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General information

System messages
System messages are shown towards the top of the web page.
= Confirmation messages are in green:

o  MMD 'AJP123 created successfully o

m Notification messages are in yellow:

& Sorry, we were not able to satisfy your request because the website is unusually busy. Please click the "Back’ button in your web browser and try again o

= Information messages are in blue:

ﬂ Changes to tracking attributes are not allowed while you have stock on hand

m Failure messages are in red:

There was an error with your submission
Warn ShelfLifeDays must be set if the item is flagged for sellby dating

Required information

Red labels indicate that the information in a field is required. You cannot save your changes if
the required fields do not contain any details.

Document conventions

m  Menu options, labels and links are all shown in bold. For example, in “Click Save before
leaving this page”, Save is the text on a button.

= Some screenshots are annotated with numbers. These numbers correspond to a particular
instruction in the step-by-step instructions associated with that screenshot.

Numbers in screenshots are not always sequential, as not every step is represented.

eDC Gold information

m  Where sections only apply to eDC Gold, these are marked with vertical lines in the margin,
and headings have a G suffix. If you are not using eDC Gold, you can safely ignore any
sections marked in this way.

If any instructions in a section not explicitly associated with eDC Gold affect the eDC Gold
version of the application, they are highlighted in notes like this one.
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Abbreviations

COSHH  Control of Substances Hazardous to Health

CSSD Central Sterile Supply Department

eDC Electronic Demand Capture

GLN Global Location Number — a number (up to 13 digits) that uniquely identifies a physical
location, such as a requisition point

GTIN Global Trade Item Number — a globally unique number (up to 14 digits) used to identify
trade items, products or services

IP Internet Protocol

MMD Materials Management Department

MSL Maximum Stock Level

NPC National Product Code

PLIC Patient Level Information and Costing

ROL Reorder level

ROQ Reorder quantity

uol Unit of issue

UoM Unit of measure

VLT Variable Lead Time — where the lead time differs from the standard 48 hours (applies to

Blue Diamond orders only)

Icons used with the eDC application

3| Demand created automatically from information held about requirements and current

stock levels.

| Demand recorded manually using the web application.

] Demand captured manually using the device.

= The serial number of this product is being tracked in stock management G

(6] The batch number of this product is being tracked in stock management G
The expiry date of this product is being tracked in stock management G

[ ] Remove a serial number from a product’s record when receipting. G

Ij:'_, Paste a copy of the product record so you can record different tracking information.
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Part 1: Overview

These guidance notes are written for people using handheld devices to capture demand and for
those responsible for configuring the system to meet local requirements.

m Part 1 outlines the concepts behind eDC and explains how it may be used within your
organisation. It also outlines changes in both the application and this document:

m Part 2 (starting on page 16) explains how to access the eDC web application.

m Part 3 (starting on page 22) describes configuring eDC using the web application.

m Part 4 (starting on page 85) gives instructions for logging on to the eDC Android application.
m Part 5 (starting on page 107107) tells you how to update the information on the device.

m Part 6 (starting on page 144) covers day-to-day use of a device to capture demand and
generate orders.

m Part 7 (starting on page 171) uses the eDC web application to manage and track orders.

Additional features (eDC Gold)

An enhanced version of eDC — known as eDC Gold — enables you to manage expensive items
of stock more efficiently, knowing where they are at any time.

You will only be using eDC Gold if your organisation has decided — in consultation with NHS
Supply Chain — that it will gain significant benefits from tighter stock control.

The appearance of the eDC Gold screens on the device has adopted the same colour schemes
and conventions as the web application (as far as these can be applied). This means that error
messages and other important items stand out as brighter in colour, with the rest having a more
consistent blue theme.

m Preparing to use eDC Gold to manage stock is described in ‘Managing stock (G)’ on page
67 and ‘Downloading store information (G)’ on page 97.

m Using the device to manage store stock is explained in ‘Managing stock levels and
movements on the eDC Android application (&)’ on page 123.

= Using the web application to manage stock is explained in ‘Managing stock levels and
movements (G)’ on page 157.

10
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What's new in eDC (Electronic Demand Capture)?

News about new features and bug fixes can be found on the NHS Supply Chain website at
https://www.supplychain.nhs.uk/programmes/service-improvements/edc-android-devices/

11
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Introduction to eDC

eDC is used by NHS and other organisations to manage their ordering process.

What is eDC?

eDC enables staff to record current levels of supplies either using handheld devices that
incorporate barcode scanners or via the web interface. Orders can then be created automatically
based on those stock levels and the quantity of stock required (demand).

The web interface is used to set desired stock levels and the preferred update mechanism for
your organisation’s local area and maintain details of the requisition points using the system. It is
also used to resolve conflicts and generate orders if manual intervention is required.

eDC can order locally sourced products alongside those supplied by NHS Supply Chain. Local
products are added to a local catalogue and can be ordered using this system.

What is eDC Gold? (G)

eDC Gold consists of all the elements of eDC, plus an enhancement that enables you to
manage your stock of high-value items, identifying stores and stock locations and the quantities
of stock held at each of them, tracking the movements of these specified products as they are
received and issued.

What are the benefits?

eDC is the most cost-effective way of managing stock levels. It makes the ordering process
easy, so there is less chance of errors. It releases nursing time back to the wards and other
departments, improving communication between these areas and the procurement departments.

eDC also provides management information and enables you to forecast demand.

Communications and networking

The Android device requires a stable WIFI connection connected to the Internet or an Internal
NHS network, which can connect to the eDC Servers. If eDC is having connectivity issues,
please contact the NHS Supply Chain CS Helpdesk, which can help diagnose the issue and may
refer you to your local IT department to resolve it. (Phone 0800 086 8670 or email
CSHelpdesk@supplychain.nhs.uk).

These devices are managed using a Mobile Device Management system called SOTI
MobiControl, which allows NHS Supply Chain to manage the devices remotely, including
software updates and remote support. If the trust’s network is blocking SOTI MobiControl, the
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device will not be updated with the latest version of the eDC application, the device’s firmware,
which may be a security risk the more out of date they get.

How eDC works

Download requirements regularly to ensure you are working with up-to-date information.

If you are using eDC Gold, it is best practice to download the store daily, preferably in the
morning.

eDC uses the concept of MMDs (Materials Management Departments), each linked to an
organisation and allocated one or more requisition points. MMDs are created and maintained
using the web-based application.

An Android application captures current stock levels for a particular requisition point. When this
information is uploaded to the eDC web application, the current stock levels are compared to the
required stock levels, and orders are automatically created and ready for authorisation.

Ordering has been automated as much as possible. The most appropriate replenishment
method is selected for a requisition point from the options available (see ‘Associating requisition
points with the MMD’ on page 25). Automatic adjustments to order quantities can also be
specified to obtain the best possible price while respecting constraints such as available space.

eDC captures the requirement for an order — a requisition. The order itself is created and stored
within the online ordering application and can be tracked using that application.
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Supported devices
eDC currently supports the following devices.
Zebra TC52 Android devices
Charging LED:

Flashing LED = charging
Solid LED = fully charged

Right scanner
/ button

Push-to-Talk
button (not
used)

™~

Charging
connections

Left scanner
button

Right scanner
button

Scanner

Volume (+/-)*
(Does not affect the

scanner beeper volume) Power
button
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The eDC app has a ‘hamburger’ icon in the top-left corner. Tap it to access the main menu,
which contains menu items for navigating the application.

Home returns you to the Home screen.

Network Setup should only be needed if required by
your IT department to enter Network Proxy details.

Barcode Management and Pending Transaction are
only enabled if you are using eDC Gold.

Device Information shows details of the Android device
and its memory status.

Catalogue redirects you to the Catalogue
Search/Browse screen.

Logout ends your session and logs you out of the
Android device.

NHS Supply Chain

Welcome TECHM

Home

Metwork Setup
Preferences

Barcode Management
Pending Transaction
Device Information
Catalogue

Logout

< O
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Part 2: Logging on to the web
application

This section describes the log-on process for the web application. Logging on to the device is
covered in ‘Part 4: Logging on to and updating the ’, starting on page 85.

There are two main components to eDC: the web-based application and the device. Depending
on your job role, you may only need to access one.

The web application is used to:

m  Configure eDC to reflect your requirements.

m Authorise and possibly amend any orders generated from the captured information that are
not automatically submitted to NHS Supply Chain.

If you are using eDC Gold, you will see an additional menu option after logging on to the eDC
application called Stock. This menu option is not visible if you are using the standard eDC
application.

16



NHS

Supply Chain

Logging on to the eDC web application

You can access eDC from any computer with an internet connection. You must log on using
your own username and password.

To log on to the eDC web application:

1 Goto the NHS Supply Chain website by entering https://www.supplychain.nhs.uk/ in your
browser.

The Supply Chain website's home page contains a lot of information, including news on
particular products and initiatives. From here (assuming you have access), you can access
different areas of the website.

2 Inthe blue menu bar towards the top of the page, hover on My Supply Chain
NHS |

Supply Chain Website N Scarch n

My Supply Chain Savings News Produdt Informaticn Calegaries Prograinines Suppliers Cantacl

Aseptic Hand Hygiene:
The Nail Pick Solution

A case study showing how collaborating with suppliers
and customers is changing praclices and behaviours
to drive out carbon where we can.

Read more »

[oX ]

ICNs Savings Sustainability Online
Catalogue

® ¢ and Ordering

=8l Services = Service (HDS)

3 Click on eDC log in to go straight to the eDC login page (see page 18).

My Supply Chain
My Supply Chain Home

Information Log In

TR Reporis Log In

eDC Log In
iy Oniine Cataiogie

o]
Home Delivery Log In
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The ‘My Supply Chain’ page

The My Supply Chain page contains links to relevant and useful information. From here, you
can access the application areas (Online Catalogue and Ordering, eDC, Home Delivery, and
Billing) and the related guidance notes.

From here you can also:

m See application alerts and messages — for example, relating to Bank Holidays or
notifications of changes.

m Access the user guides for all the applications.

Accessing eDC

Your organisation’s administrator creates usernames and passwords for people who need to
access the eDC application.

If you already have a login and password for another application — such as Online Ordering or
Home Delivery Service — this will be updated to include the eDC roles you need.

Please read the information below the Login button carefully. The details of the browsers
supported may change as the system is updated. Information about unauthorised access is a
serious reminder of the need to keep your password confidential.

EDC MNHS Supply Chain m

Flesse enter your usernames

Flease enter your password

Forgotten your password?
Login
This application reguires. either Microsoft Internet Explorer 8.0 or above, Mozilla Firefox or Mozilla 5.x or above.
Any other configuration is not supported and may mean that you are unable to use this application propery.

Important - please note: Unauthorised access to data on this system will constitute a breach of the computer
misuse 3ct 1980 and, as such, will render the offender liable to criminal prosecution. You must not exceed the
legitimate bounds of your authorised access and under no circumstances disclose your password to a third

party

1  Type your username into the box. It is changed to uppercase as you type.

2 Type your password into the password box and click Login.
= If your password is valid and you have access to eDC, you are logged in.

= |If your password has expired, or you are using the system for the first time, you must
change your password.
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Forgotten your password?

If you have forgotten your password, click Forgotten your password? on the right of the login
box. A new password can be sent to you by email.

EDC NHS Supply Chain NHS

Flease use the form below to request a new password via email. You will be prompted

to change it the next time you log on.
FPlease enter your username

Please enter the corresponding email address

| Reset my password |

3 Type your username and your email address into the boxes.

4 Click Send password.

A new temporary password is sent to you by email. You must change it the first time you log on.

You must provide the email address stored in your NHS Supply Chain user record. The system
checks that the email addresses match before resetting your password and sending a new one.

Changing your password

You must change your password every 30 days. It is changed using the web application, but the
same password is used for the NHS Supply Chain web applications and for the eDC Android
application.

eDC NHS Supply Chain m

Change your password

We need you to change your password before you go any further. Please ensure that
you don't reuse any passwords which you may have used previously and that your new
password meets the criteria specified below.

Flease enter your new passwaord (minimum of & characters)

ssssssenss
Flease re-enter your new password

1  Type your new password into both boxes.

2 Click Save changes.

You are logged into eDC once your new password has been saved.

When you click Save changes, the Web Browser may ask if you want it to remember your
password. Ensure you select No so that other persons are not able to use your account.
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Selecting your location (MMD)

Before you can do anything else in the eDC application, you need to set your local MMD.
1 Select the Warehouse (depot) that serves you from the drop-down list (this may be selected
automatically if you only have one listed.)

The list of MMDs update to show those associated with that warehouse.
2 Select your MMD from the list.

You can type part of the name of the MMD in the Criteria box to reduce the number of
MMDs shown.

Catalogue  Requirement Demand  Reports

Configuration  Log out

Welcome to EDC

MMD selection
Warehouse

Curmently assigned roles

Authorise and send orders
Connect

eDC

eDC administrator

eDC catslogue management
eDC reguirement authoriser
NHS catalogue

Requisiticner

933 - Testdepot
Criteria

MMD [

AJP123 - Hollows Respite Care Unit[Test depot 10 .

MVIEW - Mountain View Respite Care Unit [Test depot 10]

The chosen MMD is displayed in the right side of the blue menu bar — you can change it by
clicking edit to the right of the MMD name.

The other options in the blue menu bar are now available — the ones available to you depend on
your currently assigned roles, which are also displayed on the right side of the page.
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Selecting a site and store (optional) (G)

If you are using eDC Gold, you have the option to choose a Site and a corresponding physical
Store — the list of stores is shown when a site has been selected.

You must select a Site and a Store if you want to track stock levels and locations during this
session but do not need to do this if you are not intending to do these things.

. . Mrs Alison Pedd
Catalogue  Requirement Demand Stock Reports  Configuration  Log out AJP123 - Hollows Respite Care Unit [edit] | Castle Ward - (Casfle]

Welcome to EDC *
MMD selection Currently assigned roles
Wiarehouse 933 - Test depot . Authorise and send orders
Criteria Connect
ell
MRAD AJP123 - Hollows Respite Care Unit [Test depot 10 20C sdministrator
MVIEW - Mountain View Respite Care Unit [Test depot 10] [ eDC catalogue management

&D€ requirement authoriser
EDC Stock Manasgement
NHS catalogue
Requisitioner

Store selection

Site HRC-01 - Hollows - Manor Farm site -
store Casile - Casile Ward =~

Priory - Priory Ward

If you do select a Site and a Store, the Stock menu is displayed among the other menu options,
and the store is shown on the far right of the blue bar.

To change the selected Store to a different one at any time, click its name.

Logging off from the web application

When you have finished using the eDC web application, you must log out by clicking the Log
out option on the blue menu bar.

Catalogue  Reguirement  Demand  Repors  Configurstion Log out




NHS

Supply Chain

Part 3: Configuring eDC using the
web application

This part explains how to configure eDC to meet the requirements of your organisation.

You use the web application to:

Create and amend MMDs (see page 23)

Manage nonstock products, placing them in a local catalogue to make them available for
ordering (see page 34)

Create and manage external locations, required when using eDC with your local systems
(see page 43)

Specify requirements — the products and stock levels required for each requisition point (see
page 48)

Make global changes to product codes associated with multiple requisition points (see page
58).

This part also provides an overview of user account access and the roles associated with the
eDC application.
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Creating and amending MMDs

You must have the eDC Administrator role to create or change MMDs.

MMDs are collections of requisition points that can be managed as a single entity.

New MMDs and changes to existing MMDs are not available for use by a device until they have
been loaded using the eDC Android App’s Comms screen.

Adding a new MMD

You can add new MMDs at any time. To add a new MMD:

1 From the Configuration option on the blue menu bar, select MMD Configuration.

s suppty crain L LY

Wrs Jane Peck
Catalogue  Requiement Demand Reports  Configuration  Log out AJP123 - Hollows Respite Care Unit [dit]

NHS Cat Online Ordering Suppliers About Us Contact Us Search

Welcome to EDC MMD configuration A

External locations

A list of all the MMDs you can access is shown. Any inactive MMDs are shown in red.

A AL I s e e e £ e e o e A e AP AR B R
MIMD canfiguration Query Search
Search results Showing all 5 results
Pegesize 10 25 50 100 Frev Page 1 MNext
MMD Hame Depot District
AJP123 Hollows Respite Care Unit Test depat (933) COUNTESS OF CHESTER NHS TRUST (10) Edit
MVIEW Mountain View Respite Care Unit Test depot (933) COUNTESS OF CHESTER NHS TRUST (10) Edit
TESTYC YC test depot Test depat (933) SUE RYDER CARE HOMES {YC) Edit
VALE vale View Test depot (933) COUNTESS OF CHESTER NHS TRUST (10) Edit
WALKER Jordialex Test depat (933) SUE RYDER CARE HOMES [YT) Edit
Fagesize 10 25 50 100 Frev Page 1 Mext
Add new MMD ‘—
PR P P N e e WSy

2 Click Add new MMD and the Add a new MMD page opens.

3 Complete the MMD details section following the guidelines below:

= The MMD short name is a six-character name used to identify the MMD on the device.
It must be unique.

= MMD name is a more descriptive name for the MMD. It can be up to 40 characters
long.
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= Depot defaults to the depot associated with your current MMD (the one you chose
when you logged on). If a different depot will service this MMD, select it from the drop-
down list.

= District is the organisation associated with this MMD. This automatically defaults to the
organisation associated with your current MMD, but you can select any organisation
that you can access.

= Active indicates that the MMD is currently in use.

4 Select the Catalogue that this MMD will use for non-NHS Supply Chain items (your local

catalogue).

= Select Create New Catalogue to create a catalogue just for this MMD.

=  Select a catalogue from the list to share a catalogue associated with another MMD.
MMDs within an organisation may choose to share a catalogue to simplify the
management process.
Click Who shares this catalogue? to see a list of MMDs using the catalogue you
select.

Once the MMD is created, the Catalogue the MMD is assigned to cannot be changed.

B T AT T T L e PSP PP

Add a new MMD
e ]
MIMD short name @  AJP125

MMD name Teddy Bears Respite Care Unit

Depot 933 - Testdepot v

District 10/TST COUNTESS OF CHESTER NHS TRUST A

Active

MMD settings

Catalogue Test depot 10 (apeck an 21/08/2012 15:28:14) oque?

Supplier listsortorder @  Supplier reference -

Back to MMD list
WP

T e o e e i e e o e e e e e T e e o

Information on managing your local catalogue is in ‘Managing non-stock products’, which
begins on page 34.

5 Supplier list sort order specifies whether suppliers are sorted by number or by name on
the catalogue management pages.

6 Click Save to save your changes.

When this MMD is saved, you are automatically logged on (as shown by the MMD identifier at
the right of the blue menu bar).

24




NHS

Supply Chain

Associating requisition points with the MMD
A summary of the MMD is shown when it is saved.

Before the MMD is available for use, you must associate it with a requisition point. If this MMD
shares an NHS District and Catalogue with another MMD, requisition points can be moved from
that MMD to this one.

—

At

o Ak A A,

View MMD details for 'Teddy Bears Respite Care Unit'

V MMD "AJP125" created successfully o
MMD short name AJP125
MMD name Teddy Bears Respite Carz Unit
Depot Test depot (323}
District COUNTESS OF CHESTER NHS TRUST {10}
Active Yes
Created by FECKA on 27/02/2012 112727

Catalogue Test depot 10 (apeck on 21/08/2012 15:28:14)

Supplier sort order Reference

Configured requisition points
There are no requisition points defined within this MMD

Back to MMD list Create new req point Move req points m

N S

NPT SE LS.

In the example below, no other MMD uses the same catalogue and the Move req points button
is not shown.

B Y T R e T NP S P S VP

Configured requisition points

(& Req paints cannot be moved as no other MMD shares the same c‘.ata\ngue)

There are no requisition points defined within this MMD

Back to MMD list Create new req point m

v S

e

FRREIE AP WE . V- S SN T P ST RS -

To associate an available requisition point with this MMD:
1 Click Create new req point at the bottom of the summary page.
The Add a new requisition point definition page opens.

2 Select a Requisition point to associate with this MMD from the drop-down list. Only
requisition points that are not assigned to other MMDs are shown.

Requisition Points can only be created in eDC if they are active in the Online Catalogue web
application.
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Replenishment methods

There are three replenishment methods, and you should choose the one that enables you to maintain
optimum stock levels for your department:

m Top up (recommended for best practice)

If the quantity of a product falls below the maximum stock level specified for that product, sufficient
is ordered to bring the quantity back to that maximum stock level.

This option ensures you are always fully stocked without manual intervention.
m Automatic (recommended for bulk stores)

A reorder level (ROL) and reorder quantity (ROQ) are specified for each product (these are
mandatory entries). If the quantity currently in stock is less than or equal to the ROL, the ROQ is
ordered.

This option is very useful if you wish to take advantage of our price break quantities.
= Manual

An ROL and an ROQ need to be set for each product — but these values are only used as a guide.
You manually enter the quantity required when collecting data based on the information on the bar
code label.

This option is useful if there are no consistent ordering patterns for the department or if you wish
to order more than the maximum stock figure.

3 Select the Replenishment method you want to use (see ‘Replenishment methods’ at the

top of page 26).
e e T A e A, I e NP R
Add a new requisition point definition
Requisition point details
Requisition point | 100095 - SNOWFLAKE RESPITE CARE UNIT {GLN: 8392918273488) V|
Replenishment method | Top up V|
External location [AJP123a v
PLIC External location |A_JP1 23b V|
Price breaks
Price break percentage
Pricing mechanism | Banded pricing v
Active
Back to Req point list m
T SR Nt R eSS e, e eSS S Ve S et e N

4 Select an External location from the drop-down list. This is the external destination for any
non-stock deliveries and should only be used if you are using eDC for non-stock products.
See ‘Using eDC with your purchase order system’ on page 43.
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Pricing mechanism

Some products are priced to give discounts for buying in bulk. For example:
m Cost for 1 of the product: £2

m If you buy 10 of the product in a single transaction: £1.80 each

m If you buy 15 of the product in a single transaction: £1.50 each

The pricing mechanism determines how the total cost is calculated.

m Plateau pricing simply multiplies the number ordered by the price for buying at least the number
forming a price break.

Continuing the example above, ordering 16 of the product will cost 16 x £1.50 and ordering 12 of
the product will cost 12 x £1.80.

m Banded pricing works by breaking the quantity ordered into bands.

In this case, ordering 16 of the product will cost 15 x 1.50 plus 1 x £2 and ordering 12 of the
product will be charged at 10 x 1.80 plus 2 x 2.

You must specify an external location if you want orders from the local catalogue to be auto-
processed (ordered from Issued Transactions on the eDC Android App). See ‘Stock
definitions (&)’ on page 73.

PLIC External location is used if you are exporting PLIC information from eDC Gold. See
‘Specifying external locations for PLIC information’ on page 46.

5 Select Price breaks if you want to automatically round up requisition quantities to the next
price band.

If you select this option, a Price breaks percentage box will appear. The figure you specify
here enables the system to order more of a product than you requested to take advantage
of reduced-price options.

For example, assume your price break percentage is set to 25%:

= |f you order 8 of a product and the subsequent price band break is 10, the system will
automatically order 10 (as this is within 25% of the original 8).

= |If you order 7 of a product and the subsequent price band is 10, the system will order 7
as an increase to 10 is greater than 25%.
6 Select your Pricing mechanism from the list:
= Plateau gives you the whole quantity at the lowest price.
= Banded pricing calculates the cost in blocks.

For more information, see ‘Pricing mechanism’ at the top of page 27.

7 A lLocal reference is a look-up between eDC and organisation purchase order systems.
Only complete this field if your external non-stock processes require this information.
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8 Select Active to make this requisition point available for use.
9 Click Save.

Details of the requisition point are shown.
= If you want to make any changes, click Edit.

= |If you want to import (copy) a requirements list from another requisition point to this
requisition point, you can do so at this point.

Import requirements

You can import (or copy) requirements from one requisition point to another. The option to do
this is at the bottom of the requisition point summary page, which is displayed when you have
just associated a requisition point with an MMD. The same page can be seen by clicking on the
name of a requisition point in the list of those associated with an MMD.

When you have found the correct page, click Import Requirements at the bottom right of the
page.

o

i e P T T e P e T T NP A S |
View req point 100098 - SNOWFLAKE RESPITE CARE UNIT (GLN: 8392918273488)"
V Requisition point 100098 - SNOWFLAKE RESPITE CARE UNIT' updated successfully o

Requisition point 100085 - SNOWFLAKE RESFITE CARE UNIT (GLN: 2382918272438)

Replenishment method Topup

External location AlP123a

PLIC External location AJF1Z230

Price breaks Yes

Price break percentage 20

Pricing mechanism Banded pricing

Local reference

Preferred delivery days

Active definition Yes

Created by Mrs Alison Peck on 08/01/2018 13:00:51

—,

T = v A

A box opens in the middle of the web page. Select the Source MMD and Source requisition
point from the drop-down lists and click Import.
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Import requirements from another req point

Import requirements

Select requisition point to import from

Destination requisition point 100002 - SNOWFLAKE RESPITE CARE UNIT (GLN: 3202018273428)

Source MMD [AJP123 - Hollows Respite Care Unit [Test depot 10] v

Source requisition point | 103025 - PRIORY WARD [34] (GLN: 4839203053928) [6 requirements] v|

A message confirms how many requirements have been copied across.

Requirements will not copy across if either the product no longer exists in the catalogue or if the
destination requisition point already has a requirement for that particular product.

Click the X in the corner to close the box.

Import requirements from another req point

Import completed /
Import completed, § requirements imported

Editing MMDs

Changes are not available for use by a device until they have been loaded using the eDC
Android App’s Comms screen.

1 Select the MMD to edit. To do this you can either:

= Select the MMD from the Home page and then click Edit to the right of the MMD name
in the menu bar.

NHS Supply Chain m

Catalogue  Requitement ~Demand Repors  Configuration  Log out AJP123 - Hollows Respite Care Unit [edit]

Welcome to EDC

B

= Select Configuration and then MMD configuration from the menu.

29




NHS

Supply Chain

s suppy chain LY

y -

Catalogue  Requirement Demand Reports  Configuration = Log out Al

NHS Cat Online Ordering Suppliers About Us Contact Us Search

Welcome to EDC MMD configuration k

MMD sel riemallocyinns Currently assigned roles

A list of MMDs is displayed. Find the one you want to edit and click the Edit link on the
right of the row containing it.

A A A P e e e AP e A P P e P e P P A P e A N

MMD configuration Query Search
Search results Showing all 5 results
Pagesize 10 25 50 100 Frev Page 1 Mext

MMD Hame Depot District
AJP123 Hellows Respite Care Unit Test depot (933) COUNTESS OF CHESTER MHS TRUST (10} _k Edit
MVIEW Maountain View Respite Care Unit Test depot (933) COUNTESS OF CHESTER NHS TRUST (10} dit
TESTYC ¥C test depot Test depot (933) SUE RYDER CARE HOMES (YC) Edit
VALE Vale View Test depot (933) COUNTESS OF CHESTER NHS TRUST (10} Edit

e Ot il i W U R~ AP

Selecting an MMD to edit from this page breaks your association with the MMD you chose
at log-on.

