLUTION 18ML CYTS0L
PLASTIC aEkEs ADOTSC

BALAMCED SALT SOLUTIOMN 13ML 1731729 CYTSOL
PLASTIC BAUSH & LOMB AQOT3

BALAMCED SALT SOLUTION S00ML 1597502 CYTSOL
PLASTIC AQ500P-C

BENPEN Vial SHSE EEl
1756731 00180600

Select All

Click each product you wish to add to the imprest list. Once all products are selected, close this
screen. You may also click the ‘Select All' button to add every product in the database to the
imprest list

When the offline database is very large, SOS will break up the list into smaller sections indicated
by letter ranges at the top of the screen. Click the appropriate letter range button and select items
as described above.

Click exit when you have selected all your items. When the following dialogue box appears, click
the “Yes’ button to update your imprest list.

Warning T

@ IUpdate Selection Changes

23/01/08 Vv8.5.0 Page 12 of 34 © Copyright 2008 Hospital Supplies Australia



SOS Ward Box Manual — BHT 6000

The imprest list is now ready to use. Reorder, minimum and maximum levels along with shelf
locations can be added to each item if required. Simply click on an item and add this information
into the appropriate fields.

Click ‘Update’ to save these changes. Continue this for each product. To delete a product from
the Imprest List, select the product and click ‘Delete’.

Ward Box Details x|

Print  Maintenance Excel File

—

Lizt Sequence
¢ Description
" Location

Impreskt List
ian g Code  Manuf Partd Minirum Mawimum R
AVEMTS

1383660 710541

ATROPIME SULPHATE IMJECTION BF &5TZEN
POLYAMP DUOFIT EO00MCG 4554

BALANCED SALT SOLUTION 18ML CYTSOL
PLASTIC 1992823 sppra.c

BEMPEN WIaL BOOMG £sL
1796731 nmape00

AMZEMET AMP 12505 1

1401485

NOTE: The CH2 code can simply be typed into the ‘Product Code’ field to
add an individual item to the imprest list. (You would still need to make
sure this product is in the Offline Product Database.)

Once each product has had the details added, close the imprest list. Repeat the steps above to
build an imprest list for each department in your organisation.

Imprest lists may be printed with or without a barcode. Select ‘Print’ from the menu bar and select
either:

Detail Listing - Print an imprest list without barcodes.

Stock Request Form - Print an imprest list with barcodes.

Select ‘Excel File’ from the menu bar to download the imprest list to an Excel spreadsheet.

Once all imprest lists have been set up, you can print the barcode labels for your various
departments and products. Refer to Chapter 3 of this manual.

23/01/08 Vv8.5.0 Page 13 of 34 © Copyright 2008 Hospital Supplies Australia
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2e.—Non CH2 Imprest Iltems

If you have items to add to an imprest list that you do not purchase from CH2, you can add these
items to the offline database via the following screen. Select ‘WardBox’ from the menu bar then
click ‘Maintenance’ and ‘Non CH2 Managed Items’.

ﬁ 5.0.5. Main Menu - Login ID ‘ROWENDY" .= Iﬂ

Exit Setup Offfine Orline | WardBox About
Processing » I
Maintenance »

s
Chrl+L
Product Bar Code Labels  Crrl+B

. ‘Ward Bar Code Labels  Chrl+w

Simple Ordering System

Exclusive to

CHe.

Clifford Hallam Healthcare

fsa| | EAY 6 O FENEMQ@CIHNELO & 0 SELBE 0s7am
|J @Wendy Ziino - I G T - deFau..‘l 3 sI0GBallarat | @Address Book ... I 5 Documentation | Manual 505 W‘..“E‘Eﬂs.n.s. Main M... \FEH

When the following screen appears, enter the details of the items that you wish to add to your
database on the right hand side and click the ‘Add’ button. SOS will automatically issue a seven
digit product code to the item that starts with a ‘9’.

