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Introduction

This program is designed to assist you in organizing a systematic approach to entering
your inventory and provides accurate up-to-date records within your health district.

Please review the manual carefully to obtain the maximum benefits. Little or no prior
computer experience is necessary to operate this program.

About This Manual

The Inventory Module is simple to use. The maximum benefit with the
least time spent will be obtained if you start at the first page of this
manual and follow the directions exactly as you enter the first record
in your computer.

Square boxes in this manual surround the key you are to press on your keyboard. As

an example, when you read ENTER press the enter key on your keyboard.

The word TYPE is followed by bracketed [ ] instructions of what to type into a field.

Note: For Technical Support, email: helpdesk@hdis.org



Navigation

Whenever you see one click the left side of your mouse once.
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Whenever you see two iz click the left side of your mouse twice.

Navigation Keys For Entering Information

or ENTER | to move to next field
[ Shift ][ Tab ]or Up Ito go back one field

+ E] places you in the receipt screen.

Editing Keys

-

Backspace ] deletes one character left of cursor

| Delete ]| geletes one character

)

Insert inserting & overwriting modes

When you see a pull-down field, click the arrow to the right to view all your choices.

Starting HDIS

MICROSOFT Windows Users

Start
Programs

Health District Info Systems

HDIS



Health District Information System Menu Bar

¥ Health District Information System
Management Services  Envitonmental Health - Community and Public Health Servicss  Vital Statistics  Maintenance  About  Exit

HDIS (Health District Information System)
has several different modules designed to
assist your health district in its day-to-day
operations. The Inventory Module is a
great addition to these modules and
simplifies your record keeping and
information management needs.

Vﬁ Select Management Services

Select Inventory

anagement Services tal Health  Commurnity and Public Health Services  Vikal Statistics  Maintenance  About  Exit
Tnventory
Dbl ] i
Personnel R I é ;% 1
Receipts [ P 3 1[

Inventory

. Healn o.2*rict Information System

Inventoty Repordd) EBrowse/List/Export  Count/Graph  Maintenmance  Return




Entering an Item

& Inventory - g|
Find ‘ Iventory
&+ by Tag Mumber " by Serial Mumber " by P.O. Number " Description " Itern
Enter Information and press enter.
Add | Close |
Tag Number Iltem Description l;
00023 CABINET CABINET, STORAGE .
00032 CART CART, MOBILE
00042 TABLE TABLE, TYPEWRITER
00044 CASSETTE PLAY| CASSETTE PLAYER
00046 PROJECTOR PROJECTOR, SLIDE WICASE
00049 FILE CABINET FILE CABINET, 4 DRAWER, BROWN
00050 FILE CABINET FILE CABINET
00051 TYPEWRITER TYPEWRITER, IBM WHEELWRITER V
00059 CART CART, MOBILE
00062 CORK BOARD CORK BOARD, SMALL
00063 CART CART, MOBILE
| 00070 FILE CABINET FILE CABINET, 4 DRAWER, BROWN =
< | AJ

The FIND tab on the Inventory window is for locating an item. You can browse through
the grid or type the Tag Number in the Enter Information and press enter. field. To
find an item by Serial Number, click the radio button labeled by Serial Number and
then enter the number. To find an item by P.O. Number, click the radio button labeled
by P.O. Number and enter the number. To find an item by Description, click the radio
button labeled by Description and enter the description. To find an item by Name,
click the radio button labeled by Item and enter the name.

To add an item to your list, click the Add button.
Once the Iltem is entered you will not have to enter it again.



Il Inventory - @

Find Inventory
Tag Mumber County Tag Number [tem
\0010? \ |COMPUTER
fodsl tManufacturer Name
| COMPAQ /251 | COMPAQ
Classification Serial Mumber
| COMPUTER |6234HCP20210
Fesponsible Department Location of ltem
‘EH j ‘AUCTION j [~ Share in an Emergency
PO ‘ Discarded
Date of PO Vendor Name F.O Number Voucher Date Acquired
‘UQ;‘QSHQQQ \ 651739 | |1o;04;1992
Grant Number Condition Cost Value Last Date Verified
\ j ‘NEW j \ 1725.00 \ 1725.00 | i
Previous ‘ Mext ‘ Delete | Add* ‘ Madify ‘

You may now begin to enter information into the fields. Remember, you can use the
“Tab” or the “Enter” key to advance from field to field. On this page, you will fill out the

information for the item.

Field

Description

Tag Number

Enter the Tag Number of the item.

County Tag Number

Enter the County Tag number of the item.

ltem

Enter the item.

Model

Enter the model number of the item.

Manufacturer Name

Enter the manufacturer name.

Classification

Enter the classification or description of the item.

Serial Number

Enter the serial number of the item.

Responsible Department

Choose the department responsible for the item.
(You may set this table up in the Maintenance menu)

Location of Item

Choose the location of the item.
(You may set this table up in the Maintenance menu)

Share in an Emergency

Check if this item is to be shared in case of an emergency.

Date of P.O.

Enter the date of the purchase order.

Vendor Name

Enter the vendor name.

P.O. Number

Enter the purchase order number.

Voucher

Enter the voucher number.

Date Acquired

Enter the date the item was acquired.




Grant Number

Choose the grant number used to purchase the item.
(You may set this table up in the Maintenance menu)

Condition Choose the condition of the item.
(You may set this table up in the Maintenance menu)
Cost Enter the cost of the item.
Value Enter the current value of the item.
Last Date Verified Enter the date the last time the value of the item was verified.
Previous Click for the previous item in the database.
Next Click for the next item in the database.
Delete Click to delete the item.
Add* Click to add an item. **Right click to add the same item,
but with a blank tag number.
Modify Click to modify a record.