2 The Edit MMD page opens, showing details for the selected MMD.
You can change everything except for the Depot or the District.

3 Make any necessary changes and click Save.
Editing requisition point details

To change requisition point details:

1 Select Configuration and then MMD configuration from the menu. All the MMDs available
to you are listed.

2 Click the code of the MMD linked to the requisition point you want to amend.

3 If you click the name of the requisition point, you can see details (including when it was
created) but cannot make changes.
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B T B T T VR R

MMD configuration Query Search
Search results Showing all 5 results
Pagesize 10 25 50 100 Frev Page 1 Mext

Mo Name Depot District
Hollows Respite Care Unit Test depot (333} COUNTESS OF CHESTER NHS TRUST (10} Edit
Mountain View Respite Care Unit Test depot (333} COUNTESS OF CHESTER NHS TRUST (10} Edit
¥C test depot Test depot {922} SUE RYDER CARE HOMES {YC} Edit
Vale View Test depot (333 COUNTESS OF CHESTER NHS TRUST (10} Edit
Jordialex Test depot (333} SUE RYDER CARE HOMES (YC} Edit
Pagesize 10 25 50 100 Frev Page 1 Mext

Add new MMD

P S S

NP —

e

The View MMD details page for the selected MMD opens. No changes can be made to the
details on this page.

All the requisition points assigned to this MMD are shown at the bottom of the page.

To find a specific requisition point, use the filter option at the top right of the requisition point
list. If you click the name of the requisition point, you can see details (including when it was
created) but cannot make changes.

4 To edit a requisition point, click Edit to the right of the row.

. N N e~ e IR
X h - - —_— o~
View MMD details for TRAINING MOT' /
MMD details
MMD short name DISTMO
MMD name TRAINING MO1
Depot Test depot (923)
District MEDICAL SUPPLIES IPT (MO)
Active ez
Created by SYSTEM on 16/03/2008 00:21:35
MMD settings
Catalogue Test depot MO (SYSTEM on 18/03/2008 09:14:55)
Supplier sort order Name
Configured requisition points
Search results Showing 21 - 30 of 38 results
Pagesize 10 25 50 100 2<Prev Page 1 2 3 4 MNext:>
Move  Req point type delivery days External location Active
MO0042 - GOLD L3 DP2 G21 ELECTIVE ORTHO Manual Yes Edit
MO0043 - L2 DP2 G20 TRAUMA ORTHO Manual Tuesday Yes Edit
MO0061 - PW CUTOVER TEST MANUAL Manual Tuesday Yes Edit
MO0062 - PW CUTOVER TEST TOPUP Topup Tussday s Edit
MOO00E3 - PW CUTOVER TEST AUTO Automatic Tuesdsy Yes Edit
D MOO007C - GLN TEST Automatic Wednesday Yes Edit
MOOO7D - JC TEST (A} Automatic Tuesday Yes Edit
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5 Make the required changes and click Save.

e T WP T T I IR G|
Edit requisition peint definition 100001 - CASTLE WARD [52] (GLN: 6785643256765)"
Requisition point 100004 - GASTLE WARD [52] (GLN: 6725543256765)
Replenishment method | Top up v|
External location | v|
PLIC External location | V|
Price breaks
Price break percentage
Pricing mechanism | Banded pncing (vl
Local reference SLT
Active
e
T e e Aaki LV

Moving requisition points to another MMD

If two MMDs in the same district share a catalogue, requisition points can be moved between
them. Follow the instructions for ‘Editing requisition point details’ on page 30.

1 Inthe list of requisition points associated with an MMD, select the box in the Move column
to the left of the requisition point you want to move.

e T L L —, e NNV S
Move Req point Replenishment type  Preferred delivery days External location  Active
400001 - CASTLE WARD [53] (GLN: 6785642356765} Topup Monday, Tuesday, Wednesday, Thursday, Friday Yas Edit
100002 - ABBEY WARD [41] (GLN: 4873825382710} Manual Monday, Tuesday, Wednesday, Thursday, Friday fes Edit
100005 - WEAVER WARD [47] (GLN: 8738294746274} Automatic Monday, Tussday, Wednesday, Thursday, Friday EL1 Yes Edit
100007 - PALACE WARD [45] (GLN: 5483728394926) Automstic Monday. Tuesday. Wednesday. Thursday, Friday Yes Edit
100098 - SNOWFLAKE RESPITE CARE UNIT {GLN: 8392918273488} Topup AJP123a Yes Edit
101001 - CATHEDRAL WARD [42] (GLN: 7238293847283/ Automatic Monday, Tuesday, Wednesday, Thursday, Friday Yes Edit
103025 - PRIORY WARD [34] {GLN: 4829203052928 Automatic Monday, Tuesday, Wednesday, Thursday, Friday Yas Edit
Psge size 10 25 50 100 Prewv Page 1 MNe
e
Back to MMD list Create new req point ‘ Move req points l m
 —
AP VP s TN L o W

2 Click Move req points at the bottom of the page.

3  Select the new MMD from the list displayed. Only those MMDs that share the local
catalogue as the requisition point’s current MMD are listed.
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a
f

A
Move req points to new MMD »®

Select new MMD
AJP125 - Teddy Bears Respite Care Unit [Test depot 10] =

MVIEVY - Mountain View Respite Care Unit [Test depot 10]

WALE - Vale View [Test depot 10]

Cancel Move

et P A AT A e

R Ry N

{
§
|
;
|
L

4 Click Move.

The requisition point is now associated with the other MMD.
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Managing non-stock products

eDC can be used to manage ordering products sourced from other suppliers (hot from NHS
Supply Chain). This is done by using a local catalogue, which holds items you can order in
addition to those supplied through the NHS Supply Chain.

The local catalogue

The local catalogue stores products your trust uses that are not supplied by NHS Supply Chain.
You may have your local catalogue or share one with other requisition points around the trust.

Adding products to the local catalogue manually

Click Catalogue in the blue menu bar and then click Add new product at the bottom of the
page showing the products.

NHS Supply Chain m

Online Ordering About Us Contact Us

Catslogue Requirement Demand Stock Reports. Configuration Admin Log out AJP123 - Hollows Respite Care Unit [edi]

Catalogue Supplierid | | | Producttype | Local ¥ | Search

Pagesize 10 25 50 100 Prey Page 1 Next

NPC MPC Brand GTIN EClass Product Unit of Supplier
type issue

000619 12345-00276 Mcvitie 12245678001224 MKB Local Box of 50 CONMED ENDOSURGERY UK
000613 BRUSH COMB CHN MSTR 2 0-4, 2MM - JB Base Desc 2 JB Sec Desc 2
0980 mpeci23 mr whippy 12345673001224 ADG Local Each MEDISTOX LTD
0980 PAED CAST SANDAL XXXS line 2

Pagesize 10 25 50 100 Prev Page 1 Next

Add new product h

The Add a new product page opens.
1 Type a code for the new product in the Product code.

You can use letters, numbers, or a mixture. The code cannot contain spaces, commas (,) or
quotation marks (“).
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e S e T e e ¥ e e I T e
Add a new product

Product code I:I

Base description | |

Secondary description | |

EEE [Select eClass v

Brand |

Unit of issue

Contract reference I:I

Expense code l:l

Ad-hoc product D

Manufacturers code l:l

Band 1 Band 2 Band 3 Band 4 Band &

auany | o | | | o | o | 0

priee | o] | | o | o | o] | | 0]
N e N S i N P

2 Complete the rest of the information using the table below. Mandatory information (fields
that must contain an entry) is in red text on the screen and indicated with a red asterisk* in
the table below.

You can optionally copy details from an existing product into this page, which you can edit
before saving. See ‘Replicating an existing product’ on page 36.

Base description* Up to 255 characters of text may be entered to describe the item.

Secondary description  Up to 255 characters of text may be entered to describe the item
further.

eClass This is used to assign a classification to the product for reporting

purposes. Select from the list of codes available. Type a letter to go
to that place in the alphabetical list (for example, type C to go to the
first code beginning with C).

Brand A maximum of 40 characters to specify the brand.
GTIN A valid GTIN (up to 14 digits) that uniquely identifies this product.
Unit of issue* Select the pack size from the drop-down box. Defaults to Each
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Units* Enter the number of units to issue. Defaults to 1

Supplier Select the supplier from the list. (see ‘Supplier maintenance’ on
page 4141 for instructions on adding a supplier to the list).

VAT rate* This should be set to the correct VAT rate for the product.

Contract reference Enter if required.

Expense code Enter if required.

Ad-hoc product Select this option to be able to order this product through Online

Ordering as free text.
You can only have ONE ad hoc product per catalogue.

Manufacturers code Enter a maximum of 30 characters as required.
Lead time Enter as required.
Price The price must include VAT.

Replicating an existing product

To use details from an existing product as the basis for a new one, on the Add a new
product page (see ‘Adding products to the local catalogue’, above):

1 Type a code for the new product in Product code.
2 Click Replicate existing product at the bottom of the window.

3 Using the drop-down list to the right of the search box, specify whether you are searching
for all, stock, or local products.

4 Type the first few characters of a product code in the search box to display a list of matching
entries. Any products from the local catalogue are shown in red.

5 Select the required product from the list shown.

Replicate existing product x

Enter an NPC snd product type to find & product
[aDBE18 [{IEE

ADB182 - Biscuit Standard Milk chocolate digestives 2 biscuit pack Case of 48
ADB183 - Biscuit Standard Hob Nobs 2 Biscuit Pack Case of 45

ADB198 - Shortbread All butter 30g

ADB139 - Cookies Ginger snap 30g

Cancel Copy product info

Details of the selected product are displayed.
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Replicate existing product x
Enter an NPC and product type to find & product -
ADB192 - Biscuit Standard Milk chocolate digestives 2 biscuit pack Case of 43 Al v
Stock product details
NPC ADB182
MPC 38957
Full description Biscuit Standard Milk chocolate digestives 2 biscuit pack Case of 43
EClass ADA - Biscuits
Unit of issue Each
GTIN 12345678901231
Brand Mcities
Lead time Standard lead tims
Supplier name UNITED BISCUITS LIMITED
Price details (Including VAT at 20%)

Dand Dand n Dand 2 Dann 4 Dann T

]
Cancel Copy product info

6 If this is the correct product, click Copy product info.

7 Make any changes to the details copied across or add others and click Save.

Searching for a product in the local catalogue
To search for a product in the catalogue:

1 Select Catalogue from the blue menu bar.

NHS Supply Chan
Online Ordering Suppliers About Us Contact Us Su ch

-

Cafslogue  Requiement Demand Stack Reports Configurafion  Admin  Logout

AJP123 - Hollows Respite Care Unit [edit]

Catalogue ‘ Supplierld | '| Query ‘ | Product type Search

Search results

Showing all 2 results

NPC MPC Brand GTIN

000613 12345-00375 Mevitie: 12245675001234

000619 BERUSH COME CHN MSTR 2 0-4, ZMM - JB Base Desc 2 JB Sec Desc 2

0380 mpc123 mr whippy 12345878001234

0930 PAED CAST SANDAL XXXS5 line 2

Pagesize 10 25 50 100

Add new product

FPrev Page 1 Mexti

Supplier

CONMED ENDOSURGERY UK

MEDISTOX LTD

FPrev Page 1 Mexti

Specify whether you are searching for a Stock or a Local product (in Product type).

Optionally select a local supplier from the list to limit the results to products from that

supplier.

37




NHS

Supply Chain

The SupplierlD option is only available if you are searching for local products.
4 Optionally type all or part of the product code in the Query box.
5 Click Search.

Amending a product in the local catalogue manually

To amend a product’s details:
1 Find the product as described in ‘Searching for a product in the local catalogue’ (above).
2 Click the Edit button.

3 Make the necessary changes and click Save Changes.

Deleting a product from the local catalogue manually

To delete product details:
1  Find the product as described in ‘Searching for a product in the local catalogue’ (above).
2 When the product is displayed, click Delete.

3 You will be asked to confirm that you want to delete this product. Click OK to continue.

Deleting a product removes any corresponding requirements for that product.

Importing and exporting local catalogue entries

You must have the eDC local catalogue management role to export or import local catalogue

entries.

You can export the current local catalogue for an MMD to a spreadsheet. This information can
be amended (details changed, products added or deleted), and the spreadsheet imported back
into the application.

1 Make sure you are currently associated with the appropriate MMD. Change this if
necessary.

Catalogue Requirement Demand Reports Configuration Admin Log out AJP123 - Hollows Respite Care Unit [edit]

Local catalogue data management

Import Export
Select local catalogue import spreadsheet: Choose supplier:
Browse. 33— | All suppliers v

4} =ty Download current catalogue
L& ELG B (Depending on file size, this may take some time)

2 From the Admin menu, select EDC local catalogue management.
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3 Optionally select a specific supplier to reduce the quantity of information exported.
4  Click Download current catalogue.

5 Choose whether to save the spreadsheet or to open it.

If the MMD is not associated with a local catalogue, or if the local catalogue does not contain
any entries, an empty spreadsheet with the appropriate columns is opened to use as a template.

The format of the exported spreadsheet is compatible with Excel 2003 or later versions. If the
spreadsheet contains more than 64,000 rows and you use Excel 2003, the export uses multiple
sheets, each not exceeding 64,000.

Making changes to the local catalogue

The word in the Action column determines the type of change:

m Add adds the information in that row to the local catalogue.
= Leave UID blank — the system supplies this number.
=  The value of UOI Identifier and E Class must match one of a set of acceptable values.

Tip: The list of accepted values can be seen by clicking the down arrow to the right of a
populated cell —take care not to change anything unintentionally.

Alternatively, unprotect the sheet (on the Review tab), select the last cell in each of the
above columns and copy it (or ‘Fill Down’) to empty rows. You can then select a value
from the available list. Click Protect Sheet (don’t change any settings) and click OK to
prevent accidental changing of the UID.

= The value of VAT must be one of:
> 0 (indicates 0% VAT)
» 1 (indicates 5% VAT)
» 2 (indicates 20% VAT)

= If you specify a Supplier that does not already exist, a new supplier record is created
using the information you provide.

Complete the remaining cells in the row with appropriate information using existing rows and
‘Adding products to the local catalogue manually’ on page 34 as a guide.

= Amend changes to the requirement specified in the current row.

Make any necessary changes using the information above and ‘Adding products to the local
catalogue manually’ on page 34 as a guide, but do not change UID or NPC.

Rows marked Amend but without changes do not affect anything. However, they take time
to process, so consider deleting them from the spreadsheet for speed.
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m Delete removes the entry from the catalogue and the requirements of any requisition points
included.

Save the changes made to the spreadsheet.

To import the changes:

1  Make sure you are currently associated with the appropriate MMD. Change this if
necessary.

2 From the Admin menu, select EDC local catalogue management.

3 Click Browse in the Import section on the left of the page and find the spreadsheet
containing the information for importing.

4  Click Import Data.

If all the data in the spreadsheet is valid, you are asked to confirm that you want to update
the catalogue.

Any suppliers that will be created because of the update are listed. If these are not required,
click Cancel and correct the supplier details.

Confirm action

The following new suppliers will be created
PAP123 - PaperR Us

Confirm you wish to update the live catalogue for AJP123 - Hollows Respite Care Unit

Update Cancel
A

5 Click Update.

Invalid data

If invalid data is found, a message will appear, and you will be prompted to download a
spreadsheet listing the errors.

1 Click OK to acknowledge the message.

2 Click Download spreadsheet with errors.
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Local catalogue data management

Import Export

Select local catalogus import spreadsheet; Choase supplier
Browse... All suppliers W

Download current catalogue

Import data  (Depending on file size, this may take some time)

Validation

Download spreadsheet with errors R —————————1

3 Save or open the spreadsheet.

Complete

The errors are listed in a column to the far right of the catalogue entries.

X Y & AR AB AC |l

1 NHS Supply Chain

2

3

4

=

6

7 |Band 4 price |Band 5 qty ‘BandSprice |E class |Ad hoc|

8 0.00 0 0.00 ABC No

9 0.00 0 0.00 ABC No Invalid Band 1 gty
10| 0.00 0 0.00 ABC No

11 213 320 2.05 WPC No

Missing Product code
Missing Band 1 price
Unexpected error in additional validation for NPC (Procedure or function 'EDC_fninLocalCatalogue' expects
12 parameter '@NPC', which was not supplied.)
13
14
15
16
17
18
19
20
21 L4
22
23 s

W 4 » ¥ Local products 1 /%3 Kl o T
4 Correct the errors, save the spreadsheet, and import it again.

Supplier maintenance

When adding or editing the details for a product, new suppliers are added, and details for
existing suppliers are changed.

Adding a supplier

1 Make sure that the Supplier box contains the Select supplier.

2 Click the Add/edit Supplier icon.
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I i e T e PO e e
Edit product 'PRODUCT123'

Product details

Product code PRODUCT123

Base description |French stick |

Secondary description | |

eClass | Select eClass hd |

Brand |

Unit of issue
Supplier | Select supplier v | |

|, Fosteeboctmoneeme,, e e L L e el L e sesees nen e Sete et ene e oo ]

3 The Supplier Details box opens. Complete details for this supplier.

Supplier Detailz ®

Create new supplier

Supplier details

Supplier name Supplier123

Supplier reference My new supplier

GLN

Address ‘
Post code

Contact name

Contact email address

Telephone number

LI

Fax number

4 Click Save.

Amending an existing supplier

To make changes to the details of an existing supplier, select the Supplier in the drop-down list
and then click the Add/edit Supplier icon.

The Supplier Details box shown above opens. Make any necessary change and click Save.
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Creating external locations to receive information exported
from eDC

Information can be exported from eDC if you use it with your organisation’s purchase order
system.

If you are using eDC Gold, you can also export information for your PLIC system — see
‘Specifying external locations for PLIC information’ on page 46.

Using eDC with your purchase order system

If you use eDC to order non-stock items via your organisation’s purchase order system, you
must specify a destination for the file containing the order details. The file will be stored here
until it is processed.

Your local IT department must provide the IP address and port number. You must also agree on
the Username and Password to be used with them. NHS Supply Chain and the trust’s network
will require firewall changes to allow the connection between servers. Contact the NHS Supply
Chain Helpdesk for assistance.

NHS Supply Chain will agree on the Feed type and Filename with your organisation and will
now only allow SFTP-type connections.

1 From the Configuration menu, select External locations.
Any external locations currently associated with this MMD are shown.
2 Click Add new external location at the bottom of the page.

3 Complete the details for the external location (see image overleaf).

= External Location — the name you wish to give this location. Consider basing the name
of the external location on the MMD name, so it is easily identified when linking it.

= Feed category — select Purchase order for standard eDC.

= FTP Server Protocol — select the protocol from the list agreed with your local IT
department.

= |P Address and Port Number — the IP address of the machine to which you are
sending the data and the port number on which it listens for the file.

= Depot and District display the information associated with the MMD you chose when
logging onto eDC. These cannot be changed.

= Feed type — (shown when the Feed category is Purchase order) the feed format,
which is agreed between the organisation and NHS Supply Chain.
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= Include NHS Supply Chain sales order number — enabling will add the NHS Supply
Chain sales order number to the feed. The receiving system will need to be configured
to receive this information.

= Username - this is the username of the account on the computer to which you are
sending the data.

= Password —the password associated with the user account.

= Filename — the name of the file to be sent is agreed between your organisation and
NHS Supply Chain. Suffixes are automatically generated. Select the required suffixes
from the drop-down list in the order in which they should be appended to the filename.

= Batch transmission and Transmission hour — enables you to combine all your daily
requisitions into a single file and send it at the specified time. If you do not select Batch
transmission, a file will be sent automatically whenever you process the demand.

= Active — should always be selected if files are sent to this location.

Edit external location 'GENMED'

External location details

External Location GENMED |
Feed category Purchase order v|

FTP Server Protocol SFTP v

IP Address 1123123123123 |
Port Number 22 |
Depot Test depot

District MOTST MEDICAL SUPPLIES IFT
Feed type [Standard v

Include NHS Supply Chain sales j
order number

Usemname genmed |

Password |@

AL GENMEDbatchlidd]MM]lyy] || v
Batch transmission :]

Transmission hour 00 00 -

Active

Back to location list m

Any changes to an already established connection will require the password to be re-input.
It cannot be saved without the password. Inputting the incorrect password will prevent the
connection from working.
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4 Click Save Changes. A summary of the details you have recorded is shown.
View external location details for '‘AJP123a’'
V External location "AJP123a’ created successfully °

External location details

External Location AJP122a FTP Protocol FTF

IP Address 123.123.123.123 Port Number 21

Username ftp-user Password

Feed category Purchase order Feed type Standerd

Filename [y yHMMHddHbaten] Batch transmission fes

Transmission time 01:18 Created apedk on 18/08/2015 13:24:59
Active es

Back to location list Create new external location m

From here, you can create another location (Create new external location), Edit this one if
you have made a mistake or view the list of locations (Back to location list).

You need to associate the external location with requisition points for it to be used — see ‘Editing
requisition point details’ on page 30.

For Extended CSV feed types there is a check box to Include NHS Supply Chain sales order
numbers. Once enabled processing demand for external Non-NHS Supply Chain stock will now
show the NHS Supply Chain sales order number.
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Specifying external locations for PLIC information (G)

If using eDC Gold, you can specify an external location for PLIC (Patient Level Information and
Costing) information.

To create external locations for PLIC information, follow the instructions in ‘Using eDC with your
purchase order system’ on page 43, with the following differences:

1 In Feed category, select Gold transactions.
2 In PLIC feed type (which replaces Feed type), select Gold transactions.

3 In Date range, specify the date of the earliest and latest transactions to include.

Add a new external location

External location details

External Location AJP123b
Gaed category Gold transactions v)
FTP Server Protocol FTE ~
IP Address 123123.123.124
Port Number 21
Depot Test depot
District 10/TST COUNTESS OF CHESTER NHS TRUST
PLIC feed type Gold transactions =
Date range 01/07/2015 = 31/07/2015
Username fip-user
Password (ITTITTYTY]
Confirm password (T
Filename Tyyyy]- [MM]-[batch] [batch]i ~
Active

Back to location list

Information is generated for all requisition points associated with this feed and submitted to the
FTP site 5 minutes after saving the page. Changing the information recorded about this
location—for example, changing the date range—generates a new set of information.

This is not an automated service. Every time a feed is required, this page needs to be saved
with the requested date range and FTP account password.
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Amending and deactivating external locations
To amend an external location:

1 Select External locations from the Configuration menu to show a list of locations.

2 Click Edit to the right of the location you want to amend.

U S S R U S P U S U

External locations within MMD 'AJP123'

Location Feed type FTP Protocol Transmission time Created Active

EL1 CSV full FTP PECKA on 27/02/2013 13:18:40 Yes Edit

Add new external location

WA

3 Make your changes and click Save.

To deactivate an External Location, edit it and remove the tick from the Active box. Save the
change.
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Requirements

Before you can order a product using eDC, it must be linked to a requisition point and allocated
a stock level (depending on which replenishment method you are using). This is known as
setting a requirement.

Viewing existing requirements

Select Requirement and then Summary from the menu.

Requitement ~Demand Repors  Configurstion

Warehou§

Criteria

A list of requisition points assigned to the selected MMD is shown. The replenishment method
and the number of products recorded as requirements associated with each requisition point are
displayed.

e T e R R e W Pl e N
Requirement summary Requirement Filter ||Egels (1141 W ’IrisplayI all (] Filter
Showing 6 requisition point summaries
Requisition point Replenishment type Summary
100001 - CASTLE WARD [52] {GLN: 8735643256765) Topup 4 records in total
4 stock products
100002 - ABBEY WARD [41] (GLN: 4873220382710) Manual 1 record in total
1 stock product
100007 - PALACE WARD [45] (GLN: 9483728204828) Automatic 1 record in total
1 stock product
P T A AL AR RERSER MABE AT T T MR MER) e e T et T R e T e g ip e

The filter at the top of the screen allows you to reduce the quantity of information displayed. You
can filter to show only:

m Stock products (supplied by NHS Supply Chain), Local products (ordered from the local
catalogue), Missing product (no longer exist in the catalogue), Unauthorised (products
that have not been authorised) or Inactive (inactive requisition points).

m A particular product is specified by selecting Product (the product’s NPC) or GTIN and
typing the relevant code in the box.

m A particular requisition point is specified by selecting Regpoint (to give the requisition point
code) or GLN and typing the relevant code in the box.
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Requisition points without associated requirements are excluded from the list unless you select
the Display all option and click Filter.

After creating a new Requisition Point in eDC, by default, no requirements are associated with it,

so it is not shown in the list. The Display all option must be selected to see any new Requisition
Points.

Requirement summary Requirement Filter | Product v | ‘ |

Showing 7 requisition point summaries

Requisition point Replenishment type

100001 - CASTLE WARD [52] (GLN: B726643258785)

Topup 4 records in total
4 stock products
100002 - ABBEY WARD [41] (GLN: 48738208382710) Manusl 1 record in total
1 stock product
—
100005 - WEAVER WARD [47] (GLN: 8733204746274) Automatic
Create requirement
N Te————

The currently applied filter is shown at the top left of the page. Click Show all to view all
requisition points and summary links.

Requirement summary

Requirement Filtgr | Missing product W | Display all O Fitter

( Showing 2 requisition point summaries
Filtered by missing products

Requisition point

Replenishment type Summary

101001 - CATHEDRAL WARD [42] (GLN: 7233293347283) Automatic 1 record found

103025 - PRIORY WARD [34] (GLN: 4839203053928) Automatic 1 record found

Adding requirements to a requisition point

Requirements can also be imported from a spreadsheet — see ‘Importing and exporting
requirements” on page 63 for detalils.

Requirements are added using the Requirement summary page - select Requirement and
then Summary from the menu.

How you add requirements to a requisition point varies depending on whether it already has any
associated requirements.
= To add requirements to a requisition point without any existing requirements:

a Select Display all and click Filter to include this requisition point in the list.
b  Click Create requirement.
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R T e i s W O Y

100006 - WEAVER WARD [47] (GLN: 8738204748374
Create requirement fsee—

g

Automatic

s e

m To add requirements to a requisition point that already has some associated requirements,
click ... records in total on the right of that requisition point.

B N e S e T

Topup — 4 records in total

4 stock products
R N e Mt T e N e U

100001 - CASTLE WARD [52] (GLN: 6785643256785)

Click New requirement at the bottom of the list of existing requirements.