Non CHZ Managed Items |

—ddd/b odify [tem

Product D escription Code oS
MADE UP PRODUCT 90000071 | EA 1.00
SOMETHIMNG LSEFUL 9000002 | B100 35.00

Description |A NEW PRODUCT

UnitOfSals [Ciop
Urit Price W
Cugtorner Code I—
Manufacturer W
b anuf Partt IW

Once you have added these non CH2 items, you can then add them to the Ward Imprest Lists, as
explained in section 2d of this manual.

NOTE: These items can be added to the imprest lists and have bar codes produced
for them, but they cannot be downloaded to or ordered by the scanner.

23/01/08 Vv8.5.0 Page 14 of 34 © Copyright 2008 Hospital Supplies Australia
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3. Labelling

3 a. - Product Barcode Labels

To Print Product Bar Code Labels, select ‘WardBox’ from the menu bar and click ‘Maintenance’,
‘Product Bar Code Labels’.

il 5.0.5. Main Menu - Login ID 'ROWENDY" _ =] =]
Exit Setup Offfne OnLine | wardBox  About

Simple Ordering System

Exclusive to

CH2

Clifford Hallam Healthcare

#sat| [ DY e e DEFAEGEMQ@OCINELEO @ & =
|J (@) wendy zin... | GBTTWIN - de...| ) s10GEalarat | &1 address Bo... | () Decumenta... | ®Manual 505...|[F*5.0.5. Mai..  B]Document1 ... ILJE=EEs

% 11:00 AM

Select the appropriate account if required, or proceed to the next section.

Select Account

All Accounts  Search  Display Sequence

X

Marne & Address ity T v Account Mo,
HOSPITAL 1 -WARD BOX
THEATRE MEWCASTLE 11363

HOSPITAL 1 -WARD BOX
EMERGEMCY MELEOLRME 276302

HOSPITAL 1 -WARD BOX
WEST 1 MELBOLRNE 27e303

23/01/08 Vv8.5.0 Page 15 of 34 © Copyright 2008 Hospital Supplies Australia
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The ‘Bar Code Label Printing’ screen will appear. Options for label size, content and sequence are
at the bottom of the screen. Items can be selected for printing individually by clicking each item in
the list. There is also an option at the bottom of the screen to ‘Print All Labels’.

x

i Code  UOS Bar Code Alternate Description Lozation
ACCUPRIL TAR 10MG 30 1354321 1394321
SMZEMET AMP 12.5MG 1 1383660 1383660

ATROPINE SULPHATE INJECTION BP
POLYAMP DUDFIT  BOOMCG 1401485 1401485

SVELD IV 400MG 250ML 1583M7 1583017

BALAMCED SALT SOLUTION 18ML
PLASTIC 1592829 1592829

BARACLUDE TAE 05MG 30 1750532 1750532
BENPEM WAL BO0MG 1756731 1756731
LACRI LUEE S.0.P. (325G x 2] 1079833 1073333
NEURONTIN CAP  400MG 100 1527664 1527664

PANAFCORTELONE TAE  25MG 30
PREDNISOLOME 1101740 1101740

Label Size Selection Label Content Sequence

" 4B%Z5mm [~ Brint &l Label ¥ BarCodes [ Price v Minimun Gy, ~ Product
% 70x25mm " SHEE ¥ Label Codes | Manuf Code v Masimum Gy, Description
€~ 98u38mm V¥ Unit Of Sale [ Manuf Pat# [ Reorder Oty ~ Blemate
1057 4mm Or Select Individual v i ] Description

Froducts " Product Description I | Cost Cantrs
I Grid lines " Alternate Description " Location

Select the options required by clicking the white check boxes. Once all options are selected, click
the ‘Print’ button. Repeat the steps above for each department that needs barcode labels.

Note: Selecting ‘Product Description’ in the
‘Label Content’ options will print the items ACETIC ACID 3% 100ML
brand name as it appears in the CH2 system. ORION ACE01214 UOS:EA  Price:$0.00

Loc:CUP 01 Min:10 Nia|x:15 "l

1331200

Selecting ‘Alternate Description’ will  print
descriptions you have entered (usually generic
descriptions’). Refer to chapter 18 of the ‘User
Manual SOS V???’ available from our website.