Discarding an ltem

@
V?ﬁ) Discard

IE Inventory - @

Find Imventory
Tag Mumkber Zounty Tag Mumber [termn
00107 | |COMPUTER
Model Manufacturer MName
\COMPAQ 34251 \COMPAQ
Classification Seral Mumber
\COMPUTER |6234HCP20210
Responsible Department Location of ltem
‘EH j ‘AUCTION j [~ Share in an Emergency
: . e
PO. ( Discarded )
N————
Date Discarded Reason Discarded Discarded value
v [tem Discarded | ; j |
Mote/Means of Discard
SENT TO AUCTION '98 Memo  Memo
Previous ‘ Next ‘ Delete | Add* ‘ Modify ‘

This “Discard” tab on the “Inventory” page allows you to enter the information if the
item is or has been discarded.

Field Description
Item Discarded Check if the item has been discarded.
Date Discarded Enter the date the item was discarded.
Reason Discarded Choose the reason the item was discarded.
(You may set this table up in the Maintenance menu)
Discarded Value Enter the discarded value of the item.
Note/Means of Discard Enter the means of discard.
Memo Click to enter other information/notes on the item.




Reports

Inventory | Reports  BrowsefListiExport  CountfGraph  Maintenance Return

Capital Goods

County Inventory Report
By Date of Purchased

By Description

By Irems

The Inventory module has a set of pre-defined reports from which to choose.

By Location

= Inventory Report Options - Capital Goods

Output to:
(* Praview
Close
" Printer -
ilters

You may preview the report before printing. Also, you have the ability to use filters to
build a query.

Reports

Report Description

Capital Goods Generates a description report for all of the items entered in
the inventory database.

County Inventory Report Generates a inventory report ordered by the county tag
number.

By Date of Purchased Generates an inventory report for your items by date of
purchase.

By Description Generates an inventory report by description.

By ltems Generates an inventory report by item.

By Location Generates an inventory report of your items by location.




Maintenance - Add/Delete/Modify Tables
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/= Maintenance

%, Health District Information System

Inwentory Reports  BrowsefListjExport  CountfGraph | Maintenance Return

AddfDelete{Modify Tables Condition
General Profile Departments
Printer Setup Grant
Reindex/Pack Inventory Data Files Lacation - -
. B R '
i I'I ‘ m Discarded Reasons .p;-'ﬁﬂ;} i - Jl r

The Maintenance Menu contains a list of the tables that you can modify for your
program.

FAIR Delsata

MEVY Print

L of]

Field/Button Description

Name Enter the condition.

Close Button Closes the table.

Adds Button Adds a condition to the table.
Delete Button Deletes a highlighted entry.
Print Button Prints the list.




gy
= Departments

| Add/Delete/Modify Departments

Marme

AP

ATC

ZFHS

EH

HCH

HF

FHN

W5

WIC

L

Cloze

Add

Delete

Ptint

x]

Field/Button

Description

Name

Enter the department name.

Close Button

Closes the table.

Adds Button

Adds a department to the table.

Delete Button

Deletes a highlighted entry.

Print Button

Prints the list.
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o= Grants

| Add/Delete/Modify Grants

Mame - Close

100-J21 Add
540
700 Delete
712
718 Print
721

724

724

7a0

AlDS
AIDSTESTEE
TOBACCO

Pl

L of]

Field/Button Description

Name Enter the grant.

Close Button Closes the table.

Adds Button Adds a grant to the table.
Delete Button Deletes a highlighted entry.
Print Button Prints the list.




(Ot
/s Locations

M| Add/Delete/Modify Locations

Marme

1004

1M

102

1024

103

104

105

106

1a7

108

109

111

112

1124

113

114

115

115116

116

118

1149

120

L

Cloze

Add

Delete

Ptint

Field/Button

Description

Name

Enter the location.

Close Button

Closes the table.

Adds Button

Adds a location to the table.

Delete Button

Deletes a highlighted entry.

Print Button

Prints the list.
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i+ Discarded Reasons

M| Add/Delete/Modify Discarded Reasons

E3
Marme - Close
MALICTION 4
BROKEM Add
Delete
Print
L n
Field/Button Description
Name Enter the reason
Close Button Closes the table.
Adds Button Adds a reason to the table.
Delete Button Deletes a highlighted entry.
Print Button Prints the list.
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. Demaographics ‘ General \ Management Enviranmental Community & Public Health Services l Wital

Health Department | Lake County General Health District

Divisinn|

Address1 |33 Mill Street

Addressz|
City | Painesville State [OH  Zip [44077
County| Lake

Phone #'s |1-4au-350-2543 FAX #
Federal Tax 1D

Commissinner|

Client/Server Location |CAHDISIDATA

[ 2004 [ 2003 [ 2002 [ 2001 [ 2000 [ 1999 [ 1938

Make Checks F'avabletn:| Close

The General Profile enables you to fill out the basic information for your health
department.
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0% Printer Setup

Print Setup

Printer

M ame: PDF-+<Change 2.5 DE Properties

Statusz: Ready
Type: FOF-#Change 25 DE
where:  PDF-=Change

Cormment;

Paper Orientation

Size | LetterdBNSIA -]  Portait
Source: |Main paper tray j " Landzcape

Metworl. . | ] | Cancel

The print setup allows you to choose from which printer you wish to print. Pick the
printer in the name dropdown and click “OK”.

15



C% Reindex/Pack Inventory Data Files

kil Maintenace - Reindex/Pack Inventory Data Files

This procedure will reindex/pack all data files!
If you have the Network Version,
please have all users exit HDIS!

_ Continue Close

This function is only needed should your data be corrupted due to a power
failure. Please contact CHC Software if you have any questions or concerns.
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