I e s T T e LT A W i PV

Requirement authorisation Requirement Filter ‘Product v|| | Filter

Displaying 4 lines of 4 100001 - CASTLE WARD [52] (GLN: 6785643256765)

[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Showing all 4 results
Pagesize 10 25 50 100 Prev Papge 1 MNext

D NPC Requirement type Scaling factor Reorderlevel Reorder guantity Bin full quantity Group key Last changed Authorised

[] aARD32  Stock 1 1 - o] Mrs Alison Peck on 05/07/2016 11:44:32 [l

{GTIN: 5017726170226)
L pmEoldRaverages CaskmmatE30pkCon-farita Zoro 230wl can _smed AT mmi . Anepamatneaman® g o an oo o g e _oa

(T A R AR i e A e A e A e T P |

Psgesize 10 25 50 100

D gy NIRRT s S I S

Prev Page 1 Mext

The Create requirement page opens. The placeholder text ‘Search for a product’ is selected
automatically — type a product code to find a product to add as a requirement.

If you click away from this field, you must select or delete the placeholder text before starting to
type a product code.

AR e h e PP s bt L e P b n e N oot
Create requirement

100001 - CASTLE WARD [52] (GLN: 6785643256765)
[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday |

Product details

NPC MPC

1 You can optionally choose to search for Stock or Local products matching the code you are
going to type—the example above searches for All (both stock and local products).

2  Start typing the product code to replace the ‘Search for a product’ text. You can type up to
the first 6 characters of a product code and use the wildcard character (%) to represent
unspecified characters.

You must type at least three characters (not including the wildcard) to search the main
catalogue. Entering fewer than three characters only displays results from the local
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catalogue. This is because the main catalogue is so large that it would take too long to show
the results from such a wide search.

For example:

= If you type AAR all product codes beginning with AAR are displayed. (You don’t need a
wildcard when you are typing the beginning of the code.)

= If you type $R14, all product codes that include R14 but do not begin with R14 are
displayed.

= If you type AB%4, all products with codes that begin with AB, then have one or more
unspecified characters and include a 4 are displayed.

T T T T i T A P
Create requirement

100001 - CASTLE WARD [52] (GLN: 6785643256765)

[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

AAR28E - Cold Beverages Juice Drinks PET Bottle Blackcurrant 500ml - PET bottle

AAR3D2 - Cold Beverages Juice Drinks PET Bottle Blackcurrant Light 500ml - PET bottle

AAR3DE - Cold Beverages Carbonated 330ml Can Coke zero sugar 330ml

AAR3DT - Cold Beverages Water Natural Still 10 litre - Box /
AAR325 - Cold Beverages Energy Drinks Lucozade Sport 500ml Raspbemry - PET bottle

AAR3IZE - Cold Beverages Water Natural Still 330ml - PET bottle

AAR32T - Cold Beverages Water Natural Carbonated 330ml - PET bottle

AAR339 - Cold Beverages Juice Drinks PET Bottle Orange low sugar 275ml

AAR340 - Cold Beverages Juice Drinks PET Bottle Apple & Blackeurrant low sugar 275ml V)

AAR348 - Cold Beverages Energy Drinks Lucozade Sport Lite 500ml Lemon & Lime - PET bottle
Price details

~

Band 1 Band 2 Band 3 Band 4 Band 5
'WWM%WHhMWJuwwW

Review the list of products, using the scroll bar to view those further down the list.

=  Blue text indicates any products for which a requirement has already been specified.
Click the blue text to go to the Edit requirement page.

= Red text indicates local products that are not already a requirement.

If you type fewer than three characters and no products from the local catalogue match your
search, the statement ‘Only showing local products’ is displayed. Typing more characters
may find matches from the main catalogue.

Select the product you wish to add.

The top two sections of the page are completed automatically with information about the
product — check carefully to make sure you have selected the correct product.

If a Required item is Masked in the Online Catalogue at either the Trust or Requisition Point
level, there will be a notification on the screen informing that the product is masked. This is
for informational purposes and doesn’t prevent the items from being ordered. A user with
the eDC Requirement Authoriser role takes the responsibly to approve that product can be
ordered.

51




NHS

Supply Chain

What is a scaling factor?

Pack sizes can be large; for example, you may use a product that is supplied in packs of 1,000 items.
You may not want to wait for that pack to be finished before you reorder, as this may mean you
completely run out. If a single pack of the product lasts quite a long time, you also do not want to order
more of the product too soon.

To deal with situation, you can set a stock level within a pack size that will trigger reordering. For
example, you can decide to reorder when you have a stock of 50 left within the final pack of 1,000 by
setting a scaling factor. The scaling factor value defaults to 1.

To use the scaling factor to help manage your stock levels, enter the pack size in Scaling factor
(following the current example, enter 1000). The Reorder level you set must correspond to the number
of products in the pack size. For example, specifying 50 will trigger the generation of an order when the
stock level reaches 50 individual items.

The system will automatically round up a Reorder quantity that is not a multiple of the pack size units.
This means that if you set the Reorder quantity to 1500 (for the current example), the system will
round this up to 2000.

Create requirement
[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

AAR157 - Cold Beverages Carbonated PET Bottle Coca cola 500m|

Stock product details

NPC AAR15T  In atock MPC Do33584

Full description Cold Beverages Carbonsted PET Botve Coca cols EClass AAD - Carbonated drinks

500mi

Unit of issue Caseof24 GTIN 5017720100431

Brand Coca Cola Lead time Standard lead time

Supplier name COCA-COLA ENTERPRISES LTD

Price details (Including VAT at 20%)

Band 1 Band 2 Band 3 Band 4 Band 5
Quantity 1 3 0 0 0
Price 16.06 1537 000 0.00 0.00
Value Scaled value
Scaling factor m Bin full quantity o]
Reorder level [} 0.00 Group key |
Reorder quantity - 0.00 Authorised W
Maximum stock level 0 0.00 Internal
Back to summary

Set a Scaling factor if appropriate or leave it at the default of 1 (see ‘What is a scaling
factor?’ at the top of the page).

The options available now depend on the replenishment method you are using — see
‘Replenishment methods’ on page 26 for an explanation of the different methods.
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If you are using eDC Gold and choose to Auto process orders (see page 76), Reorder
level and Maximum stock level are only applicable if you are using the top-up
replenishment method and issue the product in the same units as you receive it (pack, case
or individual items).

= Top-up ordering
In Reorder level, type the minimum quantity of the product you want to hold in stock —
the exact number is shown alongside Maximum stock level.

= Automatic ordering and Manual ordering

In Reorder level, type the minimum quantity of product you want to hold in stock and
Reorder quantity, type the number you want to order when that minimum quantity is
reached. The sum of these (Reorder level + Reorder quantity) is displayed in the
Maximum stock level.

Reorder level and Reorder quantity are used to generate demand for automatic
replenishment. They are used as guidance for manual replenishment and are not
shown when generating demand.

Informed ordering provides greater visibility on whether an item is In stock or Out of
stock. Please note that this will not guarantee to satisfy demand and should only be
used as an indicator. The following are excluded from informed ordering: - Internal,
External, Blue Diamond, e-Direct, Suspended and No longer available items.

Bin Full Quantity is for information only. You can either leave it blank or record the quantity
of an item that can be held at a store as a guide. This figure is printed on the bar codes.

In the Group key, type a stock location for the product. This can be up to 15 characters
long, such as A101 shelf A, row 1, item 1.

If you have the Requirements Authoriser role, any new requirements will be automatically
authorised, and a tick will appear in this box.

If you do not have this role, your requirements must be authorised by someone who does.

Internal item—Select this option if a local catalogue item comes from an internal store (for
example, CSSD or a linen store).

Either select the internal supplier from the list shown or follow these steps to create a new
supplier:

a If the supplier is not on the list, click the Create/Edit Supplier button.
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Reorder quantity 10 10.00 Authorised

Maximum stock level 12 12.00 Internal

Supplier Selectsupplier

Back to summary
WSS PP

s s A s AT e s e AT A it

b Complete details for the internal supplier.

Supplier detaila x

Edit supplier 'Bank of Zaonce’

Supplier details

Supplier name Bank of Zaonce
Supplier reference EoZ

GLN | |

Addreas

Contact Email m
Email Internal Demands
Telephone number MI

c Click Save.

11 Click Save changes. Continue adding products for this requisition point until all required
stock has been included.

When the Email Internal Demands option is enabled, the system will email each Internal
Supplier’s email address with a list of Products ordered. This can be used as a “picking list” for
Internal Stores to supply the products to the relevant Requisition Point.

Amending and deleting existing requirements manually

Requirements can also be changed or deleted by exporting them to a spreadsheet, making
changes and then importing the data. See ‘Importing and exporting requirements’ on page 63.

To change or delete requirements using the web application, go to the Requirements summary
page (select Requirement and then Summary from the menu). On the right of each requisition
point is a group of links showing the number of requirements recorded for that requisition point.

A T R e
100001 - CASTLE WARD [52] (GLN: 8725643256765) Topup g 4 records in total
4 stock products

R N N It R S e "
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o omore i ol } Up to four links may be shown, depending on what has been specified
3 stock products | for that requisition point, which breaks down a total number of products
R f into three categories (stock, local and missing).
{_'1 missing product

V-""\f\.—'w'\u.}

—ry

e

Local products include both externally and internally supplied products.

If a filter is applied, only those requisition points that match the filter are listed, and the records
also match the filter condition. In the example below, only requisition points with Stock products
are listed, and the link to the number of records indicates the number of stock product records.

B T i WY

— B I T et W P ey
Requirement summary — qui tFilter | Stock

| Showing 6 requisition peint summaries
Filtered by stock requirements

» | Yisplay all (] Filter

Requisition point

Replenishment type Summary
100001 - CASTLE WARD [52] (GLN: 6785643258765) Topup T 4 records found
L t00302 - ABBEY WARD [41) (GLNATTRR0X By ool et o e, WAL o e Admsodfoundon,

Click a link to open the Requirement authorisation page. This is the same page from which
you access the New Requirement option to add more requirements to a requisition point.

i e e S e e e P vy S N T R e N e WP POV, V) e
Requirement authorisation Requirement Filter | Stock | Filter

Displaying 4 lines of 4 100001 - CASTLE WARD [52] (GLN: 6785643256765)
Filtered by stock requiremenis [ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Showing all 4 resulis
Pagasize 10 25 50 100

Prev Page 1 Next

D NP Requirement fype Scaling factor Reorder level Reorder guantity Bin full guantity Group key Last changed Authorised
[] aaro3z 1 1 - o] Mrs Alisan Peck on O5/07/2018 11:44:32 ¥
(GTIN: 5017726170226)

Cold Beverages Carbonated 230ml Can Sprite Zero 220ml can

SR SRR s v e IR S SRS S A S Y

AT,

e e e e e
Dysphagia drink Slo leman 2. Flavoured instant cold drink for dysphagia patients on stage 2 (custard) fluids 25 cups

Pagesize 10 25 50 100

i L S

Prev Page 1 Next

WO N . S~ NP S = W B

Stock products have a Requirement type of Stock (as shown above). Local products have
a Requirement type of either Internal or External.

55




NHS

Supply Chain

i e T T i i s,

Ao e e o
Requirement authorisation Requirement Filter Filter

Displaying 2 lines of 2 100001 - CASTLE WARD [52] (GLN: 6785643256765)
Filtered by local requirements [ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Showing all 2 results

Pagesize 10 25 50 100

50 100 Prev Page 1 MNext
[ mpc Requirement type  Scaling factor Reorder level Reorder quantity Bin full quantity Group key Last changed Authorised
[] proDUCT122 1 10 - 00| MrsAlison Peck on 05/02/2018 12:20:21 i}
(GTIN: 58521475698643)
French stick
[] probucTass 1 10 - 0[] MrsAlison Peck on 050272018 12:25:16 ¥l

(GTIN: 12345672912343)
Chelsea buns

Pagesize 10 25 50 100

T T e

Frev Page 1 Mext

D . ORI AU SN U SN P R VPN e

Amending existing requirements

1 Click a product code to open a page showing that requirement’s details.
= The top of the page shows information about the product that cannot be changed.
= You can change information in the lower part of the page — see the instructions in
‘Adding requirements to a requisition point’, which start on page 49, for more detail.

2 Click Save changes or click Back to summary to discard the changes you have made.

The Save changes button is disabled until you have made a change.

Deleting existing requirements

Go to the Requirements authorisation page as described in ‘Amending and deleting existing

requirements’ on page 50. From here, you can delete some or all of the requirements associated
with a requisition point.

Delete all of the requirements

Click Delete all [nn] where [nn] represents the total number of requirements — in the
example below, this is 11.

56




NHS

Supply Chain

B R I i e Y o NN
Requirement authorisation Requirement Filter | Product v | | Filter

‘ Displaying 10 lines of 11 100001 - CASTLE WARD [52] (GLN: 6785643256765)

[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Showing 1 - 10 of 11 results

Pagesize 10 25 50 100 Prev Page 1 2 MNext>»
[ nec Requirement type  Scaling factor Reorder level Reorder quantity Bin full quantity Group key Last changed Authorised
[] aaroaz Stook 1 1 - o[ ] Mrs Alison Peck on DS/IO7/2018 11:44:33 [

(GTIN: 5017726170226)
L ettt Rosmanas £achonatad Asm At Senite Zorp 00t asen, DA e BT ™ e el e e enen o s onab i mean

P e G N, | BEER, ;e e e e e e e e PUPEEPA S  SVE

[] probucT1zs  Esternal 1 10 - mo[ ] Mrs Alison Peck on DS0212015 12:20:21 ¥}

(GTIN: 58521475698543)
French stick

Pagesize 10 25 50 100 Frev Page 1 2 MNext>>

m Delete all 11 New requirement

R e o, SV R A SN ot L

NP

You can only see the requirements that fit on a single page but Delete all [nn] will delete every
requirement.

You are asked to confirm that you want to delete all the records — click OK to continue.

- ™
Message from webpage M

&y e you sure you want to delete ALL records shown by the filter, not
W just those on the page?

[ o« ][ conca

L -

Delete selected requirements

Click boxes to the left of individual product codes to select them or click the box in the column
heading to select all boxes on that page.
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T T I C NP SRR Y P
Requirement Filter | Product VH | Filter

Requirement authorisation

e

100001 - CASTLE WARD [52] (GLN: 6785643256765)
[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Displaying 10 lines of 11

Showing 1 - 10 of 11 results

Pagesize 10 25 50 100 Frev Page 1 2 MNext>=

L] K—R: uirement Scaling factor Reorder level Reorder quantity Bin full guantity Group key Last changed Authorised
Stock 1 1 a 0[] MrsAlison Peck on D507/2018 11:44:33 [l

(GTIN: 5017726170226}
old Beverages Carbonated 330ml Can Sprite Zero 330ml can

AR250 Stock 1 1 - o] Mrs Alson Peck on 05022018 12:30:39 [

old Beverages Water Natural Carbonated 1.5 litre - PET bottle

PO S YU, T R P TR S V- VA g S S SN SR PR - S
Fistric Dy fiarmic MArEs-mMetor Banatic matress = o T e T e et T T e T T e T ey
BD1046 Stock 1 5 a 0[] Mrsalson Peck on 0502/2018 12:34:38
ilter set Safe Cone Plus Filter Set 5000ul

Externsl 1 10 - 100 [ | Mrs Alison Peck on 050212013 122021 [l

(GTIN: 585214756938549)
French stick

Pagesize 10 25 50 100 Frev Page 1 2 Next>>=

e ——

e N T Y I e I

The Delete selected button is disabled until at least one product has been selected.

Clicking the box in the column heading only selects the products on the current page.

Removing invalid codes

Products are occasionally withdrawn, leading to existing requirements that no longer correspond
to anything in the product catalogue.

These products are counted as ‘missing products’ on the Requirements summary page.

i B T e e e U O N et N L

101001 - CATHEDRAL "WARD [42] (GLN: 7232203247283) Automatic 2 records in total
1 stock product

1 missing product
R Gt te L S O e s S~ S P

Click the link to open a page containing only these products.

Delete them in the same way you would any other requirements (see ‘Deleting existing
requirements’ on page 56).

Making changes across multiple requisition points

Changes sometimes affect multiple requisition points. For example, a product may be
withdrawn, or your organisation may decide to switch brands, and you need to change every
existing instance of a requirement for that product with one for the product your organisation has
chosen in its place. The Global edits option (and Global deletes) enables you to make and
apply changes to multiple requisition points.
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Changing products across multiple requisition points

To replace all requirements for one product with requirements for another across the entire
MMD, use Global Edit.

You can use Global Edit to replace one product with another or multiple products with the same
product.

To replace products:
1 Select Requirement and then Global edit from the menu.

2 You can either search for the product you want to replace or use its product code.

= To use known product codes, type them into the Quick add box. Use a + symbol to
indicate that a code is a local product code.

All the products you select can be replaced with a single product.

e

Requirement global edit

Ao A o AP P P P PPN,

P P\ A A P K,

Existing products

Search for a product All -

Quick add AARDI3 AARZ0Z

Existing products

Cancel

e e e e e A e ot )

Click or tab to move out of the Quick add box. The product codes you have entered are
listed in the Existing products box.

I T O PR
Requirement global edit

i VU S

Existing products

Search for a product All
Quick add | |

~

Existing products (%) AARD33 Cold Beverages Carbonaied 330ml Can Sprite Zero 330ml can

(%) AAR302 Cold Beverages Carbonated 330ml Can Sprite Light 330ml can

Stock product defails

NPC AARDZZ MPC Free3

Full description Cold Baversges Carbonated 330ml Can Sprite Zero EClass AAD - Carbonated drinks
330mi can

Unit of issue Case of 24 GTIN BO17T26170226

Brand Sprite Lead time Standard lead time

Supplier name COCA-COLA ENTERPRISES LTD

Replacement product

Search for a product

Al w

Requisition points

H‘

100001 - CASTLE WARD [52] (GLN: 6785643256765)

100098 - SNOWFLAKE RESPITE CARE UNIT (GLN: 8392915273488)
103025 - PRIORY WARD [34] (GLN: 4839203053928

R e W NI EL R
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= To search for a product, click on ‘Search for a product’ and type the code of the product
you want to replace. This works the same way as adding a requirement (see page 50):
select the product you want to replace from the list shown.

3 You can continue adding products if you want to replace several products with a single
alternative. The details displayed in the middle of the page correspond to the product just
found (see image above).
= To view details of one of the other products, click the link that is the product code.
= To remove one of the products (so it is not replaced), click the (%) to the left of its code.

T i Y e T e e I I
Requirement global edit

Existing products

Search for a product

Quick add | |
Esisting products L ARD33 Cold Beverages Carbonated 330ml Can Sprite Zero 330ml can
AAR302 Cold Beverages Carbonated 330ml Can Sprite Light 330ml can

4 In Replacement product, type or search for the replacement product code.

Product details for this product are displayed.

5 The requisition points that have a requirement for the original product are shown. All
requisition points will be changed unless you change the selection.
= Hold down the CTRL key and click individual requisition points to exclude them.
= Use the search box above the list of requisition points to search for a particular

requisition point.

6 If your replacement product is a local product, a new option is shown that enables you to
select a supplier for that product. For example, your replacement product may be supplied
by CSSD.

If you select a supplier, the product is created as an internally sourced product.

T T et PP

ST YV T L e e PP L Vo NPPNEE o Tt vEdhoc product

Requisition points

100001 - CASTLE WARD [52] (GLN: 6785643256765)

100007 - PALACE WARD [45] (GLN: 9483728394926)
100098 - SNOWFLAKE RESPITE CARE UNIT (GLN: 8392918273458)
103025 - PRIORY WARD : 928

B Ve VY Y ey, W2 S

7  Click Apply to replace the existing product with the replacement product in all selected
requisition points.
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To identify the changes that would be made without making them, click Dry Run instead of
Apply.

8 A confirmation message is displayed. If all the requested changes were not possible, the
message will be different. See below for examples.

Requirement global edit

o S full 30f3 ; o

Global update results: updating requirement for products AAR033 (Stock) to PRODUCTT89 (Local)

Regpoint Result Message

100001 - CASTLE WARD [52] (GLN: 5735643256765) oK

100088 - SNOWFLAKE RESPITE CARE UNIT {GLN: 8392813273488) oK

102025 - PRIORY WARD [34] (GLN: 4830203053028) oK

Requirement global edit

(@_ 1 of 2 requi , 1 failed ) o

Global update results: updating requirement for products AAR033 (5tock) to PRODUCTT29 (Local)

Regpoint Result Message
100002 - AEBEY WARD [41] (GLN: 4873828382710) oK
100007 - PALACE WARD [45] (GLN: 8483728304828) Failed C:est naticn requirement already ex sta

Unit of issue pack size changes are calculated, and stock . . .
. . Scaling will be applied
levels are automatically amended when the change is SN Wi P
saved. A message like this one is displayed in the top right === .
corner of the page.

If you are replacing more than one product and their pack  [RkEEERURILEEIREL L
sizes differ, a message like the one on the right is shown as g Lt :
well.

The demand type will be changed automatically to reflect the status of the new product:
S = Stock product, E = External local product, | = Internal local product

Deleting products across requisition points

To delete a requirement for a particular product from all requisition points without replacing it
with another, use the Global delete option.

1 Select Requirement and then Global delete from the menu.

The page displayed is very similar to the one for changing a product using Global edit,
without the option of specifying a replacement product.
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2 Type the NPC code or search for the product you want to delete and check the details in the
same way as when adding a requirement or replacing a product.

FEPTPErY

Requirement global delete

e,

~,

e P,

PRSP

Source product

Search for a producl  f—— All -
Product details

T PP ———

P—

p——

T ——

The possible matches are those products that are current requirements.

3 Select the product you want to delete. Information about it is displayed in the Stock product
details and Price details sections. This information cannot be changed here — it is shown
for you to confirm that you have selected the correct product.

4 Requisition points that have the original product as a requirement are listed at the bottom of
the page, and initially, all requisition points are selected.
To change which requisition points are selected, you can do any of the following:
= Hold down the CTRL key and click requisition points to deselect them.

= Click any one of the requisition points, then hold down the CTRL key and click others to
select multiple requisition points.

= Click any one of the requisition points, hold down the SHIFT key and click another to
select all requisition points between them.

Requirement global delete

AAROD33 - Cold Beverages Carbonated 330ml Can Sprite Zero 330ml can|

Stock product details

AARD3Z F7663
Full description Cold Beverages Carbonsted 330ml Can Sprite Zero EClass AAD - Carbonsted drinks
330ml can
Unit of issue Ceseof24 GTIN 5017726170226
Brand Sprite Lead time Standard lzad time
Supplier name COCA-COLA ENTERPRISES LTD
Price details {Including VAT at 20%)
Band 1 Band 2 Band 3 Band 4 Band 5
Quantity 1 3 a a 4]
Price 10.05 961 0.00 0.00 0.00
Requisition points

[ 1

100001 - CASTLE WARD [52] (GLN: 6785643256765)
100007 - PALACE WARD [45] (GLN: 9453728394926
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5 Click Delete and the following screen is displayed, showing that the requirements have
been successfully deleted.

A TP I T o Y WORDNSIERRY S SVE NI e PP PRI
Requirement global delete

(« Successfully deleted 2 of 2 reqwnmentD ()
AARD33 - Cold Beverages Carbonated 330ml Can Sprite Zero 330ml can Stock v

Stock product details

NPC AARD3Z MPC F7683
Full description Cold Beverages Carbonated 320ml| Can Sprite Zero EClass AAD - Carbonated drinks
230ml can
Unit of issue Case of 24 GTIN SD17726170228
Brand Sprite Lead time Standard lead time
Supplier name COCA-COLA ENTERPRISES LTD
Price details (Including VAT at 20%)
Band 1 Band 2 Band 3 Band 4 Band 5
Quantity 1 3 o ] o
Price 10.05 351 0.00 0.00 0.00

Global update results: deleting requirement for AAR033 {Stock)

Reqpoint Message

100001 - CASTLE WARD [52] Requirement deleted

100007 - PALACE WARD [45] Requirament deleted

Cancel

i "2 an i Ve e v NP o, WSS RS es s W

Importing and exporting requirements using a spreadsheet

You must have the eDC Requirement Authoriser role to import and export requirements.

The format of the exported spreadsheet is compatible with Excel 2003 or later versions. If the
spreadsheet contains more than 64,000 rows and you are using Excel 2003, the export uses
multiple sheets, each not exceeding 64,000 rows.

To export a requisition point’s requirements to a spreadsheet:

1 Select Admin and then EDC Imports from the menu.

The Import and Export options available depend on your role.

2  Select the appropriate requisition point from Req Points. You can only see the requisition
points associated with the current MMD.
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Mrs Alison Peck

Catalogua Requirement Demand Stock Reports Configuration Admin Log out AJP123 - Hollows Respite Care Unit [edit]
Import 1
Select reg point / GLN | 100001 - CASTLE WARD [52] (GLN: 6785643256765) W |‘— 2
Import Export
Requirement imports: 3 ey Download req point stock requirements
Browse. ..
Stock definition imports:
Browse
Bercade mports: Download barcodes
Browse...
L EL GBS (Depending on file sizes, thiz may take some time)
T N I e T P O N D P S T

If you are using eDC Gold, the requisition point defaults to the one linked to the current store
but can be changed.

Catalogue Reqguirement Demand Stock Reports Configuration Admin Log out AJP123 - Hollows Respite Care Unit [edif] | Castie Ward - (Castie
Import
Gelec‘t req point / GLN | 100001 - CASTLE WARD [52] (GLN: 6785643256765) A
Import EXpon
Requirement imports: Download req point stock requirements
e e ST A e, © SN By ' S gy e

3 Click Download req point stock requirements.

4 Choose whether you want to open or save the spreadsheet.

| & | 8 | ¢ | D | e | F | G | H | 1 J K L -
ﬂStock requirements NHS Supply Chain
2
3
4
3
6
7 |Action [UID ‘NPC |Pr0ducttype |Interna| |Reorder|eve| Reorder quantity |Bin full quantity |Sca|ingfactor Group key |Supplier ID |Authorised
8 |Example 9939339 APO001 Local Yes 1 1 1 EXAMPLE 12345 Yes =
9 |Example 9999999 APO002 Stock No 1 o 1 EXAMPLE No
10 Amend 10399767 AAR033 Stock No 1 o 1 Yes
11 Amend 10399871 AAR302 Stock MNo 2 10 1 Yes
12 |Amend 10415436 AAR315 Stock No 3 1] 1 Yes
13 Amend 10399868 ABX014 Stock No 1 [} 1 Yes
14 Amend 10400155 ABX289 Stock No 1 o 1 Yes
15 .
16
17
18
v

M 4 » M| Stock requirements 1 %] [T i J »

If the selected requisition point does not have any requirements, a spreadsheet containing
all the column headings and the sample rows of data is exported as a template.
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Making changes to the listed requirements

You can add, amend, and delete requirements by importing a single spreadsheet.

The type of change is determined by the word in the Action column:
m Add adds the information in that row to the requirements for the requisition point.
Leave UID blank — the system supplies this number.