3 b.-Ward Bar Code Labels

The next step is to print labels for each ward, or department, within your organisation. Click on
‘WardBox’, select ‘Maintenance’ then ‘Ward Bar Code Labels’.

ﬁ %.0.5. Main Menu - Login ID "ROWENDY' ;Iglil
Setup  OFfline  Online | wardBox  About

Processing » I
Maintenance  » PDE Parameters

Maon CHZ Managed Ikems
Impresk Lists Zhrl+1
Product Bar Code Labels  Chrl4+EB
. Ward Bar Code Labels  Chri4-iW

Simple Ordering System
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The screen shown below appears. You can add a label description to each department or ward, or
add in a Cost Centre. Click on the Ward name and type the new description or cost centre in the
appropriate boxes at the bottom of the screen. When the details are added, click on the ‘Update’

button. Repeat this for each Ward.

Select the size of the labels to be printed and click the ‘Print Labels’ button. This will print a label

for each ward or department shown on the screen.

Ward Bar Code Labels x|

|_abel Descrption

Ward Mame & Address Account Mo,
HOSPITAL 1 -WaRD BOx
THEATRE 115531

MEWCASTLE
HOSPITAL 1 -wWARD BOx
EMERGEMCY 276902

MELEOURME

Label Size

& 70525mm
 98%38mm
1 05%7dmm

HOSPITAL 1 -'#WARD BOx

wEST J7RA03

MELEOURME

Print Labelz

Click on the ‘Exit’ button to close this screen.

OPERATING THEATRE

VMO

$1052100
Once your stock locations are labelled in each of your
wards or departments, the PDE scanning unit can then
be used to create orders. These orders are uploaded to
your computer and sent to CH2 via the SOS program.

The next section explains how to use the PDE unit
(barcode scanner) shown at right.

23/01/08 Vv8.5.0 Page 17 of 34 © Copyright 2008 Hospital Supplies Australia
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4. Loading Stock Availability / Backorders

(Please note that this step is optional)

We are now going to download product availability and backorder information to the PDE scanning

This means that when you are using the PDE scanner, details of product availability and

backorders will be shown on the scanners screen for each item you scan. This information will be

as recent as your latest download.

Click on ‘WardBox’, select ‘Processing’ then ‘Load Stock Availability/Backorders’.

i 5.0.5. Main Menu - Login ID 'ROWENDY' =E

Exit Setup Offline Online | WardBox Abaout

Dowinload Data to FDE
Order Preparation
Stockkake Input

Mainkenance  »

Simple Ordering System

Exclusive to

CHe

Clifford Hallam Healthcare

iﬁStart”J@@ﬁ‘Q@gE@ﬁ)@ﬂ@@ [ < n] E@05 1105am
|J (005 wiendy Zi.‘.I B Trwem - | 3] s1068al... | & address ... | @Dncumen”.l B manual ... ||ﬁs.u.5.r1_._ B Documen... | #]untitled - | ILJF=EEs

The dialogue box shown below will appear. A typical download takes 1 to 2 minutes. When SOS
has assembled all this information, the ‘Download PDE Files’ menu will appear as shown on the
next page. This product information will then be downloaded along with the other imprest details

described in the next section of this manual.

T
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5. Download Data to the P.D.E.

Once all the Imprest Lists and Ward details have been set up, you need to transfer this data to the
PDE Scanner. Click on ‘WardBox’, select ‘Processing’ then ‘Download Data to PDE’.

% 5.0.5. Main Menu - Login ID 'ROWENDY" =l x|
Exit Setup Offfne OnLine | WardBox About

Simple Ordering System

Exclusive to

CHe

Clifford Hallam Healthcare

#eat| [ T s e OHEFENEEH@CIHELE @ i EGEBLE 11mean
|J () wendy zi...| BB TTwm - .. | B) 5106Eal.. | &)address ... | 3 pacumen... | Emanuals... |[FY5.0.5. M., Bcocumen... | #untited - .. | Lo

Download P.D.E. Files

F.0E. Data Filex P.0.E. Cantrals

The screen shown at right will appear. Click [ Products [ Progam

each check box in the ‘PDE Data Files’ section _
on the left of this screen. IV Imprest Lists

v wiard Details

Click on the PDE model that you are using on " BHTS000

the right (under ‘PDE Controls’). The grey
scanner as pictured in this manual is a
‘BHT6000’. If you have the blue scanner, the

model number is ‘BHT 8000'. Dutput Filfz)

—
et Vi

Turn the PDE Scanner on using the power button. i

From the ‘Front Menu’ select ‘3. Download’ by pressing
‘3'on the PDE’s keypad.

Click the ‘Output File(s)’ button on the PC screen.
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sos

& Set P.0LE. For Products download
: Cancel |

The dialogue box pictured at right will appear.

On the PDE Scanner select ‘1. Products’ by i PC“}PUE
pressing ‘1’ on the PDE’s keypad. 1 Products

2st, List

Click the ‘OK’ button on the PC screen.

The following screens will appear on the PC and PDE Scanner.

2 Tsr-TusA N ] |

Sending Allow this process to run. You will
Pi;’DﬁLE:T hear a short beep when this
y process is finished and the next
| I dialogue box will appear.
Reset Exit Qonﬁgl

(C) E.P.0. Denso Intemnational 1999

s0s
Select ‘2. Imprest List’ on the PDE scanner by pressing ‘2’
on the keypad & Set P.0LE. for Imprest Lisks dovnload

i Zancel |

Click the ‘OK’ button on the PC screen.

The following screens will appear on the PC and PDE Scanner.

FTor-Tu3A S ] [F

Sending Allow this process to run. You will
IMPREST.DAT hear a short beep when this
28 of 2215 process is finished and the next

[ | dialogue box will appear.

Reset Exit Qunﬁgl

[C) E.P.0O. Den=o Intemational 1999
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Select ‘3. Wards’ on the PDE scanner by pressing ‘3’ on the & et B.D.E. For Wards download

keypad.
Zancel |

Click the ‘OK’ button on the PC screen.

The following screens will appear on the PC and PDE Scanner.

2 TSR-TU3A =) =]
Sending Allow this third and final process
WARD DAT to run. A short beep will once
1 of 21 again sound when the process is
finished.
Reset Exit | Config |

(L) E.P.0. Denso Intemational 1999

All data required to place an order has now been downloaded to the PDE scanner.

Close the ‘Download PDE Files’ menu on the PC screen and select ‘4. Exit’ on the PDE scanner by
pressing ‘4’ on the keypad.

Download P.D.E. Files x|

[ Products u Pragram

Update
[ Imprest Lists

[~ ‘wiard Details ~ BHTHO00

Olutput Filels]

The ‘Front Menu’ screen will then appear on the PDE.

You are now ready to use the PDE Scanner for bar code ordering.

The frequency of downloading this data is at the discretion of the user. Any time
changes are made to the imprest or ward lists, you will need to follow these steps to
ensure the data in the PDE is up to date.
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6. Order Preparation

Now that the data needed to place orders has been downloaded, the PDE scanner can be used to
build a purchase order. First, scan the barcode label for the Ward or Department you wish to orde
for. Next, type in an order reference using the keypad. Please note that this reference
number is mandatory. Each product to be ordered is then scanned one at a time and the
required quantity entered. These steps are described in more detail below.

6 a. - Scanning Wards and Products

After downloading the ordering data as described in section 5, select ‘1. Orders’ from the Front
Menu by pressing ‘1’ on the keypad. The following screen will appear.

d>
el 5. Del

LN

| button on the side of the PDE

Scan the Ward Bar Code Label, by pressing the £
Scanner. You will hear a short beep.

Type in an order reference and press enter :

The Order Reference number is mandatory. If you do
not enter a number here, the scanning process will
not work. This reference can be a purchase order
number, a persons name or a random series of digits
(eg: ‘11111"). It can also be changed in SOS later, so
does not need to be correct at this stage.
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The ‘Read Barcode Now’ screen shown at left will appear (note the
order reference from above is at the bottom right).

. N
Scan the Product Bar Code label by pressing the button.