Complete the remaining cells in the row with appropriate information using the example
rows as a guide.

m  Amend changes to the requirement specified in the current row.

Make any necessary changes but do not change UID or NPC.

Any rows marked as Amend but without changes do not affect the requirements information
for that requisition point. However, they do take time to process so consider deleting them.

m Delete removes the entry from the requisition point’s requirements.

Save the changes made to the spreadsheet.

Importing the changed requirements

To import the changes:
1 Select Admin and then EDC Imports from the menu.

2 Select the appropriate requisition point from Req Points. You can only see the requisition
points that you have access to, and this defaults to the requisition point you are logged in to.

3 Click Browse to the right of Requirement imports and find the spreadsheet containing the
information for importing.

4  Click Import Data.

5  Confirm that you want to import the information in the spreadsheet.

Confirm action

Confirm you wish to update live stock management data.

Update

If the spreadsheet contains invalid rows, those rows are not imported.

A message indicates how many rows were imported, how many failed and how many blank rows
were in the spreadsheet. The example message below contains a line for imported
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requirements. Imported stock definitions (eDC Gold only) and barcodes are shown in the same
way.

Information

Import complete
Updated Inserted Deleted Errors

Requirements: ] - - 2

Download spreadsheets with errors for details.

If there are any errors, click OK to acknowledge the message and then download the
appropriate spreadsheet containing error information.

R DI L i e T I o B I s W PSS

Import
Select req point/ GLN | 100001 - CASTLE WARD [52] (GLN: 67585643256765) W
Import Export
Requirement imports: Download req point stock requirements
Browse...

Stock definition imports:

Barcode imports:

Download barcodes
Browse...

(LG BB (Depending on file sizes, this may take some time)

Completed

Requirement
Complete
Amended:d3 Added:0 Deleted:0 Errors: 2 Skipped:0

Download requirement spreadsheet with errors <t
WMMM/W

The downloaded errors spreadsheet only contains rows where errors were identified. Details of
the error are shown in a column on the far right.

P N Y - s

EL VN W

Correct the errors and re-import the spreadsheet.

A B C D E F G H 1 J K L -
1 |Stock requirements NHS Supply Chain
2
3
4
5
6
7 |Action |UID NPC ‘Prnducttype ‘Internal ‘Renrderlevel Reorder quantity |Binfu|l quantity |Sca|ingfactnr Group key |Supplier ID |Authorised
10 Amend 10399863 ABX014 Stock No 1 0 a Yes Invalid Scaling factor
11 Add TEST1234 Local No % ] 2 Yes Invalid Reorder level
12
13
14
15
16

-

W4 v | Stock reguirements 1 < #1 41 ] L
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Managing stock (G)

You need the eDC Stock Management role if you want to use eDC Gold to manage your stock.

This role can only be obtained if you are using eDC Gold.

Use eDC Gold to manage your stock, monitor stock levels and track the locations of expensive
equipment. To do this, you need to define the products you want to manage, places where they
can be held and any other information you want to monitor (such as expiry dates).

Managing places where stock is held (G)

The top option on the Stock menu is Manage hierarchy—this is where places (and people)
with ‘stock’ are defined.

Cotaslogue  Requirement Demsnd  Stock  Reports  Configuration

Welcome to EDC Manage hierarchy

MMD selection Stock definition

Warehouse 933 - Test depqeraramers

Criteria

‘Stock view
MMD

Transaction log

AJP126 - Import failures
APPLE -

BURDYS - Burfaaee e s
CHERRY - Che
CMTEBE - Chrig Sl c
CMT83 - Test

The left of the page shows existing locations for an MMD. On the right, there is a key to the
various icons and a list of options for making changes.

P

A A A e A WP

P e,

Manage locations

Location maintenance
Jal HRC-01: Hollows - Manar Farm site

L] HRC-02: Hollows - Elm Road site
[ [5] HRC-03: Hollows - Oak Avenue site L8 New site
8 New store/deptidlient
B s store
4dd depariment
& Add client

I8 nc Iecstion types to add
[&5 view / edit details
@ Delete
© hige inactive

Location types key
lal site

[ store

department
8 gient

@ 15 reanange your locations, diag
items within the tree. Child locations
may be stores, departments or dlients.

To specify type of a new locstion, right
click parent node and select from
menu.

R T R T R s P T T T i B /i s e e e e e o s oot fon s aousas o oo
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If no sites or stores are associated with your current MMD, the left side of the page is blank.

Creating a new site (G)

You must create at least one site to use eDC Gold to manage stock.

A site is either a physical location or a ‘virtual’ building used to group related stores. It may be a
hospital, a campus, or a storage facility. A site is a subdivision of an MMD, and you must be
logged in to an MMD to create a site.

You can only issue stock to departments (see page 71) or clients (see pages 72) that belong to
the same site as the store to which you are currently logged on. You can transfer stock to stores
in any site to which you have access.

To create a site:
1 Click New site in the list of actions on the right of the page.

2 Complete details for the site in the box that opens.

T N Ty WP S P VY
New site %

Name HRC-04
Full name Hollows - Juniper Lane site
GLN

Active

AR A B i AP s

= The Name of the site can be a maximum of 6 characters — it is used to identify the site
on reports and on the device, so needs to be concise.

= The Full name of the site is much more descriptive — but keep it brief.

= The GLN/GTIN is a unigue number that identifies your site. Your organisation's
administration may give you details of this. If recorded, it must be a valid 13-digit
number.

= Active is selected by default — this site will be available for use as soon as it has been
saved.

3 Click Save and the new site is shown as part of the hierarchy.

Creating a store (G)

A store is a requisition point that uses stock management. It may be a ward or a central store
that supplies wards and departments internally. It is usually a physical location.

m  You must create at least one store to use eDC Gold.
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m Each site must contain at least one store, or you cannot transfer stock to it.

m  You must select a store when logging on, so you cannot issue stock to a department or
client on a site without one.

m A store may be associated with one or more physical locations. For example, an outpatient
department may have a storeroom but there may also be stock in individual consulting or
treatment rooms.

To create a store:

1 Select the site within which you want to create the store.
2 Click Add store in the list of actions on the right. The New store box opens.

3 Record details that identify the store:

= The Name of the store can be a maximum of 6 characters and is used to identify the
store on reports and on the device.

= The Full name of the store can be more descriptive — but keep it brief.
4 Bin mask is not currently used.

5 Specify general requirements for products received into and issued from this store. These
are used if no product-specific information is recorded.

= Shelf life receipt warning (days) — this is the minimum number of days you want to
remain before the expiry date of the product when you receive it. If less time remains, a
warning is displayed.
For example, if you receive a product on the 2nd of the month with an expiry date of the
30th of the same month and the Shelf life receipt warning (days) is set to 30, a
warning is shown as fewer than 30 days remain.

= The Shelf life warning (days) is equivalent to the previous entry. Itis used in the Short
Shelf Life report — any product with a shelf life less than these days, and not expired,
will show as Amber.

= Receipt lead time (days) specifies how many working days (excluding Saturdays,
Sundays, and Bank Holidays) can elapse and received goods are still classed as
planned receipts. When this time is reached, products are removed from the planned
receipts list and must be recorded as unplanned.

This defaults to 5 days but can be changed to be from 1 day to 100 days.

= Default put away mode is how you want to treat goods as received.

»  Select Receipt only to hold the goods in the GOODSIN location specified on the
system — you will need to ‘put away’ the goods as a separate process. See ‘Put
away stock (G)’ on page 162 for more information.

»  Select Receipt and put away to add the products to the stock in this store
straightaway.
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6 If you want to be able to record the actual locations of stock — for example, there may be a
main operating theatre store, but each theatre may also have its own stock room or area —
select Location stock management. Selecting this option enables Location management
— see ‘Managing locations for a store (G)’ on page 70.

New store X

Name R:e“”'s““’” point
Full name 100095 - SNOWFLAKE RESPITE CARE UNIT (GLN: 530201827 3488)
Bin mask
Shelf life receipt warning (days) Active ]
Shelf life warning (days) Stock tracking
Receipt lead time (days) Enable bins
Enable GTINs
Default putaway mode

Enable RFID

(Localion stock management

Enable metrics

Location management
A

7 In Requisition point, select an existing requisition point from the list associated with this
site. There may be more requisition points than are currently displayed - scroll through the
list to see them all.

8 Active is selected by default. This site will be available for use as soon as it has been
saved.

9 Select any other features of eDC Gold that you want to be able to use for this particular
store from those listed on the right of the page.

10 Save the store definition. The display now shows the new store within the appropriate site.

T

anage locations 1

Location maintenance
.ul HRC-01: Hollows - Manar Farm site

I

i

([

E .ul HRC-02: Hollows - Elm Road site
S

.ul HRC-03: Hellows - Cak Avenue site
E| H HRC-04: Hollows - Juniper Lane site
- [I] Palace: Palace Ward

M T

"

You cannot create any other elements within a store.

Managing locations for a store (G)

This feature is depreciated. It is recommended not to use this feature as it may be
removed in the future. If Stores are using this feature, it is advised to remove it.
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You can add multiple locations for a store, and stock levels at each location are combined to
provide an overall view of stock level. As part of a stock definition, you can specify a default
location for that product.

To manage locations, click Location management at the bottom of the New store or Edit store
pages.

This option is only available if you have selected Location stock management as part of the
store’s definition.

m To add a location, type the name of a new location and click the Add button (£3) to its right.

If this store exists (has been saved), the Full name of the store is shown as the default for a
new location.

Edit store X

Location name Iz default primary?

Castle Ward @ Remove

Castle Catering Store Make primary Remove
Shared Castle Store Make primary Remove
Add new location Castle Ward @ m

m To set alocation as the default primary location (the default on the stock definitions page),
click Make primary.

The location that is currently set as the default primary location is indicated by the green tick
(©).
m Toremove a location, click Remove. You can only remove locations that:
= Are not specified as the primary location for a store (make another location primary).
= Are not currently used on any stock definition.

You cannot remove the only location associated with a store as that is the primary location.
If you are no longer using locations with this store, clear the Location stock management
option on the Edit store page.

When you have made all necessary changes, click Done to return to the Add store or Edit
store page, and then Save your changes.

Creating a department (G)

Sometimes stock is managed by a department rather than a ward or other unit. For example,
some therapists may manage their stock at department level.
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You do not need to create a department to use eDC Gold. Stock can be issued to departments
from stores within the same site.

Departments are created within sites.
1  Select the site within which you want to create the department.

2 Click Add department in the list of actions on the right. The New department box opens.

e,

|

Hew department %

i

i Hame HRC-OT1

4 Full name Hollows - Oce Therapy
i GLN
H

Active

. AT it b

Save Lg

{ —r

= The Name of the department should be short, so it fits on reports and the device
display.

=  The Full name of the department should clearly identify what it is.

= The GLN is a uniqgue number that identifies your department's location. Your

organisation's administration may give you details of this. If recorded, it must be a valid
13-digit number.

= Active is selected by default — this department will be available for use as soon as it
has been saved.

3 Save the definition. The display now shows the new department within the appropriate site.

PRy
ﬁ-ﬂanage locations %
Location maintenance
Bl [a] HRCDO1: Hollows - Manor Farm site
B[] HRC-02: Hallows - Elm Road site
B[] MRC-02: Hallows - Osk Avenue site
B B HRC-04: Hollows - Juniper Lane site

[] Palace: Palace Ward
£ HRC-OT1: Hollows - Oce Therapy

i e

[\A_A—«Wa«»—fum—w

i

Creating a client (G)

If you want to manage at the individual level, you need to create clients. These clients may be a
particular healthcare professional (a Consultant Surgeon, for example).

You do not need to create a client to use eDC Gold. Stock is issued to clients (of whatever type)
from a store within the same site.

Clients can be created within departments or within sites.

1  Select the site or department within which you want to create the client.
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2 Click Add client in the list of actions on the right. The New client box opens.

e b P

|
|
]

New client

Name SmithP

Full name Peter Smith
GLN
Patient ID 1234567391

Active

A A P i R A e P

B A i et e e B

i
@
|

3 Click Save.
Making changes (G)
Click the element you want to change to select it.

m Click View/edit details to make changes.

m Click Delete to delete it. Read the warning message and move any elements you want to
keep to another place before continuing.

You must Load Store the eDC Android application after making any changes.

Stock definitions (G)
Stock is defined for each store.

If you have not already done so, you must select a store by returning to the list of MMDs and
choosing from the list at the bottom of the page.

To return to the list of MMDs, click the MMD's name below your name on the right side of the
blue menu bar.

e Yes 7
Mrs Alison Pedk
; AJP123 - Hollows Respite Care Unit [edit]

Select a Site and then a Store from the lower part of the page. The sites and stores available
depend on the MMD you have selected, and only sites with stores are listed.
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e P A P e e M A Pt A e At e S A

|

b

)
Site HRC-01 - Hollows - Maner Farm site E,
Store Casile - Casile Ward g
Priory - Priory Ward i

i

3

5

3

£

{

L e T g p———————r e

Your current selection (MMD and store, if already selected) are shown in the blue bar towards
the top of every page in eDC.

Mrs Alison Pedk

AJP123 - Hollows Respite Care Unit [edit] | Castle Ward - [Castle}

Creating a stock definition (G)
1 Select Stock and then Stock definition from the menu.

The Stock definitions page opens, and any existing stock definitions are displayed.
2 Click Add stock definition.

e WP NPV L = O e O i P e S i Tk T
Stock definitions SupplierName |Select supplier V‘ NPCIGTIN | | Show inactive [ Filter
Search results Showing all 7 results
Pagesize 10 25 50 100 Prev Page 1 Next
NPC GTIN MPC Product Active Base i y description
type
AARZ02 £054267402348 03727 Stock b Cold Juice Elack: it Light 500ml - PET bottle
Drinks PET Bottie
AAR215 5054287401832 01883 Stock Cd Cold Beverages Cordials Blackcurrant Light 00ml
T S ¥ S i S gy s Y= S
B e P e e W N I
PRODUCT122 52521475608540 Local b French stick
PRODUCTA56 12345672012243 Local 4 Chelsea buns
Pagesize 10 25 50 100 Frev Page {1 MNext
m Add stock definition Export
T SRR T L Wy SN N e W St N R S e

The Create stock definition page opens.

The top product in the list above is annotated with an exclamation mark to show that the
requirement or local catalogue record on which it was initially based no longer exists.

3  Start typing in the Search requirements box. If a stock definition does not exist, matching
requirements for the requisition point associated with your current selected store (see
bottom of the previous page).
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Create stock definition

Search requirements A All lz‘
T e AARO61 - Cold beverages - cordials Lemon 5 litre _

AAR306 - Cold beverages - carbonated 330ml can Coke Zero 330ml can
NPC
AAR928 - Cold beverages - carbonated 330ml can Lilt zero 330ml can
ABB013 - Baby meal savoury from 7 months Yummy harvest chicken 200g jar

ABBO3E - Baby breakfast Creamed porridge 128g can

Description

EARIAN AERLHBHQD .

PSP PSP PR GP SIS = NP Sy SV S S —.

Select the requirement from the list.

Basic information about the product is displayed, but it cannot be changed here. This is all
the information at the top of the page, down to Receipt UOM quantity plus Group Key.

The Receipt UOM (unit of measure) and Receipt UOM quantity specify how the stock is
received. In the example overleaf, this stock item is received in cases, each containing 24
individual items.

Use Issue UOM to specify how you are going to issue stock:

= Each (the default option) if issuing individual items.

= As it was received, which would be Case in the example below.

If you want to use the Auto process to automatically order replenishment stock when you
issue products tracked by serial number, the Receipt UOM and Issue UOM must be the
same, and the Receipt UOM quantity must be 1.

Create stock definition

Search requirements AARQ33 - Cold beverages - carbonated 330ml can Sprite diet 330ml (12floz) can All -

Stock Definition

NPC AARD32 Product type Stock
Description Cold beverages - carbonated 330ml can

Secondary description Sprite dist 320ml {12floz) can

Genelpt uom Case Receipt UOM quantity 24 )

Issue UOM Minimum stock quantity

Each -
Group key \ Active

Enable consignment Consignment stock level
Auto process Enable batch tracking [}

Enable serial no. tracking Enable expiry date tracking [

Cancel Save changes

This stock definition is automatically marked as Active, making it available for immediate
use. To delay this, clear the Active box.

Enable consignment is only available for Blue Diamond and eDirect products and products
from the local catalogue. Selecting this option indicates that you hold stock of the product
but that it has not yet been paid for - it is still owned by the supplier. Charges for these
products are raised when they are used.

If you have selected Enable consignment, you must specify a Consignment stock level.
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The Consignment stock level does not affect the re-ordering of Products. This is
managed through the Reorder Level (from the Requirements) for single-pack products or
minimum Stock Level for Multi-Pack products.

8 If you want an order for this product to be generated automatically as the product is used
and stock levels fall, select Auto process.

This is only available for the following products and only when Enable consignment is
selected:

=  Blue Diamond and eDirect products

= Products from the local catalogue, as long as an external location has been associated
with the requisition point — see ‘Associating requisition points with the MMD’ on page 25.
If an external location is not associated with the requisition point, the Auto process
option is disabled.

If the Product is fully owned, but still needs to be Auto Processed, then select Enable
Consignment and enter the Consignment stock level as 0.

The way this works differs depending on how products are received and issued, and the
type of replenishment method you are using:

= |f Receipt UOM and Issue UOM are the same, the way Auto process works differs

depending on the replenishment method the requisition point associated with your store

iS using.

»  For either the manual or the automatic replenishment method, orders are
generated on a one-for-one basis.
For example, if you issue one case, another is ordered; if you issue 10 items, 10
are ordered and so on — even if you are already above your specified Maximum
stock level.

> For the top up replenishment method, the Reorder level (set as part of the
requirement — see page 48) is used to generate the order.
For example, a product’s Reorder level is set to 20. You currently have 9 items in
stock and an order in progress for 11. If you issue another 5, an order for 5 is
generated to bring the total stock level back up to 20 again.
Serial and batch details are only transmitted if the quantity falls below the specified
Consignment level.

= If Receipt UOM and Issue UOM are different, the Minimum stock quantity box is
enabled and must be completed. When stock levels (current stock plus the quantity
expected from orders already being processed) drop to or below this Minimum stock
guantity, an order is generated to raise levels above this level.

For example, the Minimum stock quantity for a product (received in cases of 50) is
100. You currently have 110 in stock and issue 55, bringing your stock level down to 55.
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An order is generated for a case of 50, bringing your total stock quantity (actual plus
expected) to 105.

You issue another 30 items, taking your actual stock level (in the storeroom now) down
to 25. However, with the case of 50 already on order, you only nheed one more case to
take your total stock level over the 100 minimum. Another pack has been ordered.

Create stock definition

Search requirements ferers on stage 2 (custard) fluids. it is supplied in a beige cup containing a blackcurrant flavouring and thickener. | Al Izl

Stock Definition

HRC ABX014 Product type Stook
Description Dysphagia drink

Secondary description Just sdd water - pre-thickened cold drink for dysphagia sufferers on stage 2 (custerd) fluids. it is supplied in @ beige cup contsining a bladkcumant flavouring
and thickener

Receipt UOM Case
Issue UOM EachE

Group key

Receipt UOM quantity 50

Minimum stock quantity

Enable consignment Consignment stock level

Guto process

Enable batch tracking =

Enable serial no. tracking Enable expiry date tracking ]

9 Enable batch tracking, Enable expiry date tracking and Enable serial no. tracking
optionally to enable you to identify and monitor products by any of these parameters.

If you select Enable expiry date tracking, two more boxes are displayed where you can
specify the Receipt shelf life warning (days) and Shelf life warning (days). Anything
recorded in these boxes overrides the default values specified for a particular store.

The latest unit cost and Latest VAT rate are shown when you view an existing stock definition.
These values are updated from information from NHS Supply Chain and cannot be changed
manually when editing a stock definition.

Specifying stock locations as part of a stock definition (G)

This feature is depreciated. It is recommended not to use this feature as it may be
removed in the future. If Stores are using this feature, it is advised to remove it.

If you have specified stock locations for the current store, the option to select where this product
is stored is at the bottom of the page.

The location specified as the default primary location is already listed. To add other locations
(and to change the primary location):

1 Select the location from the list of those available.
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Eriabc-seTial o, traceit endbie expiry date fracKing

Receipt shelf life warning 10 Shelf life warning (days) 10
(days)

Leave blank to use default store values (30) Leave blank to use default store values (30)
Locations Location name Is primary?

Castle Ward @

Add new location Shared Castle Store |z| (%]

Shared Castle Store
:

Castle Catering Store

2 Click the Add button () to its right.
3 If appropriate, click Make primary to make this the primary location for this product.

Receipt shelf life warning 10 Shelf life warning (days) 10
(days})
Leave blank to use default store values (30) Leave blank to use default store values (20)

Locations Lecation name Is primary?

Castle Ward @
Shared Castle Store Make primary Remove

Add new location | Castle Catering Store (%]

Cancel Save changes

Click Remove to remove any unused locations from this list. You cannot remove a primary
location, even if it is the only one.

Exporting stock definitions (G)

The contents of this spreadsheet are not in the correct format for importing into eDC.

Click Export to export details of your stock definitions to a spreadsheet. This spreadsheet
includes everything recorded about a stock definition except for the locations associated with
that stock item.

" ™, e A,
o BRE3T4TEEDRE40 “Lagal Fromth shon S e T et e

PRODUCT456 1234578912343 Local d Chelsea buns

Pagesize 10 25 50 100 Prev Page 1 Mext

m Add stock definition _..

N T e e e TIPS

Importing and exporting stock definitions (G)

You must have the eDC Stock Management role to import and export stock definitions.

The format of the exported spreadsheet is compatible with Excel 2003 or later versions. If the
spreadsheet contains more than 64,000 rows and you are using Excel 2003, the export uses
multiple sheets, each not exceeding 64,000.
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To export a store’s stock definitions to a spreadsheet:
1 Check that you are currently associated with the correct store. Change it if necessary.

2 Select Admin and then EDC Imports from the menu.

The Import and Export options available depend on your role.

! Y/ |'n
Mr Keith Kervin-Jones
Catalogue  Requirement  Demand  Stock  Reports  Configuration  Admin  ICNs  Logout AJP123 - Hollows Respite Care Unit [edit] | Theatre Store - 100102 - (stored)

Import

Import Export

Select req point / GLN | 100102 - THEATRE STORES ~

Requirement imports: Download req point stock requirements
Choose File | No file chosen

Stock definiion imports: Download store stock
| Choose File | No file chosen

This only applies to the Active Store (As selected on the front screen) Include Inactive Stock Definitions [

Barcods imports: Download barcodes
Choose File | No file chosen
g The following options are only available to internal NHS Supply Chain users

(L0 B IS B (Depending on file sizes, this may take some time)

By default, Inactive Stock Definitions are not included in the Download. Select the Include
Inactive Stock Definitions option to include them.

3 Click Download store stock definitions.
4 Choose whether you want to open or save the spreadsheet.

The stock definitions for the current store are downloaded.

A B = D E F G H I =
1 |Stock definitions
2
2
1
&
6 * Auto process can only be set for consignment stock * =
7 |Action |UID NPC |Produr,t type |C- ig ttracked |Consig t stock level |Auto process |Enable batch tracking |Enable serial no. tracking
8 |Example 9999999 APO001 Stock Yes 3 Yes Yes Yes
9 Example 9999999 APO002 Local No Mo Yes Yes
10 Amend 1980979 AAR315 Stock No No No No
11 Amend 2288286 AAR302 Stock No No Yes Yes
12 | Amend 2588591 HHHO23 Stock Yes No No No b
13 Amend 2588592 HHHO50 Stock Yes Mo No No
14 |Amend 19172184 ABX014 Stock Yes 5 Yes No No
15
6]
17 B
H 4 » M| Stock definitions 1 %2 nER il >
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1 ] K L M N 0 =
1 NHS Supply Chain
2
3]
a
3
3 =
7 |Enable serial no. tracking |Enable expiry date tracking |Rec shelf life (days) |Shelf life warning (days) |I55ue UOM |Minimum stock quantity |Active
8 Yes Yes 10 20 Each 100 Yes
9 |Yes No Case 10 Yes
10 No No o 0 Case Yes
11 Yes Yes 10 10 Case Yes
12 |No No 0 0 Pack Yes N
13 No No ] 0 Box Yes
14 No No Case Yes
15
16
17 hdl
M 4 » M| Stock definitions 1 %3 [« I |»

Making changes to stock definitions

You can add and amend stock definitions by importing a single spreadsheet. You cannot delete
stock definitions.

The type of change is determined by the word in the Action column:
m Add adds the information in that row to the stock definitions for the store.
Leave UID blank — the system supplies this number.

Complete the remaining cells in the row with appropriate information using the example
rows as a guide.

m  Amend changes the definition specified in the current row.

Make any necessary changes but do not change UID or NPC.
= If there is no current stock of that product, any of the information in that row of the
spreadsheet can be changed.
= If there is current stock of that product, only the following can be changed:
> Consignment Level
> Receipt Shelf Life Warning
> Shelf Life Warning
> Minimum stock qty (see ‘Creating a stock definition (G)’ on page 73 for details of
the validation)
> Auto Process (an external location must be associated with the requisition point for
orders from the local catalogue to be auto-processed).
If you attempt to make changes to other information for a product where there is current
stock, that row is not imported.
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Any rows marked as Amend but without changes do not affect those stock definitions.
However, they do take time to process so consider deleting them from the spreadsheet. You
will need to Unprotect the sheet to do this.

Save the changes made to the spreadsheet.

To import the changes:

1
2

6
7

Check that you are currently associated with the correct store. Change it if necessary.

Select Admin and then EDC Imports from the menu.

The Import and Export options available depend on your role.

Click Browse to the right of Stock definition imports and find the spreadsheet containing
the information for importing.

Click Import Data.

Click Update to confirm that you want to import the information in the spreadsheet.

Confirm action

Confirm you wish to update live stock management data.

Update

A message indicates how many rows were updated, how many were inserted and how
many failed.

If the spreadsheet contains invalid rows, the import of those rows fails.

Information

Import complete
Updsted Inserted Deleted Errors
Stock definitions: 4 - - 3

Download spreadsheets with emrors for details.

y

Click OK to acknowledge the message.

Click Download stock definition spreadsheet with errors and either save or open it.
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I e e N et T P T e i S|

Import
Select req point / GLN | 100001 - CASTLE WARD [52] (GLN: 6785643256765) W

Import Export

Requirement imports Downlead req point stock requirements
Browse. .

Stock definiton imports: Download store stock definitions
Browse...

Barcode imports: Download barcodes
Browse...

[ G ELER [Depending on file sizes, this may take some time)

Completed
Stock definition
Complete
Amended:4 Added:0 Deleted:0 Ermors: 3 Skipped:0
Download stock definition spreadsheet with errors B Y

F

e Y B A e R, o
Errors are listed in a column on the far right of the information.

Only lines with errors are downloaded.

1 ] K L M N o] |l
1 NHS Supply Chain
2
3
4
5
6 * Auto process can only be st for consignment stock =
7 |Enable serial no. tracking |Enable expiry date tracking | Rec shelf life (days]‘ Shelf life warning (days]‘lssue uom inil stock quantity‘Ax:tivE |
8 |Yes Yes 10 20 Each 100 Yes
9 [Yes No Case 10 Yes
10 Yes Yes 2 2 Case Yes Invalid Consignment stock level
11 |No No 2 Pack Yes Invalid Consignment stock level
12 No No 2 3 Box 50 Yes Invalid Consignment stock level
13 3

8 Correct the errors, save the spreadsheet and import it.
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User accounts

You must have the Trust Administrator or User Maintenance role to change other people’s user

accounts. If you do not have one of these roles, you cannot see this area.

The same user account can be used to access all of the NHS Supply Chain applications —
people are granted or denied access to specific components by granting them ‘roles’.

User records are created and modified in the Online Ordering application:
m To create a user record, select Create user on the Admin menu.

m To amend a user record, select User maintenance from the Admin menu.

& Sign Out g Oitems £0.00 Mew order My orders | Financial coding Quicklinks My details

Req point maintenance
Mrs Alison Peck | Your trust: 10/TST COUNTESS OF CHESTER MHS TRUST Create ne
our requisition point: 100001 CASTLE WARD [52] (GLN: 6785643256765) [change] ‘Youw

lucts fromi

Product news | Clinical and Consumables | Capital

User/role report

Userireq point report

NHS Cat Medical MNon-Medical NCP

See the Online Ordering Guidance Notes for detailed instructions.

Roles

Roles determine what a person can do when logged on to the NHS Supply Chain applications.
You can move roles between the two boxes using the arrow buttons between them — the box on
the left contains unassigned roles, and the box on the right contains those assigned to this user

e e A A e sy
L User info Roles Trusts Requisition points 2
i E
1 :
£
.
[ Logistics administrator B > Authorisation email recipient i E
H Masking Authorize and send orders %
; NHS catalogue Al Wask override 3
No financial limit ) Requisitioner
Password Never expires
Quick order — <
i Requisition point maintenance ‘ﬂ i
Restricted session e <Al - {
A B 3
¥ ammans S—
B e e e S i e, i B el r—— il

A summary of the eDC roles and what they enable people to do is given in Table 1.
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Table 1: Summary of roles

People with this role... can do this...

eDC user Access the eDC software — any user who needs access to eDC
must have this role.

Requirements authoriser Authorise requirements and perform global edits.

eDC administrator Make configuration changes (MMDs, requirements and so on).

eDC catalogue manager Maintain the local catalogue.

Additional role available to organisations using eDC Gold G

If your organisation uses eDC Gold, another role is available to you.

Table 2: Additional roles are available if your organisation is using eDC Gold.

People with this role... can do this...

eDC Stock Management Use the advanced stock management capabilities of eDC Gold
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Part 4. Logging on to and updating
the device

You must log on to the eDC Android Application before using it to capture demand. It is
extremely important that you log out again when you have finished.

Updating the device

If changes are made to any aspect of eDC using the web application, these changes must be
replicated to the device.

Possible changes include:

Changes to the local catalogue
Adding, changing, or removing MMDs or requisition points
Changes to requirements lists

Changing your password

In addition, changes to the eDC program itself must be uploaded to the device.
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Logging in to the eDC Android application

You use the same username and password to log on to the eDC application on the device and
the web browser. If you change your password, you can use either the old or the new password
until the next time you synchronise your device.

On an Android device
1 Navigate to the Home screen of the device.
2 Tapthe EDC icon.

3 Enter your username and password. You can either:

= Tap the Username box and the small touch keyboard is shown. Type your Username
and Password into the boxes.

= Tap the small triangle on the right of the Username box and select your username from
the list shown. Enter your Password using the keyboard.

Select Username

Vit ADADD

NHS Supply Chain apeck

Lets get started APECK2

o "
& [ovitin O

---------

BHARPHAM

CAPTAINJAMES

CHRISSY

. CTATALIA
v

[ z 3 4 . . 7 . ) DILIPALLROLES
qwertyuiop
DILLYKING

asdfghj kI

DVAGHELA

O O0O0OO0O0O0ODO0O0O®OOo

Sz xcvbnnm@®&

DEVAGHELA3

4  Tap Login.
If your username and password are correct, a message is shown in the lower portion of the
screen (on a green background) stating that your username and password are correct.

5 Select your MMD from the list available.

If the MMD you need to use is not listed, you can download an updated list and associated
details at any time (see ‘Downloading the list of available MMDs’ on page 95 and
‘Downloading requirements and local catalogue for an MMD’ on page 96).
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-
2 Ry 5

Slect MbaD *
! DISTAO [MOI933) v

Hong L

O

ik Check Coumma Regastion Date

The Store option is only enabled if you are using eDC Gold.
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Selecting a store (optional) (G)

If you are using eDC Gold, you can choose a Store. The list of stores associated with an MMD
is shown after the MMD has been selected.

m

B &

You must select a Store if you want to track stock levels and locations during this session, but
you should not select a Store if you do not intend to do these things.

If you select a store, you will see the Stock Management options instead of the Demand Capture
options.

You can download it if you have selected the correct MMD, but the store you want is not listed.
See ‘Downloading store information ()’ on page 97.
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Logging out of the eDC Android application

When you have finished using the eDC Android application, you should log out.
1 Tap the navigation menu (the ‘hamburger’) top left corner of the screen.
2 Tap Logout in the menu.

A message is displayed asking you to confirm that you want to log out.

3 Click Yes to end the session.

NHS Supply Chain
Welcome TECHM
k=1 Home
#F  Network Setup
it Preferences
Barcode Management
Ponding Transaction
Device Information

Catalogue

e

@ PO 0O &

4 O

89




NHS

Supply Chain

Setting your preferences

You can set a few preferences to suit the way you and your trust use eDC.:

m Choose whether to display NPC, MPC or GTIN whenever a product code is shown. See
‘Specifying which product code to display’, below.

= You can optionally ignore characters after a space character in a barcode. This option
(which means NPC codes cannot include spaces) is only used if your barcodes have
suffixes you want to ignore. See ‘Scanning barcodes with spaces in the product code’ on
page 90.

m  You can temporarily filter the requisition point list. See ‘Filtering the list of requisition points
to those containing data’ on page 91.

m  You can view all product details when capturing requirements (Auto Full Screen). See
‘Seeing product details when capturing requirements’ on page 92.

= Automatically step through requirements when capturing orders or stock quantities. See
‘Automatically moving to the next item in the requirements view’ on page 93.

Specifying which product code to display

After logging into the device, you can specify how product codes are displayed. This setting
applies to the device, not an individual user account, and remains set until changed.

1  Tap the ‘hamburger’ icon.
2 Tap Preferences in the menu displayed.

3 Choose which type of product code to display: NPC, MPC or GTIN.

If the stock catalogue is not downloaded, the only option available is NPC (the other options
are disabled).

Scanning barcodes with spaces in the product code

This option enables the device to read barcodes that include spaces, which is enabled by
default.

To disable this option:

1 Tap Options on the requisition screen — if you are not already on this screen, tap Req Data
on the main eDC screen.

2 Tap ¥ Allow spaces in NPC.
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The option is switched off, and any characters after a space will be ignored when scanning.

Send MMD Data
C Rasztore Renuisition Data
Clipr Requisition Data

9 Copy Requisition Data
Show anly Req Points with Data []
Allow Auto Full screen

Allow spaces in MPC

View Requirement

® O A 0O

Vigw Data

Filtering the list of requisition points to those containing data

You can filter the list of available requisition points in both the requisition and stock-checking
screens only to show those containing data.

Tap Options at the top-right of the screen and select Show only regnpts with data.

113PM @
Send MMD Data =  Requisition Data
Restore Requisition Data B
- MM D Stock chk
— ! E DISTRO (MOI933) ac
Clear Requisition Data
Fregan Requigiticn Point GLN *
9 Copy Requisition Data 9 F1231J v
[ MEDICAL CENTRE, RAF SEALAND | Manual }
NG NPZ Gridur gLy
o Type or Soan NPC Quantity Add
Gnow only Req Points with Data [])
Mo. « He. s | Wecity + | orderqy « | &

1

Allow Auto Full screen O
Allow spaces in NPC
View Requitement O
View Data @ :

When you select the requisition point drop-down list, only requisition points with associated data
will be displayed.

An asterisk (*) is displayed to the right of the list to show that the list is filtered. This option is
disabled when you exit the screen.
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Seeing product details when capturing requirements

If you prefer to view all product details when capturing requirements in data view, activate Auto
Full Screen mode. From the requisition screen, tap Options and select Auto Full Screen.

Send MMD Data

C Restore Requisition Data

Clear Requisition Data

Fequsl

Q Copy Requisition Data

It ooy

Show only Req Points with Data ]

Glow Auto Full screen CD

Allow spaces in NPC

View Requirement O

View Data ®
<4 O a

If applicable, Stock gty and Order gty are entered on the detailed product screen.

MMD rj L)
DISTMO (MOIp3y) - Seekehk 12345
[T -
Q aseram v A
MESICAL CTR, DALE BXS { Marced ) e
e ol o WA Wa
I : m Price
WA
Mo. + |u~:m ’ Iwm. Im 6 30
WA
" ' Irdee Lo
o w |

After the order or stock quantity has been entered, the screen reverts to data view until the next
product code is entered.

Once this option is set, it is retained until deactivated by repeating the above steps.
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Automatically moving to the next item in the requirements view

This option applies to the Requirements view only.

To enable Auto Advance mode from the requirements screen, tap Options and select Auto
Advance to automatically select the next item in the requirements view.

Send MMD Data
Restore Requisition Data
Clear Requigition Data

9 Copy Requisition Data

Show only Req Points with Data []

Allow Auto Full screen

Allow spaces in MPC

View Reguiremant

® O 8 O

Wi Data

When activated, the next item in the requirements list is automatically selected once the order or
stock quantity has been entered for the current item.

The sequence below shows the screen. If you start from the second option on the list, you will
see it.

To skip to the next item, tap Skip.

To revert to the requirements view, tap Cancel.

Once this option is set, it is retained until deactivated, which is done by repeating the steps to
activate it.
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Requisition Data
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Updating MMDs

The Android device must be connected to a network for the eDC app to be able to download and
update.

You need to update the MMD if you are aware that changes have been made to the MMDs that
you can access, including being granted access to additional MMDs or changes to requirements.

You should update the MMD regularly — we suggest weekly — to ensure you always have current
information.

Downloading the list of available MMDs

You should download a new MMD list whenever new MMDs that you want to use have been
defined. Only those MMDs that you can access are downloaded.

1 Log into the device (see ‘Logging in to the eDC Android application’ on page 85).

2 Tap Comms on the bottom-right on an Android device (below) or at the centre bottom of the
screen on a Windows device (overleaf).

9 Jremarre e Jremarre
TECHM TECHM 3
et MO wlect MO /
B oisTvo (Mopas) v B cess v

None v Not avaiable

- Load MMD
wy
i
Requition Data NS0 -

S>I tece

N = [«

3 In MMD, make sure Get List is displayed.
4  Tap Get MMD List.

As the download starts, an indicator shows that something is happening. A brief message is
also displayed in the lower half of the screen.
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The updated list of MMDs is available in the MMD drop-down list.

- QW §9dsam - Q" B aIsam. - @ v B 93sam.

= Comms Done =

= Comms Done = Comms Done

Uszmame

TECHM

Usemame

Usemame
TECHM TECHM
St MDD Sakec1 MMD St MDD
B st (Mopss) - B ot (Mo - B oistia (Mopas) -

S el St Sakac1 Sote S el St
™ Select - ™ Select - T Belect A
Lecal Catalague [ Requirernents [ Lecal Catalague Beguirernents Lecal Catalague FRequirernenis
[ Exciude requistition paint without Rgmint [ Exciude requistiticn paint withaut Rgmint [ Exciude requistition paint without Rgmint

Load MMD + LG Send MMD data Laoad MMD + R Send MMD data Load MMD + R.LE m

The MMDs listed are not available for use until you have downloaded the associated
requirements.

Downloading requirements and local catalogue for an MMD

= You can download requirements for a single MMD or for all MMDs you have access to
simultaneously.
You can also specify that you want to exclude any requisition points with no associated
requirement, which speeds up the process.

| |

You can optionally download a copy of your local catalogue when you update MMD details
on the device.

Your local catalogue contains products that are not ordered from NHS Supply Chain.

Instead, orders are created and passed to your local purchase order system for processing.
If you do not have a Local Catalogue, enabling this option is unnecessary.

To download information associated with an MMD:

1 Select the appropriate MMD from the drop-down list.
2 Tap Options and select:

Download Local Catalogue to download the local catalogue for the selected MMD.
Download Requirements to download all requirements for the selected MMD.

Exclude Req.Points without Regm... to prevent details of requisition points that do
not have any associated requirements downloading. This may speed up the process.
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3 Tapthe Load MMD +LC, Load MMD +R or Load MMD +R.LC button (the text changes to
show what will be downloaded).

A tick to the left of an option shows it is selected, and the text on the button on the left
changes to indicate what will be downloaded when an MMD is selected. The options you
choose are saved and are applied the next time you log in to the eDC Android application.

TECHM TECHM TECHM

Skt MRAD ] MR
B osmmomopas) v B osmomomaz B DISTAMO (MOTS33)
ﬁﬁ’/ - B o

Catglogue [ Requinernents O ocsl catsloges (B Requirerients B Local Carslogus Rescuiii eriéani L&

[0 Exclude requistitien paoink withaut Rgmat [ Exciude requistition paint without Rgmat [0 Excude requistitien paoink without Rgmat

Downloading store information (G)

You can only download and use information about stores using eDC Gold. Stores are not
relevant for standard eDC.

Stores are associated with MMDs. They are used to record the receipt and issue of goods and
when managing stock levels. Stores must be downloaded before you can use them on the
device.

MMDs and stores are downloaded separately. If you select a store, you only download details
for that store and not the associated MMD.

1 Login andtap COMMS.
2  Select the MMD for which you want to download store information.

3 The stores associated with that MMD are shown in the Store list. Either select a specific
store or select All Stores from this list.

4  Tap Load Store (or Load All Stores).
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If you have any pending transactions on the device that have not yet been uploaded to the Web
Application, on carrying out a Load Store, you will be prompted to confirm you want to carry this
out. Loading the Store will remove any pending transactions that are ready to send, so if these

transactions are needed, they will need to be sent first.

Please ensure you give enough time for the uploaded transactions to be processed by the Web
Application before carrying out a Load Store (check the transaction log on the Web Application).

Otherwise, the device may download out-of-date stock levels.
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Downloading the NHS Supply Chain catalogue to the device

1 Follow the instructions in ‘Downloading the list of available MMDs’ on page 95.
2 Select Stock Catalogue from the bottom of the MMD list.

3 Tap Load Stock Cat to begin. The download may take a long time.

TECHM

Sakeet naly

B  swckCatalogue

Mot avaiable

99




NHS

Supply Chain

Associating barcodes with products (G)

Products are identified in the catalogue using an NPC (National Product Code). Many products
are packaged with manufacturer barcodes printed on the packaging.

To effectively use the eDC Android application for managing stock and capturing demand, the
relationships between the barcodes and the products they represent must be associated. These
relationships can be captured using the App and uploaded to the web application when store
details are uploaded.

You can associate multiple barcodes with a product. As receiving and issuing products in
different units of measure is possible, you can specify that a barcode is associated with a unit of
receipt, a unit of issue or both. For example, you can associate different barcodes with a case of
a product you receive and with individual items you issue.

To see existing associations and to associate a barcode with a product:

1 Select the ‘hamburger’.

2 Select Barcode management from the menu.

3 Find and tap the product code you want to associate with a barcode.

4 Check you have selected the correct product and scan the product’s barcode.

You are asked to confirm that you want to associate the barcode with the selected product.

W EITam

Barcode Management Done

NHS| 8
NHS Supply Chain

Welcome TECHM

N rome

& Metwork Setup

m Preferences 2

(5] Pending Transaction
o Device Infoermation

Q  catalogue

e S & 3
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The examples below show a product that has multiple barcodes associated with it.
Barcode details are uploaded to the web application when store details are next uploaded.

The eDC Web application lists details of failed barcode updates under the Stock menu in the
Barcode import failures option.

- OV RIVam

& Barcode Management Done

Barcote Tyom
01234567890128 GS1

reates oy
09/07/2018 06:35:26 Techm
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Removing barcodes from products

If barcodes have been incorrectly associated with NPCs, this association can be removed using
the Barcode management option.

To remove barcodes from product records:

1
2
3
4
5

5

Tap Function.

Select Barcode management from the menu.

Find and tap the product code with the associated barcode you want to remove.
Select the barcode you want to delete from this product’s record.

Tap Delete.

You are asked to confirm that you want to delete the association between the barcode and
the product code.

Tap Yes.

The association is deleted the next time the store’s information is uploaded to the website.

~ OV RsiTam

€ Barcode Management Done

i

12345620001 [ CASE

Borcode Trom
01234567690128 G

Cremes oy

09/07/2018 063526 Techm /
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Removing unwanted MMD - and store (G) — details

If you no longer require an MMD or Store on the device.

If you are using eDC Gold and you delete an MMD, you can no longer access any of the stores
associated with it although they are still on the device. To access the stores — including if you
want to delete them — you must load the MMD again.

Removing MMD details

To delete an MMD:
1 Select the MMD that you want to delete.

Delete MMD

9 JCARPENTER2 2 e JCARPENTE 3
Restore Requisition Data
B oistmMo(MO933) v B 01STMO. Clear Requisition Data
None None -
9, U 3 9, 4 3
7 o | 7 "y
ssition flata

2 Tap the three dots on the top right of the screen.
3 Select Delete MMD from the list of options available.

4 You are asked to confirm that you want to remove this information from the device.

Removing store details (G)

Stores are associated with MMDs. They are used to record the receipt and issue of goods and
when managing stock levels. You can remove unwanted store details to make space available
on your device.

To remove a store:

1 Select the MMD and then the Store that you want to delete.
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Tap the three dots on the top right of the screen.
Select Delete Store from the list of options available.

You are asked to confirm that you want to remove this information from the device. The
screenshots on the top row below are from an Android device; those beneath are from a
Windows device.

9 TECHM

Sebect MNO

Restore Roquisition Data

B 01STMO.  Cloar Requisition Data

& ¢ ¢
L &
» 2 o3

Clearing and restoring requisition data

m You can clear requisition data to make some space on your device — cleared requisition

data is compressed and archived.

®m You can restore requisition data if you previously cleared it and now need access to it.

Clearing requisition data

To clear requisition data:

1

2
3
4

Log on and select an MMD.
Tap the three dots on the top right of the screen.
Select Clear requisition data from the menu.

Tap Yes to confirm that you want to archive requisition data associated with the selected
MMD.

Tap Yes to confirm again that you want to archive the requisition data.
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Delete MMD