If the same product is scanned twice in a single order, the
screen shown right will appear. Select ‘3. Continue’ to
continue with the order.

When the next screen appears, you will have several options for
entering an order quantity.

1. Select ‘1. OQ’ to enter the quantity required. Enter this on the keypad and press enter.
This is the most common option.

2. Select ‘2. Cnt’ to enter the quantity that is on the shelf. The
PDE calculates the quantity to be ordered using the Min/Max
levels. (NOTE: The product will only be ordered if the
guantity entered is less than the minimum level).

3. Select ‘3. Xit' if the product was scanned in error. Simply
scan another item to continue.

As per the example above, the PDE screen will show details of the items scanned. These include
the description, Min / Max stock level, price, product availability and unit of measure. These details
are derived from the PDE download procedures described in sections 4 and 5 and the information
entered in the imprest lists (refer to section 2).

Continue scanning product barcode labels until all items required are ordered.
If a label cannot be scanned, or there is no label for a particular product, the CH2 product code can

be entered manually. Select ‘7. Manual’ from the screen shown below left. The ‘Manual Entry’
ENT

button.

screen will appear (below right). Type in the CH2 item code and press the enter

Repeat the above steps to order the item.

Selecting ‘8. Del’ from the above screen will allow the last item scanned to be deleted. Selecting
‘1. Yes’ will delete the last product ordered. Selecting ‘3. No’ will return you to the previous ‘Read
Barcode Now’ screen.
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If an order is required for another ward or department, scan the relevant ward barcode label, enter
the order reference, and continue scanning as described above. There is enough memory in
the PDE scanner to store several orders.

Once all products have been ordered, return to the Data Entry Menu by selecting ‘9. Menu’ from
the ‘Read Barcode Now’ screen. The following screen will appear.

Lpload == PC
S.Reulew entiries

Reviey (x3)
3P MEMOry

Select one of the following options:
1. Upload - will upload the orders to the PC. Refer to section 7 of this manual.

2. Review Entries

will display on the screen products that have been ordered.

3. Review (x5) will display on the screen products that have been ordered five (5) at

atime.

4. Clear Memory will delete the order(s) from the PDE Scanner.

Do not clear the memory until you have successfully uploaded the orders to SOS as
described in section 7 of this manual.

5. Data Entry - will return to the ‘Read Barcode Now’ ordering screen.
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6 b. - Manual Product Entry

This Option allows you to create an order manually without using the PDE Scanner.

NOTE: It is a good ideato ‘Load Stock Availability / Backorders’ before
using this option. Refer to Section 4 of this manual.

Click on ‘WardBox, select ‘Processing’, ‘Order Preparation’ and ‘Manual Entry’.

i 5.0.5. Main Menu - Login ID "ROWENDY"
Exit Setup Offline  Online | wa

Simple Ordering System

Exclusive to

CH.

Clifford Hallam Healthcare

Aot | EFS L & e O BSEFAEGEH@CI0EQNO @ i R WO 1uosam
|J (@ wendy zi,..| EBTTWIN- ... | 5y s3068al... | E]address ... | (5] Documen. .. | EIManual 5., |[F5.0.5. M.  E]Documen... | #funtitied - .., EEELS

The screen below will appear. Enter a purchase order number and any Special Instructions that
are required. Type in the product code and enter the relevant quantity in either the ‘Count Qty’ or
the ‘Order Qty’ fields.

Prepare Ward Orders
Exit [Delete  Prink

HOSPITAL 1 -WwWaRD BOx

Continue adding products to the order. Once all of the products are added, click ‘Exit’, then go
‘Online’ to process the order and send it to CH2.
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7. Uploading P.D.E. Orders to SOS
7 a. — Uploading PDE Orders

To upload the order(s) to the PC, plug the cable into the
PDE Scanner in the cable port on the side of the PDE
Scanner. In SOS, click on ‘WardBox’, select ‘Processing’,
‘Order Preparation’ and ‘Upload P.D.E. Orders’.

i 5.0.5. Main Menu - Login ID 'ROWENDY’

== x|
Exit Setup Offne Online | WardBox About

Load Stock AvailabilityfBackorders  Cirl+3
Download Dats ko PDE

Manual Entry

Load PDE Order File

Simple Ordering System

Exclusive to

CH2.

Clifford Hallam Healthcare

o] Sl S e O EPEREHOC IHNEL O

& 12:29 PM
\

L
| (@ wendy zino - | Gl 1w - dEFau‘..l & add 505 Cust... | (3 Documentation | ) Manual 503 w| B Manual 505 w...|Es.n.5. Main M... B

505 ]

The dialogue box shown at left will appear on the PC screen.

& Set FDE for Order(s) upioad On the PDE Scanner select ‘1. Upload’ and click the ‘OK’
button on the PC screen. The order(s) will be uploaded into

Cancel | SOsS.

During this process, the screens shown below appear.

& TSR-TU3A

Loading

OREDERS.DAT
1of 5

Reset | Exit

Config |

(Ch E.P.O. Den=o Intemational 1999
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_ £| When complete, the dialogue box at left will

9

appear. Click the ‘Yes’ button to transmit the
order(s). Type in the password when prompted
1 P.D.E, Ordetis) Uploaded and click on send. SOS will go straight into the
Transmit Orders Mo ordering screen and the order(s) will be loaded
line by line. The latest stock availability and

stock items as the order is loaded.

pricing is checked as the order is loaded. A
o | backorder message will appear for any out of

When the order has finished loading, the message ‘Prepared Order has Been Loaded’ (shown
below) will appear. Click the ‘OK’ button. Products can now be added to or deleted from the order,
the order number can be changed, and a message can be added in the ‘Special Instructions’ field.
Once the order is completed, click on the ‘Create’ menu option at the top of the screen to send the

order to CH2. If there are any other orders to process, they will load automatically.

i 5.0.5. Main Menu - Login ID 'ROWENDY*
Exit Setup Offiine  Online WardBox About

S OS

Enter New Orders

Exit Load Options  Recall Lines  Cancel  Create

276302 HOSPITAL 1 - WaRD BOX

Ordering Option:

CHZCode [T Despatch Schedule
Customer Code I

Manufacturer I Part # I
@ Prepared Order Has Been Loaded

WardBqg

st |2 S ) & 2 O HEE W@COHEae @&
“ @Wandyzi\n.‘.l gTTW[N-de.Hl Eaddsosc... | @Dncumenta‘..l | Manual sos...' B Marual 505..‘| [*s5.0.5. Main. .

|8 53

Once all orders have been processed, close this screen and SOS will shut down.

The PDE Scanner screen will show an option to ‘Clear the
Memory'. (It may be necessary to turn the PDE back on).
When you have finished uploading the orders and they have
been processed in SOS successfully, select ‘1. Yes’ to clear
the memory.

S 12:33 PM
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7 b.—PDE Order Error

If you experience a PDE Order Error whilst uploading your order, you will need to load the order
manually. You will first need to delete the order(s) that you where attempting to upload.

Connect on-line to SOS and then select the ‘Enter New Orders’ screen.

Enter Mew
. . i Orders
Select the first account that you where doing an order for. F1]
x|
All Accounts  Search  Display Sequence
Mame & Address
PHOERITALT AR B

ETHE.&TF!E MNEWCASTLE 113531

HOSFITAL 1 -*&RD BOX
EMERGEMNCY MELBOURME 27E302

HOSPFITAL 1 -*&RD BOX
WEST 1 MELBOURME 27E303

Part of the order should now start to load. Once the order _ E

has loaded, the message at right will appear. Click ‘OK’.

Prepared Order Has Been Loaded
Click the ‘Cancel’ option on the menu bar at the top of the
‘Enter New Orders’ screen. Check each account that you
where doing an order for, cancelling all the orders.

Once the order(s) have been cancelled, you can now load the order(s) manually.