Delete Store

e JCARPENTER2 2 9 TECHM
Restore Requisiton Data
Select MMD —
et 20w Rt
None ﬁ Auto o
Are you sure 1o wish 10 clear
requisition data from MMD :
DISTMO 7 All current data will be
M) w% E Iz 3 &, ©; b
Eé -‘- my - Fﬂ“ 3 V_ k4 backed up and deleted.
~~~~~ me wsition fa ces iy oo Checa e
Stock Chack Com Requstion flata > NO YES
1 Ve Wite O | Write Bac
AR IR
R Des
Heern o Retrn 1 e s
Sock Sppier

Once archived, requisition data cannot be viewed until it has been restored.

Restoring requisition data

To restore requisition data:

1 Log on and select an MMD.

2 Tap Function.

3 Select Restore requisition data from the menu.
4

You are asked to confirm that you want to restore the data. Tap Yes.
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If you need to clear all the data from the device, or it is running very slowly and you are having
trouble logging in, you can click the Clear Data option below the Login button.

You must be connected to the network to log in after you have cleared the data.

[INHS

Supply Chain

Let's get started

2 jcarpenter2 Confirm

This option will remove all data from
5 the eDC app. If applied, the MMDs,

Stores and catalogues will need to

be re-loaded. A network connection

LOGIN -> will be required to log in, Are you
sure you wish to reset app data.

@ Network Setup NO YES

Clear Data

Success

The App data has been reset. Please
connect to a network connection to
leg in.

oK
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Part 5: Using the eDC Android
application to capture demand and
manage stock

The eDC Android application is used to scan barcodes and capture quantities of various items in
stock.

This information is uploaded to the eDC system and can be used to generate orders.
Alternatively, you can choose to check your stock levels without generating an order.

Depending on how eDC has been configured, orders may be generated automatically, or some
manual intervention may be required.
Capturing demand or checking stock?

When you log on to eDC on the device, you must select an MMD (or one is selected for you, if
you are only associated with one MMD).
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Using eDC Gold to manage your stock (G)

If you are using eDC Gold to manage your stock (which gives you more options than standard
eDC) and want to record stock movements, you must also select an MMD and a Store.

m If you select an MMD but leave the Store as None (or reset it to that value), you see the
Demand Capture options. These options enable you to carry out a Stock Check, go to the
Comms area or capture requisition data (Req Data).

m If you select an MMD and a Store, you see the Stock options. These options enable you to
manage the stock levels in that store.

Saalect MRAD Saalect MRAD

B oistmo (Momas) v B oistmo (Momas) v

None -P - E‘ As P -
& L o B & ¢ €
Snck Cheti Comms RAegusition Caia Pmcatyl Fubiemy | Seack Cack Laas

Waw e O e Back

S ¥ 2 3
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Searching and browsing the catalogue

You can search or browse the product catalogue to find products that you want to order. When
you record demand for these products, a requirement is created for them.

To search or browse the catalogue, tap the ‘hamburger’ icon, and select Catalogue.

INHS )
i NHS Supply Chain
e JCARPENTER2 Webzcens TECHM
Select MMD
B oisTvOo (MOW33) v A rome

Select Store ﬂ Setup
None W
Bt Preterences

% _‘. - ®  arcads Management

B Pending Tranzacticn
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Searching the catalogue

QW E u3Fam

Catalogue

Search

Look In For

MPCAull v

Description v

BAPC-full - Ty Her
Brand-full L

Catalogue Sart By

Fock & Local w MPC -

(®) ard O

Boesmaliscfi e, WRATICH ALY

SEARCH

o, MATEH AR

Specifying the search criteria

The boxes on the left side of the screen (under Look In) contain four default search options.
Each box is associated with a drop-down list, and you can choose different options.

Each option has three versions: full, start and part. The version you choose determines how the
characters you enter must match those of a product for it to be included in the results. The ‘full’
and ‘start’ options are much quicker than ‘part’, which may take a few minutes.

m Full —the characters you enter must match the whole of the value
m Start — the characters you enter must match the start of the value

m Part — the characters you enter must be part of the value, in that order and with no extra
characters (including spaces) interrupting the sequence.

The same list is available in each of the drop-down lists. Check ‘Abbreviations’ on page 9 if you
do not know what they represent.

Running a search

1  Select the type of information you want to search in the column under Look In. (See
‘Specifying the search criteria’ above for guidance on the options available.)

2 Type the text you want to match in the corresponding boxes on the right.

The crosses on the right of the screen, alongside the text boxes, enable you to clear the
values from the boxes. The cross at the top of the column clears the text from all the boxes.
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3  Select which catalogue(s) you want to search, choosing from Stock & Local, Stock only or
Local only.

4 Select how you want the search results to be displayed (by NPC, by Brand by MPC or by
GTIN).

5 Tap Search to begin the search process.

= Catalogue

Search

Logk In For _2
1 ﬂ HPC-start * a /

Description -

MPC-full -
Bennd full v
3 Setsiogue Son by

-_'*sw:l-atow N f—

6  Alist of possible matches is shown.
= An (S) in brackets indicates that this product is from the stock catalogue.
= An (L) in brackets indicates that this product is from the local catalogue.

&~ Search Results

Search - NPCsa 6

ADVE012(CTI) (L) - 15092 12 TEMP PROBES
SENSORS FOLEY CA! 28 Yemprecise

prose
124 420 war

AD14074 (CTI) L) - ADTSO14 TEMP PROBES
SENSORS FOLLY CAT R 148 Tomgrecive
Temgerstore prodes 's Foley catheter prode

ADVSI08 (GTIN) (L) - 15109 A015109 TEMP FROBE
NSORGIN PURPOSE PROBE 91R Tempracioe
robes & semaics peote

pe
qereral papose
ADIS112{GTIN) (L) - 15112 AO1S 112 TEMP PROBE
SENSORGIN PREOSE

PROSE ) 2FR Temprotise
Temparatere probes & sensics Temperative probe
gremral prerpos

ATEI07 (GTIN) (L) - 15307 AO1SI07 TEMP

PROGES SENSORS SKIN TEMP PROBE Temprecise
Tomgaratrs prodes & sencces SN lomporatere prode
ADD series (¢

< O O

7  Tap an entry to show more detail.
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If the product is a Blue Diamond or an eDirect product, icons are shown to the right of the
description.

-~ Qv RiNam

& View A015012 (L)

NG
AD1S012

A015012 TEMP PROBES SENSORS FOLEY
CATHETER 12F. Temprecise Temperature
probes & sensors Foley catheter probe 124r

400 ser
ui e
Cose 146699
e
15012
po e
None g
1
91150 (Gary H)
< O O

8 Tap the arrow to the left of the View.

Make a note of any products for which you want to create demand (you want to order).
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Browsing the catalogue
You can browse the stock and local catalogues separately.

The Catalogue Search page is shown automatically when you tap the Catalogue option on the
lower right of the screen.

1 Tap the three dots in the top right corner of the screen.
2 Tap either Browse Local Catalogue or Browse Stock Catalogue from the menu.

3 Tap a category, which expands it to show its contents. Continue tapping categories and
expanding until you can see details of individual products.

4 Tap an individual product to see details of it as shown on page Error! Bookmark not
defined..

S v B 940 5.m

EBrowse Local Catalogue

€ Browse Catalogue

Browse Stock Catalogue

Browsa Local - By Supplier Refornace

Losk In

Sebect Local Catalogue

Saarch
HPC-ull . 2 (F) ooor4s00 (2]
Query & Query Statistics O B]' MHFC
Description . (e
) |ey EClass
MPCIA v Qurnnmmsy de= §
() |By Brand
Brand:full A WEOB 1002
Catalogee Sart By Q [erMpPC 0004562000
Stock & Local + WP -
() | By Supplier Refemece 123486
@) and o
Resuitile. MATCH ALL) Rugsseslt o . AEATH AN I{:II By Supplier Name 25642000
R34
() kb |8
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Capturing demand

If you have eDC Gold but want to use the device for capturing demand, make sure Store is set
to None on the page you see immediately after logging on.

Creating a requisition from requirements

You can create a requisition from the requirements associated with a particular requisition point.

The list of requirements is only as up to date as the most recent download to the device.

To create a requisition from requirements:
1 Tap Req Data.

2 Either scan the Requisition Point’s code or select it from the drop-down list.

Select Req. Point
Jremire ASHTIE (GLM:
TEGHM 1234567890128)
mhect MDY
B ostvo (Momas) - O AS6TIG
sone . O Asﬁi:tH 2
(O F%60
) ! :
7 = "1 Of Fasara
Stock Check o Requisnion Caie
O F1231)
Ol F20864
1 (Of Moo013
s

If you are using the top-up replenishment method (see ‘Replenishment methods’ on page
26) but you do not want to enter quantities, tap the Enter Qty box to clear it.

3 Tap View to change the display to show requirements.

4 Tap Requirements on the menu.

The replenishment method is shown alongside the name of the requisition point.
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5 Tap aline in the list of requirements.

- Q@ % B ddam.

<  Amend AD15012

NPC [L}
ADIED1Z

Prasu) Desceiglion
AD15012 TEMP PROBES SENESORS FOLEY
CATHETER 12F Temprecise Temperature

g BFg

Caseof 1 LT

Prce ROL

£6.99 20

R3O

HiA

Shock Duamisy Cirder Quantity
[ I I [ |

6 A page showing details of that requirement is opened.

= If the replenishment method for this requisition point is ‘manual’, the cursor is in the box
to specify an order quantity and you cannot specify a stock quantity (it is irrelevant).

= If the replenishment method for this requisition point is ‘automatic’ or ‘top up’, the cursor
is in the box to specify the current Stock Qty (which will enable the system to order the
required quantity). You can manually specify an Order Qty as well if you choose.
7 Click:
= OK to save the information you have entered.
= Cancel to leave this page without saving.
= Undo to clear any changes you have made but remain on this page.

= Delete to mark this requirement for deletion when the device is uploaded. See ‘Deleting
a requisition line’, below.

= Skip to ignore this product for now and move on to the next.

This option is only present if Auto advance is switched on (see ‘Automatically moving
to the next item in the requirements view’ on page 93).

Creating a requisition without a requirement

If you create a requisition without a corresponding requirement (by typing a product code or
scanning one), the effect depends on the replenishment method (see ‘Replenishment methods’
on page 26 for details) specified for the requisition point.
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m If the requisition point is using either automatic or top up replenishment, requisitions without
requirements are deleted when the requisition is processed.

m If the requisition point is using manual replenishment, the requirement creates an ad hoc
order for authorisation.

See ‘Creating an ad hoc order for demand without a requirement’ on page 154 for more
information.

Deleting a requisition line

You can mark a requirement for deletion when information on the device is next uploaded and
processed. Until the demand is processed, it is possible to remove the mark, keeping the
requirement.

You can also delete a requisition line from the information to upload — see ‘Deleting a requisition
line from data for upload’ on page 121.

You can delete a requisition line as you move through a list of products (as described in
‘Creating a requisition from requirements’, above) or by selecting a product from the list
associated with a requisition point. The only difference is that the Skip option is not available if
you have selected a specific product.

The images below show a list of products associated with a requisition point. The last product in
the list is selected and Delete is tapped. The presence of a D in the final column shows that this
product has been flagged for deletion.

© ¥ §otem - RIS oW §aI3am
Requisition Data < Amend 4662000 Done Requisition Data
MML WPC [L} MMD
G DISTMO (M01933) @ 4662000 DsTMOMopan L Sweekefk
Reguubon Port/GILN Produc Dadciglion Reguisition Paint/GLMN
v 4662000 1/4-200 1-1/4 SOCKET HEAD © (CH: -
Q@ aserm 78910) 9 aserm
MEDICAL CTR, DALE BXS | Manua! ) e BFa MEDICAL CTR, DALE BKE | Maral )
Each T I :
L L T T T e M e Doy
Price oL [rype or Scan MPG Quentit m
£3 NA
R0 Mo, I NPC3] = I Drdarqty « [ND
NiA
2
ook Cuam ey Dirder duantity 2 et 4
» 3 " B 3 Ouen ] 12345 ]
< O (] < o m} <] o] O
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Requisition lines marked for deletion are shown in red in the web application. If the deletion
needs to be reverted, you can clear the box to the left of the product code.

Y T T T e LR TSR
Demand management [3644889] DemandType |AII (3) | Filter

Showing all 3 lines 100001 - CASTLE WARD [52]

[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday |

50 100 Prev Page 1 Next

NPC GTIN Demand VLT Group Scaling UOI ROL ROQ Adjustment On order Stock Order Requisition
type days key quantity  quanfity  quantity quantity

PRODUCT133 5851475098540  Extemal i 1 Eaoh 10 o a ljl ljl 10 |2|:-)

French stick

PRODUCT456  12345573012342 Intemal [} 1 Pack 10 o ] 8 0 2 3.00

Chelsea buns

PRODUCT7SY  5808741589623¢  Extemal ] 1 Bottle 22 0 0 El s 200

Lemonade - no sugar

Line value

6 06 o6 D

Tatal 23.00

m Add new line Add suggested demand

PP v e~ S Y
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Carrying out a stock check

You can check your stock levels using eDC by using a dedicated set of screens so that you do
not accidentally create an order by mistake. They function in much the same way as those for
capturing demand but use a different colour scheme, so you are clear on which screens you are
using.

Use this stock check if you are not using eDC Gold, which enables you to check stock at store
level. The information is shown on the Demand screen on the website but is automatically
marked for deletion.

To carry out a stock check:
1 Login to the eDC Android application as normal.
2 Tap Stock check on the main screen.

3  Select the Requisition point from the drop-down list.

Sedect Req.Point
—
O A5673E (GLN: G MM Y e
1234567890128) DSTMO (MO1933) ¢
O As6736 Q aseram v
MESICAL CTR, DALE 8BS { Murnued )
O ase73H ( )
Of Fo196D m
1— No. + Iuvc(u v Qs lm ¢
O] Fosora
Of F123y
O] Fzos6s
O MO0013
) 4
< 0] O

4 You can only record current stock quantities of products:
= You can add products to the list either manually or by scanning a barcode.

= You can step through the list of requirements associated with that requisition point
entering stock quantities. To do this, click View at the bottom of the screen and select
Requirements.

5 Upload results to the web application as described in ‘Uploading information to the web
application’ on page 142.
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Managing requisition data

You can copy requisition data from one requisition point to another if (for example) you selected
the wrong requisition point when recording it. You can also delete duplicate data.

Copying requisition data

Top copy requisition data from one requisition point to another:

1 Tap Req Data.

2 Select the Requisition point that contains the data you want to copy.

3 Tap the three dots on the top right of the screen.

Send MMD Data Send MMD Data
C Restore Requisition Data C Restore Requisition Data
Clear Requisition Data Clear Requisition Data
Reass Reads

Reass e X

9 4 Q covmoqisicoona
It gy
NIC

ouTY Y
NPC lpaﬂe Requisttion Data of AS673H ]

Show onty Req Points with Data [] Show onty Req Points with Data []
No. :

Allow Auto Full screen 0 q w= Allow Auto Full scroen |
Allow spaces in NPC Allow spaces in NPC

a
View Requitement O View Requirement O

kS
View Data ® View Data ®

7ne @ (]

4  Select Copy Requisition Data.

5 Select the Requisition Point you want to transfer the data to (the destination requisition
point).

6 Tap Options.

7  Select Paste Requisition Data. The code of the requisition point from which the data is
being copied is shown.

8 Once the data has been copied, a message states that the transfer is complete. Tap OK to
close it.

Deleting requisition data from a requisition point

After copying the requisition data to the correct requisition point, you may need to delete it from
the one that should not have it.
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You must paste requisition data before you delete the source. Selecting Copy requisition data
only indicates which requisition point’s data is to be copied. The copying does not actually take
place until you have chosen where to paste it.

1 Select the Requisition Point on the Requisition Data screen that should not have the
requisition data.

2  Tap the three dots at the top right of the screen.

Send MMD Data

C Restore Requisition Data

[Clea Requisition Data 3 ]
Reausst

Q Copy Requisition Data

Show onty Req Points with Data [

Allow Auto Full scroen a
Allow spaces in NPC
View Requitemnent O
View Data @ |

< O O

3 Select Clear Requisition Data.

4 If you have chosen to copy data from this requisition point, you are reminded that you
cannot paste the data after it has been deleted. Click Yes to continue.

5 Tap Yes in response to the two messages displayed if you are sure you want to delete the
data.

Ade you sure you wizh 1o chear
bguigition data from requisition
point FO1960 7 All current data will
be backed up and deleted,

MO YES

Clear requisition data from
requisition point FON960

HNO

6 A message is shown when the deletion is complete. Tap OK to close it.
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Deleting a requisition line from data for upload

If you have recorded information about a product that you how do not want to upload to the web
application, you can delete it.

1 Select the line you wish to delete from the requisition data screen on the device.
2 Onthe Amend screen, tap Delete.

This marks the line for deletion on the web application, but it still exists on the list of items
for upload. The item is marked with a D in the list of requisition items.

(- 8 EEUETIR - o W B 941 am.

0914 ®
Requisition Data i < Amend 4662000 Done =  Requisition Data
MMD WG L} MM
B DISTIMO (M0[933) @ 462000 B fon (o33 L Stockehk
Requisitinn FointiGLy Pt Mickesiption Hequisiticn Point/GLN
462000 1/4-20 1-1/4 SOCKET HEAD € (CH:
v
Q@ ass73H 78910) Q@ Aser3n v
MEDICAL CTH, DALE BKE { Manal § it AFe MEDICAL CTR, DALE BKS { Manual )
aro. + |NpC « |roLs |rooe |erme | * Each WA e Dndes gy
Frice RO ) »
K o5 [} £3 MiA
122450 ] o o R No. « | NPC(1) « | Orderqty « | A
y 2 a [ Hia
0
] ] o
Etock Duanisy Oirder Quantity
= 0
(1] >0 il ] 0 1
o o o

A01510 !
HABOIZ a o 0
Undo
ABTIAD 1 o [
AR T4
ABTONE o 7 ] o
4157410 | g I3

3 Tap the item to view details of it again.
The D in the Order gty box indicates that this item is already marked for deletion.

4  Tap Delete. You are asked to confirm that you want to permanently remove the item form
the list.
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- EEEETEN

This will permanently remove the
item. Are you sure you wish to deleta
it?

NO YES

5 Tap Yes.

The item is no longer included on the list of items for upload.
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Managing stock levels and movements on the eDC
Android application (G)

Detailed stock levels and movements are only available if your organisation uses eDC Gold.

Stock movements explained

When tracking stock levels and movements, several options are used. To keep accurate records, you
need a clear understanding of what each option does.

m Receipt — stock is received at your organisation from a supplier. If you do not ‘put it away’
simultaneously, its location is recorded as ‘Goods Inward’.

m Put away — move stock from ‘Goods Inward’ to the store, increasing the available stock at that
location.

m Stock check — check that what you have is what is recorded. This, in turn, corrects the stock level
in the store.

m Issue —removes stock from the store and issue it to a department, individual user, or patient.
Reduces stock level at the store. If the Stock set to Auto-Process, it will be automatically reordered
upon uploading the Store depending on the stock level, outstanding orders, and replenishment
method.

View — see current stock levels.

Write off — out-of-date or damaged stock that is being destroyed. Reduces the quantity of stock
held locally.

m Write back — if there is a higher stock level in reality than recorded on the system, write back
increases the stock quantity to match. This may occur, for example, if you miscounted during a
stock check.

m Ret stock (return to stock) — stock that was previously issued being returned to the store. This
increases stock levels in the store but does not record receipt of new stock.

m Ret supplier (return to supplier) — stock is returned to the supplier for refund or replacement,
reducing stock levels in the store.

m Transfer — transfer stock between one store and another, reducing stock levels at the dispatching
store and increasing them at the receiving store.

m Comms — go to the Comms page to upload or download store data.
Any options on a grey background are for future use.

Before you can manage your stock using the eDC Android application, you must:
1 Login using your username and password.
2  Select the correct MMD from the list.
3  Select the appropriate Store from the list.
4 Select the appropriate option from the set in the lower part of the page.
See ‘Stock movements explained’ above for an explanation of the available options.

The image on the left overleaf is from an Android device, and the one on the right is from a
Windows device.
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Receipting stock using the eDC Android application (G)

‘Receipting’ records the arrival of stock from suppliers. You can ‘put away’ stock at the same
time, setting its current location to your current store, or leave it at ‘GOODS IN’.

To record the receipt of stock from a supplier:
1 Tap Receipt in the list of options displayed below the store.

2 Specify whether this is planned (you have received goods you have ordered) or unplanned
receipting.

Orders only remain available in planned receipting for a specified number of days, specified
for a store. Beyond that time, products must be receipted as unplanned receipts. See
‘Creating a store (G)’ on page 68 for more details.

= Unplanned receipting is when you have received something that was not ordered.

The Reference contains the text Unplanned but can be changed. You can enter up to
20 characters. (This appears in the web transaction log under Local Reference.)

You can also choose to Automatically put away as part of this process, so you do not
have to do this as a separate operation.

Receipt by exception is not available for Unplanned receipting.
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MOOO7F

O Planned @ Unplanned

Reference

Unplanned

Autormnatically Put Away

Begin Receipting

= Planning receipting is when you are checking goods against an order.
If you select Planned Receipt, you must also select an Order Number from the list,
which appears in the web transaction log under Local Reference.
Choose whether to view:
»  Sales Order numbers.

(8) Planned O veplsaned
e Froda Barvase
? ¥ vt
I@ Sales: Order () Purchase Onder l Order List b'e

b vl Wurebier

O D1679M (05/07/2018)
DUBTEM (O80T 201 5) -

B2 aunomanically Pui Away
[] Recetpt By Exzeprion

Purchase Order numbers — if a purchase order has been raised for Blue Diamond
or eDirect orders, you can choose to display it. In the example on the right, the
purchase order numbers have a D suffix and the original orders that triggered their

creation are shown in brackets immediately following.
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If you scan an NPC, EAN or GTIN barcode, the list of orders is filtered to show only
orders that contain that product. To show the full list again, tap Reset.

0946 @

= Receipt

DPOW

@ Planned (O unplanned
Scan Product Barcode
X
@ Sales Order ® Pulﬂlmnrde) Oreler List b e
Select Order Number

() D16TIM [05/07/2018)
No PO (02469M) (01/10/2020) -

Automatically Put Away

[[] receipt By Exception

You can choose to Automatically put away as part of this process, so you do not have
to do this as a separate operation.

You can also choose to Receipt by exception, which will automatically receipt in
quantities for products not requiring a tracking attribute (Serial, Batch or Expiry Date).

(®) Sales Order {7} Purchase Order

Sl v Nl

DETIM [Q507/3018) -

B sunomanicaly P Away
[] Receipt By Exception

3 When you have made your selection, tap Begin receipting.

4 Select a product to record the quantity received by either:
= Scanning the barcode of the product.
= Tapping a line in the list.
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If you selected Receipt by exception (Planned receipting only), you only need to do this if
the quantity received does not match the quantity expected.

5 Specify the number you have received in Qty to Rec.

The number in Tot. Rec. (total received) automatically updates.

Enable Mark as complete if you are not receipting the total amount expected but know that
the remaining amount will not be delivered. This will remove the remaining quantity
expected from the Planned Receipt.

If expiry dates, batch numbers or serial numbers are associated with the product, enter this
data by either by scanning the product’s barcode that includes it or recording this it as
described below:

a In Qty to Rec, enter the number with that expiry date or batch number. If the product is
associated with a serial number, this is set to 1 and cannot be changed.

b  Set the date using the drop-down calendar, then enter or scan the batch and serial
numbers (if applicable).

If a batch number, expiry date, or serial number is required for the product, the record
cannot be saved until this information is provided. If this data is missing, an audible
error tone will sound.

If you are receipting a Serial Numbered product that was previously been in stock but
now has zero-stock, but you will be asked to confirm its receipt. As Serial Number
should be unique, this extra check is in place to confirm accuracy.

The system will also check other stores in the MMD to ensure the serial number being
receipted is not duplicated elsewhere.

c Click Add

An error will show if the specified expiry date is less than the product’s expected shelf
life. The product captured will need to be removed from the receipts screen to continue.

If the specified expiry date is less then the defined Receipt Shelf Life-Warning, a
warning will be shown. The product can still be receipted.
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Error

Expired stock!. This itern cannot be

receipted,

o

If you have more of the same product to receipt, continue to scan their barcodes or enter the
products attributes until the product is completely receipted. Change the date, batch number
or serial number and specify a new Qty to Rec with this different information. If the product
is associated with a serial number, this is set to 1 and cannot be changed.

The number in Tot. Rec. updates to show the new total.

.........

3t-Aug-2018
[ Mark as Complete
| O O

Tap Add to save and record information for other products received.

See ‘Making changes to the information entered (G)’ (following) if anything needs to be
amended.

Select the Left Arrow in the top left to return to the product list to receipt the next product
and repeat steps 5 to 7.
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9  When you have completed receipting all products, tap the three dots in the top right of the
screen and tap Process Receipt.

10 You are asked to confirm that you want to complete receipting all the products, which makes
the stock available for further processing.

You can select Process Receipt... at any time to save the information you have entered. This
reduces the likelihood of discarding work should you be interrupted.

Making changes to the information entered (G)

To make changes to the information entered before confirming receipt:

1 Tap the dots at the top right of the screen and select Edit mode to change any information
you have entered.

2 Use the options below the displayed date (see above) to step backwards and forward
through the individual records to check the information recorded for each.

3 Make any necessary changes.

4 To delete an individual record:
a Tap the Three Dots in the top right of the screen.

b  Tap Delete selected record from the top of the menu shown. (This option on the
Actions menu is only available when you are already in Edit mode.)

c Tap Yes to confirm that you want to delete the selected record.
d The record is deleted and the quantity in Tot. Rec. is automatically updated.

6 Tap Save to save your changes.

7  Select or clear Mark as complete as appropriate.
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8 Tap OK to record receipt of this product using the specified details.

Cancel Order Line (G)

Should it be known that an Order Line will not be delivered, or it has been receipted using
Unplanned Receipt in error, it can be removed from the Planned Receipt.

1  Select the relevant Order Line from the Planned Receipt list.
2 Tap the Three Dots in the top right of the screen.

3 Select Cancel Order Line.

4 Confirm the Cancellation by tapping Yes.

5 Tap OK

Associating barcodes with products when recording receipt (G)
You can associate hew barcodes with products while recording their receipts.

After selecting the product code, scan the barcode you want to associate. If the barcode is not
already associated with that product, you are asked if you want to create that association.

If you do, the association (and whether it relates to receipt, issue, or both) will be uploaded to the
website when the store’s details are uploaded. See page 100 for details.

Clearing receipting information (G)

If you find that you need to clear the receipting information you have entered and start again —
perhaps you were interrupted and have lost your place — you can do so.

To clear receipting information:
1 Tap Actions.
2 Tap Delete receipting data.
You are asked to confirm that you want to delete the information you entered.

3 Tap Yes. The information is cleared, and you can start again.

Put away stock using the device (G)

‘Put away’ adds received stock to the stock held at a particular store. You can only ‘put away
stock that has already been receipted — stock that is currently at ‘GOODS IN’.

To put away received stock:
1 Tap Put away in the list of options displayed below the store.

2  Select the product you want to put away from the list displayed.
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These are listed if your product has many entries (different expiry dates, batch numbers or
serial numbers). You can choose to Put Away All at this stage without going further or you
can tap one of the list entries to put away one of the variations (and optionally record a
reference).

3 Use the keypad to type the number in the box. You can use the -1 and +1 buttons to change
the number being put away. Optionally, record a reference for this product.

YT E XIS

1203 @

Pyt Ay ANl = Put Ay Put hmyy AR

= Put Away PutawayAll | € Put Away

Select or Scan Product

None
MK4556L None
06-Aug-2025 1 in stock

roup key formatio
None None

4 Tap OK. This returns you to a page showing how many of these products are left to put
away. (You can Put away all now if you decide to do so—see the image on the right,
above.)

5 Tap OK to return to the list of products for putting away.

6 Tap OK again to return to the stock management options screen.

Perform a store-level stock check using the device (G)

A store-level stock check enables you to verify that the quantity of stock recorded on the system
matches the physical quantity in the store. Stock levels captured are then compared to the levels
on the system, and write-back and write-off transactions are raised to balance the levels.

You must select a store to perform a store-level stock check. The Stock check option shown
when no store is selected is not part of eDC Gold and is described in ‘Carrying out a stock
check’ on page 118.

To perform a store-level stock check:
1 Tap Stock check in the list of options displayed below the store.