Exit from the ordering screen and then click on ‘On-Line’ and then select ‘Disconnect from CH2'.

i 5.0.5. Main Menu - Login ID "ROWENDY" _18] %]
Sstup  Offin= | Online | Werdsox  About
D

7] s Cri+L
Doynload EDT Filss

Simple Ordering System

r
%
Enter lew Becall Recent

Orders iders
[F2)

Standing
Orders
[F4)

®> Purchase

Froduct vailabilly/ History
Piicing [F6) IF7)

Curtent Open
Drdlers
[F5)

Exclusive to

CHZ.

Clifford Hallam Healthcare

The3e
Telephone Help Usage

Contacts Statistics
IF&| (F3)

23/01/08 Vv8.5.0 Page 28 of 34 © Copyright 2008 Hospital Supplies Australia



SOS Ward Box Manual — BHT 6000

Click on ‘Wardbox’, select ‘Processing’, ‘Order Preparation’ and then ‘Load PDE Order File'.

ﬁ 5.0.5. Main Menu - Login ID ‘ROWENDY* = |ﬁ' |5|
Setup  Offime  Online | WardBox  About

Processing 3 Load Stock. Availabilicy/Backorders  Chrl4+5 |
Maintenance »  Download Data ko PDE
Order Preparation IManual Entry
Stockkake Input 3 Upload PDE Orders  Chr+U
U Load PDE Order File
® ® ®

Simple Ordering System

The following screen will appear. Click on ‘Yes' to transmit the order(s).
sos

1 P.D.E. Order(s) Uploaded
Transmit Crders Mo

Type in the password when prompted and click on send. SOS will go straight into the ordering
screen and the order(s) will be loaded line by line.

When the order has finished loading, the message ‘Prepared Order has been Loaded’ (shown
below) will appear. Click the ‘OK’ button. Click on the ‘Create’ menu option at the top of the screen
to send the order to CH2. If there are any other orders to process, they will load automatically.

Enter New Orders il
Load Options  Recall Lines  Cancel Create
BE7203 THEATRE

123456

L e

Customer Code |
Search Words | Manutacturer |
Manufacturer |

Despatch Scheduls

@ Prepared Order Has Been Loaded

Once all orders have been processed, click on ‘Exit’ and SOS will shut down.
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8. Stocktake Input

SOS can create a printed Stocktake for each ward or department within your organisation. These
Stocktake printouts can be created with or without the PDE scanner.

8 a. - Scanning Stocktake items

To conduct a Stocktake using the PDE Scanner,
select ‘2. Stocktake’ from the ‘Front Menu’ screen
by pressing ‘2’ on the keypad.

The ‘Read Barcode Now' screen will appear.
Select the ward or department for which the
stocktake is been performed and scan that wards

barcode label using the ["’] button.

Next, scan the bar code label for the product you

wish to count by pressing the M1 | hutton on the
PDE Scanner. When the screen shown at right
appears, select ‘2. Count’ by pressing ‘2’ on the
keypad, type in the appropriate quantity and press

enter | ENT . This product has now been counted.

Continue scanning until all products have been
counted. If an item is scanned by mistake, simply
press ‘3’ on the keypad and scan the correct item.

To conduct a stocktake for another ward or
department, simply scan the new wards barcode
label. Please note that only one stocktake
per ward or department can be stored in
the PDE scanner. When the stocktake is
complete, select ‘9. Menu’ from the ‘Read Barcode
Now’ screen. The ‘Data Entry’ screen will appear.
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Select one of the following options.

1. Upload - uploads the stocktake to the PC. Refer to section 9 of this
manual.

2. Review Entries - will display on the screen products that have been counted.

3. Review (x5) - will display on the screen products that have been counted

five (5) at a time.

4. Clear Memory - deletes the stocktake.

Do not clear the memory until you have uploaded the stocktake to SOS as described in
section 9 of this manual.

5. Data Entry’ — will return to the ‘Read Barcode Now’ screen.

8 b. - Manual Entry

This option allows you to create a Stocktake without using the PDE Scanner.

Click on ‘WardBox', select ‘Processing’, ‘Stocktake Input’ and ‘Manual Entry’.

i 5.0.5. Main Menu - Login ID "ROWENDY* 10| |
Setup  OFfline  Online | WardBox  About

Processing ¥ Load Skock Awvailabilicy /Backorders  Chrl+3
Maintenance ¥ Download Data ko PDE
Zirder Preparation 4

4 tanual Entry
Upload PDE Stocktake
Load POE Stockkake File

Simple Ordering System
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The ‘Ward Stocktake’ screen will appear. Type in the product code, or click on the product in the
list, enter the quantity counted and click on Update.

Ward Stocktake

Exit Print  Excel File
HOSPITAL 1 -waARD BOx

Price Extended
ACTILA= SYRUP S00kL

1334425
1234567831

ADREMALIME TART 1./1000 AMP 1ML

1000718

AaGAROL PHEMOL FREE 200r L
“STRAWEBERRY

AGAROL PHEMOL FREE 200r L
AN ILLA

ALLEMS BUTAMEM STICE U3E E48210
ALLEMS BUTAMERTHOL #4224

1000220

1000837

Continue adding count quantities until complete. The stocktake can now be printed or copied into
an Excel Spreadsheet. Simply click ‘Print’ or ‘Excel File’ on the menu bar. The stocktake is now
complete.

Ward Stocktake

Exit Print Excel File
HOSPITAL 1 -waRD BO=

uas Code Coaumnt

ACTILAX SYRUP S00k L

1334425
1234567231

ADREMALIME TART 11000 AP 1ML

1000718

AEAROL PHEMOL FREE 200mL
*STR&WBERRY

AGAROL PHEMOL FREE 200kL
M L L,

ALLEMS BUTAMEM STICK. U3E 458310

1000220

1000837
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9. P.D.E. Entry

To upload the Stocktake(s) to the PC, plug the cable into the
PDE Scanner in the cable port on the side of the PDE
Scanner. In SOS, click on ‘WardBox’, select ‘Processing’,
‘Stocktake Input’ and ‘P.D.E. Entry’.

i 5.0.5. Main Menu - Login ID 'ROWENDY* 1ol =l
Setup  Offline Online | WardBox  About
Processing 3 Load Stock Availability/Backorders  Crl+5
Maintenance ¥ Download Daka o FDE

E ; Order Preparation

Simple Ordering System

Exclusive to

CHe.

Clifford Hallam Healthcare

WardBox

sos

The dialogue box shown at left will appear on the PC screen.

& Set PDE for Stack Count(s) upload
On the PDE Scanner select ‘1.Upload’ and click the OK button on

: the PC screen. The Stocktake will be uploaded into SOS. During
| conel | this process, the screens shown below will appear.

& TSR-TU3A o ] |

Loading

ORDERS.CAT
6of 6

Reset Exit | Conhg

[C) E.P.O. Denso Intemational 1999
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x|

warning S

2)

1 P.DLE, Ward Stock Counts Uploaded
Print Stack Yaluations

Cancel |

2)

Stock Counts Already Exist
Delete These Counts

The dialogue box illustrated above left will appear on the PC screen. Click on the ‘OK’ button to

proceed.

If the warning which is shown above right appears on the PC, this indicates that a

stocktake already exists in SOS. Select the ‘Yes’ or ‘No’ button as appropriate to continue with the

next step.

The ‘Ward Stocktake’ screen will appear. The stocktake can now be printed or copied into an Excel

Spreadsheet. Simply click ‘Print’ or ‘Excel File’ on the menu bar.
include unit pricing and total value of each line and the overall stocktake by department.

stocktake is now complete.

Ward Stocktake

Exit

Print  Excel File

276902 HOSPITAL 1 -WARD BOX
81067

Description

ACTILEN SYRUP S00ML

1234567391

|: (n] |:| =]

1334425

This stocktake should also
The

Count

ADREMALIME TART 1./1000 AP 1bL

1000718

AGAROL PHEMOL FREE
*5TRA&WBERRY

200rL

1000520

AGAROL PHEMOL FREE
“AMILLA

200rL

10005837

SLLEMS BUTAMEM STICK. 36

E48310

If you have any questions, contact the CH2 Help Desk on 03 9554 0495, your local
Representative or see our Website at www.ch2.net.au.
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