2 Select or scan the product you want to check stock levels from the list displayed.
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= Stock Check § < Stock Check
Select or Scan Praduct HPC
0.2% FOTO44
‘Soon Froduct Barcode MrE TN
} Mone Hane
! fean Wee, Ead or GTIN m Sean Produet Barcode
WP 4 | B ¢ | Exprde | checked s ? R

099765 2

R OCTHNE AIME

2070 M-QCTFINS RANE
21ACTHNG IME

13345 F-AUG-HHE HAIME

< Q O < @] O

3  Select the item or group of items to check from the list, which may contain:

= Multiple entries for a product because they have different serial numbers, expiry dates
or batch numbers (see example above).

= Stock levels split by those put away (all stock in any location is shown in one row) and
those receipted but not put away.

4 If some stock is expected (Expt’d), the Stock check screen opens. Enter the quantity in
stock in the box and tap OK.

&~ Stock Check

NP
FQT046 m
M N
None None
Sera Banch
Noae 123455789012345
67890
Expry Stork
21 Aup 2018 3 stock ‘—
None 10

@ :0©

< O O

If no stock is expected (the number in Expt’d is 0) or if you are recording that you have
stock with a serial number, batch number or expiry date, you must add stock manually.

a After selecting the product, tap the three dots in the top right corner of the screen.

132




NHS

Supply Chain

Darlede shock chock data

NPT
o FQTIa309

MPC

Mong Fane

Scan Product Barcode

i

b Tap Add new stock item.

c For stock with no additional attributes, specify the number in stock.
For stock with additional attributes, the appropriate fields are available for completion,
for you to record the serial number, batch number and expiry date (if applicable).

- © v R1030am

€& Add New Stock Item

NPC
o FQT10309 G

< O O

d Tap OK to return to the screen showing products by location or other attribute (serial
number, batch number or expiry date).

e If there are other entries for that product, repeat this step for each.
f  Tap OK to return to the list of products and repeat from step 2.

5 Tap the Three Dot menu and then tap Complete All... when you have finished the stock
check for this store.
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7 Tap OK to acknowledge the message stating that the stock check is complete.

9:30 a.m
!

NFC Add new stock item
0 FQT10309
MAC Delete stock check data
None None

a0 Product Bircode
< O O

Deleting stock check data

If you have made a mistake and want to begin a stock check again:
1 Tap the Three Dot menu.
2 Tap Delete stock check data.

If you have added data using the Add stock data option, that data has not been deleted. You
must enter the quantity as zero when redoing the stock check.

Uploading stock check information (G)

If you attempt to upload stock check figures without selecting Complete you can confirm the
stock check is complete and process the information at that stage.

Issue stock using the device (G)

Issuing stock marks a quantity of a product as used. It reduces the quantity of stock held in the
store. This also allows the allocation of this stock item to a Department and/or Client and to set a
Local Reference number. For Products that are defined as Auto-Process, this transaction will
raise orders, depending on the replenishment level, resultant stock level and outstanding orders.

To issue stock:
1 Tap Issue in the list of options displayed below the store.

2 Select the product you want to issue by scanning its barcode, typing its code into the search
box using the keypad or selecting the product in the list.
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A screen may open with multiple entries for a product if items have different serial numbers,
batch numbers or expiry dates. If applicable, select the batch/serial of item to issue.

The Issue screen opens.

e W B in3am

Done

Sedect or Scan Product NP El
o FOTI0295

MPLC GTIH
? fzan i Rasat None Nene

Serial Bach
home 12345

Expiry
31-Jul-2018

Cuapaartredit

All v
Cligm

A v

Refirense

The top part of the screen is only for information. The Site is fixed — it contains the store you
selected when logging onto the eDC Android application.

Optionally select a Dept from the list to issue stock to a department or to restrict the list of
people in Client to those within that department.

Leave this as All if you want to view Clients in all departments and those not allocated to a
department.

Optionally select a Client to issue stock to a particular client. If stock is being issued to a
department, leave this as N/A.

Optionally enter a local reference for this stock issue in Reference.

Use the -1 and +1 buttons to indicate the Quantity to Issue (or type the quantity into the
box).

Tap Done to issue the stock. The quantity you have issued reduces the existing stock level.

a If you need to cancel the Issue, tap the Left Arrow in the top left to return to the product
list.

Repeat the steps from Step 2 if there are more products to issue. The details previously set
(Department, Client, and Reference) are carried over from the previous product. Change
these if needed.
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View stock levels using the device (G)

You can view your current stock levels of any product. To view stock levels:
1 Tap View in the list of options displayed below the store.

2 Select the product you want to view by scanning its barcode, typing its code into the search
box using the keypad or selecting the product in the list.

The current stock level and bin details are shown.

3 To confirm that you are viewing the correct product, tap the row to display a screen showing
more details.

= In the example below, 3 items are in Stock. The stock was received as individual items
and issued as individual items.

1214PM T & B &

< View

NP
e FICZ5001 m

MPC GTIN
257870 OUBESS36 /724673

Deecripticn

Arthroscaple Drills Buldes Heamers Scrow
and Fization devices Disposahle kit for 1.8mm
sunplier

SMITH & NEPHEW ADVANCED SLIRGICAL
DEVICEES

Sz Dalch

Mane Mane

Recrip: UK

Each

Exgiry
Mane

B sz UOM
3in stock Each

4  Tap the Left Arrow to return to the Product list.

Write off stock using the device (G)

You should write off stock when you need to reduce the quantity you hold but do not want to
issue it or return it to the supplier. This may happen, for example, when stock has reached its
expiry date, or has been damaged or lost.

To write off stock:
1 Tap Write off in the list of options displayed below the store.

2 Select the product you want to write off by scanning its barcode, typing its code into the
search box using the keypad or selecting the product in the list.

The current stock level and bin details are shown.
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3 Select a reason for the write-off from the Reference drop-down list.

4 Use the -1 and +1 buttons to indicate the Quantity to Write Off (or type the quantity into the
box).

5 Tap Done to confirm the write-off.

a If you need to cancel the write-off, tap the Left Arrow button.

@ v Binazam. - @ v B 1032am
< Write Off
Seloct or Scan Product NP
FOT102%3
Scan Product Barcade
WFC aTiN
Hene Hane

Scan Product Barcode

‘g [can 651-128 Barcode

12 EE D200 WINE 1

45677

J 0 (] J O O
= @ v 0 1032am @ v 0 103zam
€ Write OFf Done

Reason
NPT
FOTI0203 @ O Damaged by Trust
MPC ETIN
Mene Mone Expired (Owned)
Serial Bch
Mone sery Lost (Consigned)
Espiry S1ock
3-Naw-2018 7in stock
Riterence Lost (Owned]
Type: Here
Me Longer Used
Duarty o Wiite O [Owined)
@  ©
Ohsolete (Owned)

Other

Surplus (Owned)
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Write back stock using the device (G)

Use the ‘write back’ option when you need to increase the level of stock in the store but have not
received any more from your supplier nor had issued stock returned. For example, you may
have reduced the quantity held in stock during a stock check and subsequently found the
missing items in a different location.

To write back stock:
1 Tap Write back in the list of options displayed below the store.

2 Select the product you want to write off by scanning its barcode, typing its code into the
search box using the keypad or selecting the product in the list.
The current stock level and bin details are shown.

Select a reason for the write-back from the Reference drop-down list.
Use the -1 and +1 keys to specify the Quantity to Write Back.

Enter or scan for any attributes defined for the product.

o 01 B~ W

Tap Done to confirm the transaction.

a If you need to cancel the write-off, tap the Left Arrow button..

" B 1032 am, W% B inzam
< Write Back Done
Select ar Scan Product 0 MR D
FATI0295
Scon Product Barcode
Scan Praduct Sucade
T b 051128 Barnode m
MPL GTIN
[ Mare
Rith Hmber Seril Hrnber Reason
L
() Input Errar
Enpiry Oste
26-hug-2018

Relerence

Buarkty bo Witle Back
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Return goods to stock using the device (G)

If you have issued stock that was returned to you unused, you can return it to stock.

To return goods to stock:

1
2

Tap Ret stock in the list of options displayed below the store.

Select the product you want to return to stock by scanning its barcode, typing its code into
the search box using the keypad or selecting the product from the list.

The current stock level and bin details are shown. Tap the product to open a list of the
people issued with this product (see image on left, below).

Tap the client from which you want to record the return. A screen showing the total number
of this product issued to this client (or to unknown clients) is shown.

= Retum to Stock Return to Stock
Select or Scan Product o HPC D
FOT12554
MPC GTIN
None Mone
Serial Baich
None 50338
Eapiry
E1-0ct-29
Client Issase Quantity
Mr Turrier 2
Reference
Docsariity Rt 16 51
@ ©
1| Q O <] Q O

Optionally enter a reference for this stock return.

Use the -1 and +1 buttons to indicate the Quantity to Return To Stock (or type the quantity
into the box).

Tap Done to confirm the transaction.
a If you need to cancel the return to stock, tap the Left Arrow button.
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Return goods to the supplier using the device (G)

You can return goods to the supplier, decreasing your stock levels. To return goods to the
supplier:

1 Tap Ret supplier in the list of options displayed below the store.

2  Select the product you want to return to a supplier by scanning its barcode, typing its code
into the search box using the keypad or selecting the product from the list.

3 The Return to supplier screen opens.

e " B 1033 am. 10:33 &,

= Return to Supplier

Scloct or Scan Praduct WP
FOT125%

MPC GTIN

Expired

Sean Produst Bamode

Shert dated

Mone Mone

Seral Bach

Nene 5466 Incorrect delivery
Espiry S0k

21-0et-2019 Zin stock

Faulty product

Rixason

Tipe Here Customer damaged

Corty Faatum oo Sugpler

@ ©

Inventory level
reduction

Product/range swap
out

Praduct recall

4 Select a Reason for the return from the drop-down list. This reason is shown as the Local
Reference in the Transaction Log — see ‘Monitoring transactions (stock movements) (G)’
on page 169).

5 Use the -1 and +1 buttons to indicate the Quantity to Return to supplier (or type the
guantity into the box).

6 Tap Done to confirm the transaction.
a If you need to cancel the return to stock, tap the Left Arrow button.
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Transfer stock using the device (G)

You can transfer stock from one store to another, keeping an accurate record of your stock’s
location.

To transfer stock:

1 Tap Transfer in the list of options displayed below the store.

2  Select the destination site and store from the lists of those available.
3 Tap Begin transfer.
4

Select the product you want to transfer by scanning its barcode, typing its code into the
search box using the keypad or selecting the product from the list.

@ v B1033am. - e v B 1nazam. - @ W 01034 am
= Transfer & Transfer Done
Sebect or Scan Product o HPC: m
FOTI25%

MPC GTIN

Mone Mone

Serial Bich

Hone 54781

Espiry Stk
21-0ct-2N9 4in slock

Stare List

Cranty bo Teanster

— I+

) MO0O7C Techi

5 The Transfer screen opens. By default, your entire stock of this product is set to transfer.

6 Use the -1 and +1 buttons to indicate the Quantity to Transfer (or type the quantity into the
box).

7  Tap Done to confirm the transaction. The stock quantity at your store is reduced by the
number you transfer, and the stock at the destination store is increased.

a If you need to cancel the transfer, tap the Left Arrow button.
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Uploading information to the web application

Once you have captured demand or stock check information, upload it to the web application for
processing.

There are two places (on the eDC Android application) where you can upload requirements to
the main system; stock-taking information can only be uploaded from the home page.

Uploading from the home page

You can upload all information from the device using the option on the home page.
To upload the information:

1  Ensure the Device has an active network connection (WIFI or Ethernet).

2 Ensure you are logged into the correct MMD on the device.

3 Onthe device, tap Commes.

Comms

Uszmame 9 Usernaine
TECHM TECHM
Surkhil WMD) Seleot MWD
B osto (Moisas - B oisTMO (MO933) -
Zalict Sreen Seleci St
T bekect - o seleat -

[ Lecal Catalague Reguirernanis [ Local catalogue [ Requiraments

[ Excude requistition peint withaut Rgmnt

X T

[ Exclude raquistition point withaut Rgmnt

Laad MMD + R Sand MMD data

4 Tap Send MMD Data. Check the communications log to confirm that the data has been
successfully transmitted and the process has ended.

From the requisition screen

Stock-taking information can only be uploaded from the home screen.

1 Tap on Three Dot menu at the top right of the screen.
2 Tap Send MMD data.
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3 Tap Yes to confirm. You are taken to the Comms screen, and the data is uploaded.

A backup copy of all collected data is stored on the device. If any data loss occurs during
upload, the collected data can be recovered, and the upload process can be rerun. See

‘Restoring requisition data’ on page 105 for instructions.

Uploading pending store transactions (G)

To transmit any pending transactions and barcode allocation changed to the Web application.

To upload the information:

1 Ensure the Device has an active network connection (WIFI or Ethernet).

2 Ensure you are logged into the correct MMD and Store on the device.

3 On the device, tap Comms.

9:29AM 1 &
= Comms
Usermasera:
KKERVINIONES
Select MMD
B osTao Mo v
Select Stare
o ustToR A\

s brd
1 1 natt g rrasan axmplata ()

o30AM T O

)

sanding Dete..

2:30AM 1 &
= Comms
Usermasera:
KKERVINIONES
Select MMD
B osTao Mo v
Select Stare
o ustToR A\

Send Store dete

i

e meane ardar to sard (%)

dete upload comlete (7)
ansdar corrplete, Updating stats.. ()

4 Tap Send Store. Check the communications log to confirm that the data has been

successfully transmitted and the process has ended.
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Part 6: Managing demand and orders
using the web application

Demand is the requirement for stock. It can be specified manually or calculated automatically by
comparing current and required stock levels. The stock levels you require of any product are
specified as ‘requirements’ (see the section called ‘Requirements’, which starts on page 50 for
instructions on creating and modifying requirements).

Demand (and stock levels) can be recorded directly into the web application or captured using
the device and uploaded.

Demand forms the basis of orders: products are ordered when a demand exists. Depending on
how your requisition points have been configured, orders may be created automatically when a
demand exists, or you may need to convert demand to orders manually.

Demand is managed from the Demand option on the menu when using the web-based

application.
NHS

N " Mrs Alison Peck
Catalogue  Requirement 'Demand ~Stock Repos  Configuration  Log out AJP123 - Hollows Respite Care Unit [adit] | Castle Ward - (Castle:

NHS Supply Chain

NHS Cat Online Ordering Suppliers About Us Contact Us Search

Welcome to EDC
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Managing demand

The Demand summary page enables you to verify data uploaded from the device and make
changes if necessary. You can modify the quantities being ordered, create additional demands,
or delete a demand.

When you have checked the information, you can create an order from the demand to submit to
NHS Supply Chain or your local purchase system, depending on the source of the products you
have identified.

Stock check information for a requisition point (not at store level — not eDC Gold) can also be
viewed from the Demand summary page.

You must click Process demand to create an order from the demand.

Click Demand on the menu to open the Demand summary page.

=

Catalogue Requirement Demand Stock Reports. Configuration Admin Log out AJP123 - Hollows Respite Care Unit | »dit] | Castle Ward - (Castle’

Demand summary

[ requisition point Created Last updated Summary

D 100001 - CASTLE WARD [52] (GLN: 6785643256785) Mrs Alison Peck on 20/02/2015 15:51:31 1 record in total
[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday |

D 100005 - WEAVER WARD [47] (GLM: 5735204748374) Mrs Alison Peck on 15/02/2015 13:52:30 5 records in total
[ Automatic, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday | 5§ missing requirements

I:l 100007 - PALACE WARD [45] (GLN: 8483728304028) Mrs Alison Peck on 09/02/2015 09:44:00 2 records in total
[ Automatic, Preferred delivery day: Monday, Tuesday. Wednesday, Thursday, Friday ] 2 missing requirements

D 103025 - PRIORY WARD [34] (GLM: 4230203053028) Mrs Alison Peck on 09/00/2015 14:47:00 Mrs Alison Peck on 09/02/2015 14:40:12 4 records in total
[ Automatic, Preferred delivery day: Monday, Tuesday. Wednesday, Thursday, Friday | 2 missing requirements

D 101001 - CATHEDRAL WARD [42] (GLM: 7232203247223) Mrs Alison Peck on 22/02/2012 17:17:40 Mrs Alison Peck on 23/02/2012 17:17:40 0 records in total

[ Automatic, Preferred delivery day: Menday, Tuesday, Wednesday, Thursday, Friday ]

Delete selected Create new demand

Ry W " S NPT S S S SR N R T Y

Demand for all requisition points linked to the MMD you are currently associated with is shown.

Below the name of each requisition point in the list is the replenishment method used by that
requisition point (‘Automatic’ for Priory Ward and ‘Top-up’ for Castle Ward) and its preferred
delivery days.

Details of when the information was created and last updated are also shown.
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View existing demand

The right of each row contains links to the details of the demand currently recorded for each
requisition point.

= The ‘in total' link opens a page showing all the demand for that requisition point, including
those without a corresponding requirement.

= The ‘missing requirements’ link opens a page with the demand for that requisition point but
only shows those without a corresponding requirement.

Click one of these links to open a page showing details of existing demand.

DemandType |INES Filter

Stock Demand (J

Demand management [2753906]

ssing Requirement (1)
Unauthorised Requirement (0)
Missing Product (0)

Zero Quantity (1)

Pegesze 10 25 50 100

[] wec GTIN Demand VLT Group Scaling UOI ROL ROQ Adjustment On order od i Line value
roduct Filter
type days key quantity quanti Suspended (a}
[ Aamozz soi7728170228 None 1] 0 Caseof 24 a [1] o I 4] 1] [1] 0.00
Cold Beverages Carbonated 330m! Can Sprite Zero 330ml can Create requirgment
Uploaded via PDA by apeck on 03/09/2015 14:47:00 | 1 Cosect2 2 3 0 3 | 5 5 205
B cold Beverages Juice Drinks PET Bottle Blackcurrant Light 500ml - PET bottle Out of stock
[ Aar30e =017728175888  Nome 0 1 Caseof24 1 5 0 Ej B 8 5788
D Cold Beverages Carbonated 330ml Can Coke zero sugar 320ml In stock
U 100.71

Back | Addnewine | Add sugpested emand

P B T _frem—n. e

Demand can be added in one of three ways, and an icon on the left of each line shows how that
line was added. By placing the mouse cursor over the icon shown when it was created, as seen
in the example above.

The three methods of specifying demand are:

A Automatically, from stock levels captured using the device and other information held in
the system (see ‘Create demand automatically’ below).

o Manually in the web application (see page 147).
U Using the device (see page 114).

To reduce the quantity displayed, you can filter the demand by type. A number in brackets after
each demand type shows the number of products in that category, and this can be a good way
of checking that demand records are complete before processing them.
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The VLT days is the lead time for Blue Diamond items when those items do not comply with the
standard lead times. The number of days shown is the actual number of days (not the additional
number), although non-Blue Diamond items have a VLT of 0.

If a demand line is known to have an order on the system, this will show on the right hand side of
the demand line. Click on the Outstanding Order link to show the order details. If the product is
a non-eDC Gold (non-defined) item, then the order details will come from RESUS. If the product
is an eDC Gold item, then details from Planned Receipts will show.

Create demand automatically (G)

If the Requisition Point has an active store, you can create demand automatically by clicking
Add suggested demand at the bottom of the page. This option will only be used on Product
lines that are not defined as Auto-Process.

The replenishment method you are using for this requisition point (see ‘Replenishment methods’
on page 26 for an explanation of replenishment methods) and your current stock levels are used
to generate the appropriate quantities to order automatically.

You can change the Stock quantity and Order quantity if necessary.

If you click Add suggested demand again, all your manually adjusted quantities are returned to
the calculated values based on your recorded requirements and current stock levels.

Create demand manually in the web application

You can manually create a demand on the website for any requisition point.

If the requisition point already has some associated demand, you can click the ‘in total’ link on
the right of the row containing it and skip steps 1 to 3 below.

1 From the Demand summary page, click Create New Demand at the bottom right corner.
2 Select the appropriate Requisition point from the list displayed.

Create new demand X

Select requisition point

Req point 2] I:l

100002 - ASBEY WARD [41] (GLN: 4573529382710) ~
100005 - WEAVER WARD [47] (GLN: 8738204748374)

100007 - PALACE WARD [45] (GLN: 9483728394926)

100095 - SNOWFLAKE RESPITE CARE UNIT (GLN: 3392915273488)

Cancel Create demand

You can jump to the desired requisition by typing its name or code into the box above the
list.
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3 Click Create demand.

The Demand management page opens. If there is no existing demand for this requisition
point, it will be empty.

R I e W e T R i,

Demand management [36445891] DemandType | All (1) v| Filter
Showing all 1 lines 100001 - CASTLE WARD [52]
[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]
Pagesize 10 25 50 100 Frev Page 1 MNext
[ wec GTIN Demand VLT Group Scaling UOI ROL ROQ Adjustment  On order Stock Order  Requisiion  Line value
type days key quantity  quanfity  quantity quantity
[] propase  ssoss412325740 Mone 0 1 Each 1 o o El o 0.00

& Rich Tea Biscuits

Total 0.00

m Add new line Add suggested demand

e A PR T T e e e L W R PR s S

4 Click Add new line.

5 Start to type the NPC code in the box indicated by the arrow in the image below. If
appropriate, restrict your search to Local or Stock products.

Add new demand line x

Enter an NPC and product type to find a product

. ‘ Al .
n Local
Product details
NBC N
MPC

Full description

EClass

Unit of issue
GTIN

Brand

Lead time

Supplier name

Price details

Band 1 Band 2 Band 3 Band 4 Band 5
Quantity

Price

Cancel

6  Select the product from the list of possible matches displayed.

Any products shown in blue text already have demand recorded for them.

If you want to change the quantities for a product with demand recorded, select it and click
Edit demand. The demand management page opens and shows just that product.
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7  Check that the product you want is available. Use the scroll bar to view Price details, then
click Add new line.

Add new demand line x
Enter an NPC and product type to find a product A
PROD123 - Ginger nut biscuits All b

Local product details

NPC PROD123

MPC

Full description Ginger nut biscuits

EClass ADA - Biscuits

Unit of issue Case of 20

GTIN 45325896741589

Brand

Lead time

Supplier name 1234ref

Contract reference

Expense code

Adhoc product No

Price details

Cancel Add new line

The product is added to the Demand management page.

If no requirement exists for the product you have added (see image below):

= You will not be able to edit the Order quantity (so if you process the demand, this
product will not be ordered)

= Alink to Create requirement is shown on the right of the row.

I e b e g A, T i el P TS S T TP |
Demand management [3644894] DemandType |AII (2) | Filter

Showing all 0 lines 100001 - CASTLE WARD [52]

[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]
Pagesize 10 25 50 100

D NPC GTIN Demand VLT Group Scaling UOI ROL ROGQ Adjustment On order Stock Order Requisition Line value
type days key quantity quantity quantity quantity

PROD4SE 5306541238574 Externs| 0 1 Esch 1 ] 0 ljl ljl 1 1.50

J
¥l Rich Tea Biscuits
O
L

PROD123  45325206741530 External 0 1 Caseof20 10 0 [ El 0 0 1

Ginger nut biscuits Create requirement

Total 1.50

“""’Mm._‘

TN e T R, e e e e e el

8 Ifa Create requirement link exists, click it to create a requirement now.
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= You must do this if your requisition point uses automatic or top up replenishment as
demand without associated requirements is deleted when the demand is processed.

= You can optionally do this if your requisition point uses manual replenishment — create a
requirement if this is going to be a regular need from now on or ignore this option and
allow the system to create an ad hoc order. See ‘Creating an ad hoc order for demand
without a requirement’ on page 154.

If you do not want to create a requirement, go to step 10.

9 The Requirement management page for the product without a requirement opens.
a Specify Requirement details.
b Click Save changes. You are returned to the Demand management page.

If you click Back to demand, you are returned to the Demand management page without
saving any changes.

10 Update the Order quantity (and Stock quantity, if appropriate).
11 Click Save changes.

Deleting demand

To remove the demand for a product so it is not included in an order generated from the current
demand, select the box to the left of the product code. Demand marked for removal in this way is
shown in red text and will be deleted when the demand is processed.

D NPC GTIN Demand VLT Group Sealing UOI ROL ROQ Adjustment On order Stock Order Requisition Line value
type days key quantity quantity quantity quantity

[[] PrOD45s  5so85412385748 Externzl 0 1 Each 1 0 o ljl ljl 1 1.50
45325308741520 Extemnal o 1 Caseof 20 o o o ljl ljl 10 000

-'%‘ Ginger nut bisc}

If you change your mind, click the box again to remove the tick.

Lines created after the upload of stock check data from the device are automatically marked for
deletion.

Suspended lines

Items that are suspended from the catalogue are highlighted. The reason for the suspension is
shown, and an indication of when the product will be available is given.

If an alternative product is available, a link to it is shown.
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[T U e e e T P e A T T T T e T T T ot P s, S VR st
Demand management [3649234] DemandType |AII 1 “ | Filter

Showing all 0 lines 100001 - CASTLE WARD [52]

[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Pagesize 10 25 50 100

D NPC GTIN Demand VLT Group Scaling UOI ROL ROQ Adjustment On order Stock Order Requisition Line value
type days key quantity quantity quantity quantity

[] aeB1s5s  7s13035710733 Stock o 2 Caseof8 2 0 Scaled 0 ljl ljl z 2372

Ml Cereal breakfast Crisped rice 6x550g retail pack
This product has been suspended for the following reason 'Delays due to p i ge'. Itis i d that the ion will end on 05/02/2012
Indirect alternative: AEB000 Cereal breakfast Crisped rice 3x3 33k
Indirect alternative: AEB154 Cereal breakfast Rice Krispies 12x510

Total 23.72
e S e U e ¥

If you click the link to the alternative product, it replaces the original, and the Order quantity is
adjusted to meet the alternative product's existing requirements.

If there is no existing requirement for the alternative product, a link to create one is shown.

T e T N e S e L PO
Demand management [3649234] DemandType |AII(1) v| Filter

Showing all 0 lines 100001 - CASTLE WARD [52]

[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Pagesize 10 25 50 100

D NPC GTIN Demand VLT Group Scaling UOI ROL ROG Adjustment On order Stock Order Requisition Line value
type days key quantity quantity quantity ‘quantity

[] aeBoon  sosopeazzicss Mone il 0 Caseof2 0 o 0 ljl 8 4 126.48
Bl Cereal breakfast Crisped rice 3x3.33kg Create requirement
Total 23.72

e T T B T e e I PR, T e

Creating a requisition (order) from the demand

Once you have validated all the demand information and made any necessary changes, click
Process demand to send the requisition to NHS Supply Chain or your Purchase Order system.

A page shows the number of order lines that will be processed. It also shows how many lines
have been marked for deletion when the demand is processed and allows you to delete other
items that cannot be processed.

If this page has been populated after uploading a stock check from the device, all items are
marked for deletion.
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R T T T T i e e etoe s WU |
Demand management [3649235] DemandType |A|| (4) ™| Filter

Showing all 0 lines 100001 - CASTLE WARD [52]

[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Pagesize 10 25 50 100

D NPC GTIN Demand VLT Group Scaling U0l ROL ROQ Adjustment On order Stock Order Requisition Line value
type days key quanfity  quantity  quantity quantity
[] aesaoo 5050083221644 None [i 0 Caseofl 0 o (] ljl 8 4 128.42

Cereal breakfast Crisped rice 3x3.33kg Create requirement

ABCO10 7613035425814 Stock [ 1 Caseof 32 1 o o ljl [ £0.00

Prepared feed SMA Gold Prem 2 80ml

L
]
L
[0 proDucTase 12245678912342  Internal 0 1 Pack 10 0 o ljl 20 a0.00
L
O
L

Chelsea buns

ADE192 Stock [ 1 Esch 2 o 4 20 203.20

Biscuit Milk ch late digesti 2 biscuit pack Case of 48 Dutstanding order

Total 325.92

m Add new line Add suggested demand Save changes

From here you can:
m Print a summary of your requisition — see ‘Printing a summary of the demand’, below.

m Use the information stock-taking purposes, to create a stock report — see ‘Stock levels from
demand’ on page 155.

m Process the demand to create requisitions (orders) from it — see ‘Process the requisitions’
on page 153.

You can do all the above tasks but must print a copy of your requisition or create a stock take
record before you process the demand.

Printing a summary of the demand
Click the link on the left of the page. A separate link is shown for each requisition type (the arrow

in the example below points to the Stock requisition link).

e e i e e e I PP
Process demand [3649235]

100001 - CASTLE WARD [52] (GLN: 6785643256765) [ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Number of lines Total value Process
[inc VAT]
Stock requisition h @ 27220 [
Internal reguisition 1 30.00 E
Missing Requirement 1
Total 4 202.20

EI Delete unprocessed items?

N A e

P
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The report opens as a PDF and can be saved or printed as required.

Demand details NHS

NHS Supply Chain

100001 - CASTLE WARD [52] (GLN: 6785643256765)
Stock demand listing

MMD Hallews Respite Care Unit Total lines 2
Depot Test depat Total quantity 26
District 10 Total price 27220
Costcentre  BC Created by Mrs Alison Peck
NPT Description SupplierNams uol CQuantity Valug
ABCO1D Pregarad faad SMA Gald Frem 2 90m NESTLE UK LTD Case of 32 3 £9.00
(GTIN TR1INIS455714)
ADB16Z Biscuit Standard Mik chocolate digestives 2 biscuit | NITED BISCUITS LIMIT | Each @ 203.20
pack Uass ot 18
Tatal 26.00 7230

Process the requisitions

When you Process the requisitions, they are sent to NHS Supply Chain or your local Purchase
Order system as appropriate.

e T e S e R A e
Process demand [3649235]

100001 - CASTLE WARD [52] (GLN: 6785643256765 [ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Number of lines Total value Process
[ine VAT]
Stock requisition 2 27220 M|
Internal requisition 1 3000 [
Missing Requirement 1
Total 4 30220 W pelete unprocessed items?

e | sokTae

I Lo S NP P T T Uy SIS S S ——

You can choose not to process orders of a particular type by clicking the relevant box in the
Process column to remove the tick.

For stock orders, the system generates an order number with an ‘M’ suffix (see the example
below).

e e e e T e T e A
Demand process summary [227654]

100001 - CASTLE WARD [52] (GLN: 6785643256765)

[ Topup, Preferred delivery day: Monday, Tuesday, Wednesday,

Thursday, Friday ]

Demand Type Line count Order details

Stock Demand 2 ‘ Order numbers 02398M (Stock) created suc'.eessfuIID
Internal Demand 1 View details for order id 38765237

Missing Requirement 1 This demand has been deleted

Back to demand summary

L N = S S S S W VG S N Y PR St
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Deleted demand includes any demand that is manually flagged for deletion (see ‘Deleting
demand’ on page 150). It may also include any demand that has an invalid catalogue record or a
zero-order quantity.

For requisition points using the automatic or top-up replenishment methods, demand without an
associated requirement or where the requirement is unauthorised cannot be processed.

If any of these conditions exist, they are shown on the Process demand page (the example
below shows that two lines do not have associated requirements—the requisition point is using
the top-up replenishment method).

Process demand [3649235]

100001 - CASTLE WARD [527] (GLN: 6785643256765) [ Topup, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Number of lines Total value Process
[inc VAT]

37220

2
nternal requisition 1 30.00
Missing Requirement h 1

Tatal 4 302.20

There is no box in the Process column to the right of that row, but to the right of the Total row is
an option to Delete unprocessed items.

m If you choose to delete unprocessed items, they are deleted as the order is submitted.

= If you do not choose to delete unprocessed items, they remain on the Demand
management page and another attempt can be made to process them later (for example,
after creating a requirement).

Creating an ad hoc order for demand without a requirement

You can only create an ad hoc order for demand without a requirement if the requisition point
uses the manual replenishment method.

If you have created demand without an associated requirement for a requisition point using the
manual replenishment method, an option to process that demand is given.

If you do not choose to delete unprocessed items for a requisition point using the manual
replenishment method, any products that are not authorised or do not have associated
requirements are classed as ad hoc requirements.

These ad hoc requirements are saved in the Saved order option in the My orders menu of the
‘Online Catalogue’ application, where you can update them and complete processing.
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Process demand

100002 - ABBEY WARD [41] [ Manual, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday |

Humbar of linas Total walue Frocess
fine AT]

Stock requisition 1 £244.20
Missing Reguiremernt ‘ 1 8,037 80
Total 2 1332180 1] pelete unprocessed items?

All processed demand can be seen in the Online Catalogue application, where its progress can
be followed. See the section entitled “Tracking an order’ in the Guidance Notes for Online
Catalogue for information.

Stock levels from demand

All the information available on the Demand management page (see page 145) can be used in
a stock take report (see ‘Stock take report’ on page 182).

Once you are sure the Stock quantity figures are correct, click Process demand.

On the next page in the sequence, all lines are listed in the Deleted Demand row, and the
option to Delete unprocessed items is selected.

el T TN e T e

P
Process demand [2753908]

I A e

103025 - PRIORY WARD [34] (GLN: 4839203053928) [ Automatic, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Not in catalogue 1
Zero Quantity 3

Total 4 o.oo Delete items?

Back ‘ Stock Take ' m

T SR N T NI NN ot e i e e

Click Stock Take to use the information you have captured as a record of your current stock
levels.

Stock Take takes a snapshot of current stock levels — it does not affect the data.

A message at the top of the page gives the stock take reference number, and the figures are
shown in the Stock Take report.
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P e R

Process demand [2753906]

(J Stock take completed successfully - stock take reference number 9105

°)

103025 - PRIORY WARD [34] (GLN: 4839203053928) [ Automatic, Preferred delivery day: Monday, Tuesday, Wednesday, Thursday, Friday ]

Number of lines Total value Process

[inc VAT]

Not in catalogue 1
Zera Quantity 3

4

Total

[oack | stockTane —
e——

T i P P

a.oo Delete unprocessed items?

e

Click Process to delete the information on the Demand Summary page automatically.

You can use this stock check information to create an order by clicking Back and amending the
previous page, clearing the boxes that indicate rows should be deleted. See ‘Creating a
requisition (order) from the demand’ on page 151 for more information.
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Managing stock levels and movements (G)
eDC Gold enables you to record stock levels and movements at a granular level.

When you receive a delivery, you record that stock has arrived at your organisation. You can
choose to do this as a single stage (receive and put away the stock) or in two stages (receive it
to indicate it has been delivered and put it away to assign it to a particular store).

Stock management (G)

You can use dedicated eDC functions to manage your organisation's stock movements. All of
the available options are listed in the Stock menu in the Stock management group.

Warehouse
Criteria

MMD

DIST03 - TRAINING 03 [Test depot 03]
DIST06 - TRAINING 06 [Test depot 06]
DIST23 - TRAINING 23 [Testdepot 23] ssue
DIST30 - TRAINING 30 [Test depot 30]
DIST35 - TRAINING 35 [Test depot 35] Return to stodk

Store selection Return to supplier

' Stock transfer

HRC-01 - Hollows - Manor Farm site

Castle - Castle Ward
Rpicvm e Rrigres oyt e i

m Receipting enables you to record that goods have been delivered to the organisation — if
you do not choose to ‘put them away’ at this time, they are classed as being located at
Goods Inward. (See page 158.)

m Put away records of the location of the goods when put into their stock locations — you can
combine this function with ‘receipting’. (See page 162.)

m Issue notes when goods are used (no longer in stock). They can be issued to a named
department or an individual. (See page 162.)

m Return to stock enables you to return previously issued products to stock (see page 163),
from where you can re-issue them, transfer them or send them back to the supplier.

m  Return to supplier also reduces current stock levels by returning to the supplier instead of
by issuing stock. (See page 164.)
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m Stock transfer enables you to move stock between locations. (See page 164.)
Receipting stock (G)

When you record the receipt of a product, you increase your stock levels of that product.
Receipting can be planned (you are expecting a known quantity of stock) or unplanned.

Expected incoming stock is shown in the Planned list for the time specified for that store (see
‘Creating a store (G)’ on page 68). After that time, the stock must be receipted as Unplanned.

The instructions for planned and unplanned receipting are very similar — the differences are
important when you do not receive the quantity you were expecting. See ‘Planned receipting (G)’
on page 160 for details.

1 Type all or part of the product code or product description into the box at the top of the
page. You can only record the receipt of products if your requisition point has a stock
definition for that product.

For planned receipts, you can also filter the list by sales order number or purchase order
number; see ‘Planned receipting (G)’ on page 160 for more information.

2 Click Search.

Receipting

[PROD <] D e—- S carch Receipt only v Receipt
Ente

r search term (product descripton. NPC or GTIN)

Unplanned | Flanncd o — 3

PRODUCT123 (Bl
(GTIN: 58521475698549)

French stick
null

PRODUCT456
(GTIN: 12345678912343)

Chelses bunz
null

PROD123

(GTIN: 45325896741589) 5
iGinger nut biseuits -
null u

3 Choose the appropriate tab to Specify whether you are recording the Unplanned or the
Planned receipt of products.

All products for which you have product definitions and that match the code or description
are shown in a list in the box on the left.
4 To select products, you can either:

= Click the product for which you want to record the receipt of stock and, holding down
your mouse button, drag it into the box on the right.

= Use the upper button between the two boxes to move all products to the list on the right.
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To remove all products from the list on the right, click the ooz e T
lower two buttons between the boxes. To remove a s s /
single product, click the cross in the top right of its box.

5 Repeat from step 1 to find all other products you want to receipt.
6 Select either Receipt only or Receipt and put away from the list of options.

7  For planned receipts, ref contains the order number. For unplanned receipts, optionally type
a reference.

8  Specify the unit of measure (UOM), which defaults to the receivable UOM, and record the
quantity (qty) you have received.

9 Click Receipt.

Receipting a

——
hd » Receipt

ref Unplanned | YOM | Each aty B ®

‘adb Search Receipt only
Entar search term (order num. P10 num, product description, NPC ar GTIN)

Unplanned | Planned T#:u SCE?;i?M!IS
02395M ADE152 o

Biscuit Standard (2 of 2) Expected delivery dste: 26/02/2018
Milk chocolste digestives 2 biscuit pack Case of 43
02396M ADB192

Biscuit Standard (20 of 20) Expectad delivery dsta: 26/02/2012 02294M ADB152 ref 0z34M a#l UOM | Esch aty 2 @_(,D
Milk chocolate digestives 2 biscuit pack Case of 43 Biscuit Standard (2 af 2)
Milk chocolate digestives 2

ives 2 teuit pack T of 42 T
“ 6

8

Bstch no.

Expiry dste

Monitoring expiry dates, serial numbers, and batch numbers (G)

If you are monitoring expiry dates, serial numbers, or batch numbers (specified as part of the
product definition — see page 73), icons are shown to indicate what is being tracked:

|5 serial number is being f;?,ﬁ’}';gfimm 1) (B 7

tracked French stick ’
null

B | batch number is being
tracked

.*| expiry date

Boxes are provided when processing the product for including the information required:

m If you are tracking serial numbers, you must enter a serial number for each item in the
group. The example below shows three serial numbers have been recorded for this product.

= You can add more by typing in the box indicated by the arrow.
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= You can delete a serial number if you have added one by mistake by clicking the pink
circle containing the cross (0).

The quantity for this product is automatically set to the number of serial numbers recorded
for it. Click OK.

T L

|
.3

Serial numbers for AAR302

Enter zerial numbers. Hit return after each number,

ST A OSN112A OSN113A o

E e S WP S PPN
=]
=
LVWMW-.,—JV\_.,uvu o gk st

m If you are tracking Batch no. or Expiry date, boxes are displayed for this information to be
recorded.

PRODUCT123 ref [Unplanned | UOM [Each  [w ]| 9 [5 )
(GTIN: 585214756598543) e ] B &

French stick ﬁ Batch no.
null
s Cpiry date

The example above shows the quantity (qty) and Serial no. information that was entered
when recording serial numbers. This is for illustration only: serial numbers would not
normally be recorded for this type of product.

If you enter an expiry date that is sooner than the minimum shelf life specified for this stage,
a message is displayed to warn you that the shelf life is short.

m The paste icon (%) enables you to create another entry for the same product so you can
specify different information (such as different batch numbers).

Planned receipting (G)

Additional reference numbers may be shown to the right of the order number (A in the
image below):

m The current order number is shown first. If this is a computer-generated order — created for
items with a lead time longer than the standard 48 hours - the number has a ‘C’ suffix. In
this case, the original order number immediately follows in brackets.

m The purchase order number, if any, is shown last. This is only applicable for Blue Diamond
and eDirect orders when a purchase order has been generated to fulfil the order.

You can search for an order using the purchase or sales order numbers, but you must search for
the whole number.

The number of items in the order is shown to the right of the product name (B). The quantity you
receive defaults to the number expected, but you can overwrite this if necessary (C).
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By default, the delivery is marked as complete (D). If you expect a further delivery to complete
this order, click the ‘Delivery complete’ icon to remove the tick (E).

i e S B i N I T I P i T
Receipting
|PROD4SB Search Receipt and put away e | Receipt

Enter search term (arder num, /O num, product description, NPG or GTIN)

Unplanned 02399M ENPODE ref nzagam ] aty |2 ()
W (GTIN: 5019829039202) - [v] E:j bl

02392M AARTD Bl
{GTIN: 5054267402343) Napkin dentsl absorbent gauze (2 of 2) Batoh no. [proag

6 15 x 15¢cm
‘Cold Beverages Juice Drinks PET Bottie (3 of 50) Expected delivery date: 22/02/2013 Batch ref: Expiry Date: Expiry date [4n20013

Blackeurrant Light 500ml - PET bottle

Batch ref: Serial number  Expiry Date:
02401M AEB00D ref 1 UOM | Cage aty |1
02401M ENPOOE (B (GTIN: 5050083221644) :
(GTIN: 5019829039 Cereal breakfast (3 of 3) Sapiry d&te | ons

Mapkin dents| sbsorbent gauze (4 of 4) Expected delivery dste: 23/02/2018 Crisped rice 3x3.33kg -

15 x 15em Expiry Date:
Batch ref. Expiry Date:

N Ty NI S G SR s U N R S S

If you then receive the rest of the order, you can search for the product again. This time the
number shown (A in the example below) reflects that you are only expecting 1 from an original

order of 2.
e e s T L NP R PRI el !
Receipting
|AEBOOY % Search Receipt only v Receipt

Enter search term (arder num, FIO num, product deserption, NFC or GTIN)

Unplanned || Planned
02401M AEE000

(GTIN: 5050083221644) :
Cereal breakfast (2 of 3} 0 Expected delivery date: 23/02/2013
Crispad rica 3x3.32kg
Expiry Date:
I T e e e SR s RN PN

If you only receive a part order but are not expecting any more, you can specify the number you
receive (B) but leave the icon to indicate that the order is complete (C). This order is no longer
included in the list of matches for planned receipting.

M T PN e T T | bt A e,

|

Receipting

|AEBDDD | Search Receipt only e | Receipt
Enter search term (order num, FIO num, product desoniption, NPC ar GTIN]

Unplanned | Planned 024011 AEEDOD ref [gzapim i UQ v | oty 4
= (GTIN: 5050083221644} ¢ |

Cereal breakiast (2 of 3} Expiry date
Crisped rice 3x3.33kg
Expiry Date:

e e A L VN S o S S P e
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Put away stock (G)

If you did not choose ‘receipt and put away’ as a single process, you must put your stock away
by selecting Stock, then Stock management and finally Put away from the menu.

The left lists all the stock available to put away. These items have been received (receipted) but
have not yet been put away.

1 Click and drag the item from the list on the left to the list on the right. The item's heading
remains on the left, but the details move to the right.

1 Specify how many you want to put away from the total quantity for each product on the
right. If you do not put away all a product now, it will be listed with the remaining quantity
the next time you select Put away from the menu.

Put away
Receipted items 3 Process
HLINS TS ST 1S e G COTILAITI I S DISESCOr TSI TS YOI S DGR e
ENPODE [Blw () Qty [2
I, ~ (U0 Pack 500) =

ADB192
{UOI: Each 1)

Biscuit Standard
Milk choeolate digestives 2 biscuit pack Case of 43

Mapkin dental absorbent gauze » 1000
15 x 15cm
Bstch ref: BN234 Expiry date: 01/06/2018

AEBODD (GTIN: 5050082221644)
AEEDDD

{UOI: Case 3}

Cereal breakfast

Crisped rice 3x3 33kg

Expiry date: 15/04/2015

Qty: 3

ENP00G (GTIN: 5019825039202)

PROD789 {GTIN: 63552612717825) 2
PROD739 )

{UOI: Each 1)

Coffee making machine Qty: 1

nul

‘Serial number: ABCD123

PROD789 =1

(UOI: Each 1)

Coffee making machine Qiy: 1|

null

ial mumbar DESR122

2 Click Process.

If you are monitoring expiry dates, serial numbers, or batch numbers, a separate entry is created
in the list of receipted items for each instance (each serial number, batch number, or expiry date)
so that the products with shared values can be managed as a group.

Issue stock (G)

Issuing stock marks a quantity of a product as used. It reduces the quantity of stock held in the
store. This also allows the allocation of this stock item to a Department and/or Client and to set a
Local Reference number. Using the Issue function on the Web Application will not raise orders
automatically. You can only issue stock to departments or clients who are on the site you
selected when you log on to eDC Gold.

To issue stock, select Stock, then Stock management and finally Issue from the menu.
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1  Drag the product(s) that you want to issue from the left to the right (or use the arrows
between the boxes to move them all).

If serial numbers, batch numbers, or expiry dates are being monitored, make sure that you

have selected the right product(s)—the same product may be listed more than once with
different values.

If you are issuing this product by the case, the quantity available represents the number of
cases. If you are issuing individually, the number available represents the number of
individual units. For example, if you receive 10 cases each containing 20 items and are
issuing individual items, you will have 200 available for issue.

Issue

ot | =3 5, (o
Enter search term (product description, NPG or GTIN)
PRODT729 (GTIN: 63552612717825) PRODTES (8 G [art sy Ref
PRODUCTA23 (GTIN: 58521475698545) [UOI: Each 1)
PRODUCT123 Bz Coffee making machine Qty: 1
{UCI: Each 1) o
French shick aty-2 Serial number; SNET2
null =
PRODUCT123 [l [FY (%) Gty o Dept Client Ref
PRODUCT123 (Elim {UOI: Each 1)
ELE E=E ) French stick Qty: 2
French stick Qiy-3 D
hull @amh ref. ABC122 Expiry date: 30.'u4.'2u13
Batch ref. BN543 Expiry dste: 31032018
L)
PRODUCTA56 {GTIN: 12345678912343) = 1
PRODUCT456 o)
{UOH: Pack 1) 3 4
‘Chelsea buns Qty: 11
null

3 For each product, specify the quantity (Qty) that you will issue to this client or
department.

4 Choose the department or client from the drop-down lists. You can only select one
option — for example, if you want to specify a client, do not select a department.

If you want to issue the same product to a different department or client, click the paste icon
(%) to create a duplicate entry.

5 Optionally give this transaction a reference.

6 Click Process to issue the stock.

You cannot issue more of a product than you have in stock.

Return to stock (G)

The return to stock option is available from the Stock menu. Select Stock management and
then Return to stock.

1  Search for the product code you want to return to stock.
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7 Choose how many days results you want to show (1 means just show today’s, 2 means
show todays and yesterday’s issues and so on).

Return to stock

| _ 1 ‘ 1 Search 5 Process
Enter search term (product desc. NPC ar GTIN). Mum days == i@ show.
PROD78S (GTIN: 63552612717825)

= PRODUCT122 (GTIN: 58521475638549) Ref Qty [q]
Qty: 1

(%)
‘Coffee making machine =

French stick
null

null
. i
e g a4 2 Issued 23/02/2018 13:50:35
= 3— Batch ref: ABC123 Expiry Date: 20/04/2018

4.
8 Click Search.

Find the issued product in the list and drag it into the box on the right, making sure you
match the client or department, the batch number, and the expiry date (if recorded).

9 State the quantity (Qty) you are returning to stock.
10 Click Process.

The quantity you returned is now available for re-issue or for return to the supplier (see
below).

Return to supplier (G)

You may need to record that you have returned stock to the supplier. To do this select Stock,
then Stock management and finally Return to supplier from the menu.

To return stock to the supplier:

1 Find it in the list on the left (see steps 1 to 8 of ‘Return to stock (G)’, above) and drag it into
the box on the right.

11 Specify the quantity (Qty) you want to return.

12 Select a Reason from the drop-down list (displayed as the Local Reference in the
Transaction Log — see ‘Monitoring transactions (stock movements) (G)’ on page 169).

The value at the top of the list — Expired — is selected automatically. Change this if it is not
the correct reason.
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T T e i N e e e I P e IPE IR
Return to supplier

Items in stock 4 o)y Process
ENPDOG (GTIN: 5019829039202} -~ FHIELEIR (Bl (%) Qty [; | Reason §=vy]
ENPOOS

Ew French stick Short dated
Napkin dental sbsorbant gauze Qiy: 2 nul
15 x 15cm ‘Customer damaged
Batch ref: BM224 Expiry dste: 01/05/2012 Inventory level reduction
Product/range swap out
oze | Procctrecall
HHHD23 Other
Test Kit Qty: 200
50 x ovulation urine LH midstream tests 20mIWML 2
PRODUCT123 (GTIN: 58521475698549)
PRODUCT123 B L)
French stick Qty: 1 )
null B
Batch ref: ABC123 Expiry date: 30/04/2018
PRODUCT123 (B 3
French stick Oty 3

null
Batch ref. BN542 Expiry date: 31/03/2012

PRODUCTAS56 {GTIN: 12345678912343)
PRODUCT456

Chelzes buns
null

oty 11 4

P e L W P S e LW N Ny Y P

13 Click Process to remove selected products from stock.

Stock transfer (G)

You can transfer stock between sites and stores as long as:

m They are associated with the same MMD.

m You are currently logged on to the store that has a stock of the product.

m The destination store has a stock definition for the product to be transferred.
To transfer stock:

1 Select the Destination Site from the drop-down list.

14 Select the Store —if there is only one store at the selected site, this is automatically
displayed and cannot be changed.

15 Find the product to be transferred from the list on the left and drag it to the right. Check

all the details of the product, including batch number, serial number and expiry date (if
shown).

16 Specify the quantity (Qty) to transfer.
17 Click Process.
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Stock transfer

Destination Site: ‘ HRC-01 - Hollows - Manor Farm site V| store | Priory - Priory Ward v | ‘ 2

Items in stock 1 Process
[ | eeooucres B @Ay o Rer

ADB192 Franch stick Qty: 2
Biscuit Standard Cty: 18] null )

Milk chocolste digestives 2 biscuit pack Case of 48 Batch ref: BN543 Expiry date: 31/03/2018

ENFO0S [ 3

Mapkin dental absorbent gauze Qty: 2

15 x 15em

Batch ref: BN234 Expiry dste: 01/05/2018

HHHD23 W) 4

Test kit EFELL “

50 x ovulation urine LH midstream tests 20mIU/ML -

PRODUCT123 [

French stick Qty: 2

null

PRODUCT123 7 )

French stick Qty: 1

null

Batch ref: ABC123 Expiry date: 30/04/2018 v

L e S R e e e

Locating your stock (G)
To see a list of your stock by location, select the Stock menu and then Stock locator.

The page that opens shows the quantity currently in stock and its Primary location (which may

be a store or — if you are using locations with this store — the location designated as primary
location for that stock item.

You can filter the results by specifying a full or partial NPC or GTIN. In the example, below, a
partial NPC has been specified.
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Stock locator Filter NPCIGTIN |PROD Search
Showing all & results
Pagesize 10 25 50 100 Prev Page 1 HNext
NPC Product Base Secondary description, Quantity Primary location Ein Group Batch  Serial Expiry Quarantined
GTIN type description location key  ref. no.
RODUCT123 | ocal Frepsy 2 NIA Store
58521475608540
PRODUCT458 ocal Chelsea 11 NIA Store
12345678912243 buns
PRODUCT123 | ocal French stick 1 NIA Store ABC123 30/04/2018
58521475008540
PRODUCT458 ocal Chelsea 10 NIA Goods
12345675812343 buns in
PROD788 | ocal Coffee 1 NIA Goods ABCD123
B83552612717825 making in
machine
PROD788 ocal Coffee 1 NIA Goods DEFG123
03552612717825 making in
machine
PROD788 | ocal Coffee 1 NIA Goods HIJK123
03552612717825 making in
machine
PRODUCT123 ocal French stick 3 NIA Store BNS543 31/03/2018
68521475698549
Pagesize 10 25 50 100 Prev Page 1 HNext
NP e =

B e I e e

Viewing your stock (G)
To see quantities of stock and its value, select the Stock menu and then Stock view.

Red, amber, and green discs to the left of each NPC indicate the stock levels of each item
relative to either:

Maximum stock level (for products where auto-process is selected — see ‘Creating a stock
definition (G)’ on page 73).

= Reorder level (for products where auto-process is not selected).

@ | Current stock level + the quantity on order combined are less than the maximum stock level or
reorder level (whichever is applicable).

Current stock level + the quantity on order combined are at the maximum stock level or reorder
level (whichever is applicable), or higher.

@ | The current stock level alone is at the maximum stock level or reorder level (whichever is
applicable) or higher.
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Stock view Filter NPC/GTIN |PROD Search
Search results Showing all 3 results

Pagesize 10 25 50 100 Prev Page 1 MNe

NPC Praduct type Base description Secondary description Quantity Unit price Total price
GITN

PROD783 Local Coffee making machine 3 234.58 703.63
63552612717525

@ PRODUCTIZ3 Locsl Franch stick 14 120 18.80
53621475808540

@ FPRODUCT458 Local Chelses buns 21 150 3150
12345678012343

Total C:m 751,@

Plasse nate, prices includs VAT,

Psgesze 10 25 50 100 Prev Page 1 Mext

. SN N o P VN,

et

The totals at the bottom of each page are the totals for that page — if you have more than one
page of results available, this is not an overall total.

The information on this summary page includes the NPC of the product as a link. Click this to
see some details about this stock definition, as shown in the example below.

m The top of the page shows basic information about the product.

m The centre section specifies where different batches (based on expiry date and serial
number) are held.

@ | The expiry date has passed.

The expiry date is within the timeframe specified for the shelf-life warning (for example, itis in
7 days, and the shelf-life warning is set to 10 days). The tooltip shown for this colour
indicates when the item will expire.

@ | Either the shelf-life warning period has not been reached or the product does not have an
expiry date. The tooltip either indicates when the item will expire or states that there is no
expiry date.

m The locations associated with this store are shown at the bottom of the page, with an
indication of which is the primary location.
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Stock view
Product details
NPC PRODUCT123
Product type Local
Description French stick
Secondary description
Group key Bin location Expiry Batch ref. Serial no. Guantity Total price Quarantined
STORE . 28/02/2018 ABC12 2 24
STORE 23/02/2018 BMZ2 ] a
STORE 28/02/2018 BN11 3 36
STORE . 31/03/2018 BNE43 3 386
STORE @ 30042018 ABC122 1 12
Pagesize 10 25 50 100 Prev Page 1 Mext
i o i T e T

Monitoring transactions (stock movements) (G)

To see an itemised list of the transactions that have been made, select the Stock menu and
then the Transaction log.

A list of all transactions for the store you are currently associated with is shown. The name in the
Transacted by column is the person who performed the transaction.

e e LT A LN W L W e T P T
Transaction log

s T R S g P

Datefrom [ |UH pateto [ |8 NPCIGTIN | | Type |None v| searcn

Search results Showing 1 - 10 of 129 results

Pagesize 10 25 50 100 Prev Psge 1 2 2 4 5 € 7 & 9 10 Mexts>
NPC Product Transaction Department Local Client Group Quantity Expiry Bafch  Serial Unit Transaction VAT Date Transacted
GTIN tupe type reference D key date ref. number st value rate by
PRODUCT123  Local Receipt Unplanned 5 23/02/20M3 BNZ2 1.20 .00 0 23/02/2013  Alison Peck
5352147500854 14:22:44
PRODUCTIZZ  Leocal Putaway Futzway 5 23/02/2013 BN22 1.20 .00 0 230202018 Alison Peck
58521475508548 14:22:44
PRODUCT122  Local Recsi nplanned 3 23/02/2012 BN11 1.20 280 0 22022018 Alison Pack |

(e S - ipal S g = V- ity = W et g

- L N i DI e P W o
sasi{dTERRaRm — o T Thbas e

PRODTES Locsl Issue sLT1z22 1 SNETE 234.50 23456 0 230202013 Alison Peck
63552612717825 13:50:34

PRODUCT1ZZ  Local Receipt Unplanned 2 31/03/2013 BNS43 1.20 280 0 220202018 Alison Peck
5352147500548 13:53:38

PRODUCT22  Local Putaway Putzway 3 31/03/2012 BNE43 1.20 280 0 230202018 Alison Peck
5252147550254 13:53:30

PRODTES Locsl Recsipt Unplanned 1 sNETE 234 56 23456 0 220202018 Alison Peck
82552612717225 13:53:23

Total 27 43912

Pagesize 10 25 50 100 Prev Psge 1 2 3 4 5 6 7 8 9 10 Mexts>

R e I I T e T T T e S——
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Filter the information shown by specifying a date range, an NPC/GTIN or a transaction type.

The totals at the bottom of each page are the totals for that page — if you have more than one
page of results available, this is not an overall total.

Monitoring and resolving import failures (G)

Sometimes, attempts to update the information held about stock from the eDC Android
application fail. For example, you may attempt to issue more stock than you currently have, and
because this issue cannot be resolved automatically, the transaction fails. This usually happens
if the Store being uploaded has not been synchronised with the web application causing the
stock levels on the eDC Android application to be out of date.

A failed transaction log is available from the Stock menu: select Import failures from the menu
and all outstanding failed transactions are listed.

= You can filter the display by date range, by NPC and by Type (by selecting from the drop-
down list).

m  You can order the display by clicking any column headers, except for Actions.

A ‘Fail note’ gives you a reason for the failure — you may be able to resolve the issue, or it may
have resolved itself (for example, if more stock has been received.

For each failure, you have two options in the Actions column:

Z You can retry the transaction, to see if it now succeeds. A message is displayed if the
transaction fails again.

Still failed Amount to issue (1) is more than amount in stock (0)

© You can ignore the transaction if it is no longer relevant.
The item is removed from the list. (You may need to refresh the page for it to disappear.)
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Part 7. Reports

Orders are tracked through the system using the order tracking capabilities of ‘Online ordering’
and are described in the guidance notes associated with that application.

General eDC reports

All eDC reports are available from the Reports menu.

Warehouse
Criteria

MMD

Authorisation report

The Authorisation report contains a list of products to be managed and is specific to a given
requisition point. It includes all items where requirements have been set against specific NPC
codes, whether these are stock, non-stock or internal lines.

At the foot of the report, the total number of lines where stock levels have been agreed and the
total maximum stock value of those lines are shown. There is also a narrative to allow the
authorised budget holder to sign off the report as a binding document between the budget holder
and the procurement department, indicating the stock level parameters to be observed when
replenishing stock.

The authorisation report should be agreed upon and authorised by the budget holder at least
every 3 months to ensure the current requirements are reflected.

When generating an authorisation report, you can specify:
= How the report should be ordered by selecting the Print order from the drop-down list.
m  The Demand type from the drop-down list.

m  The range of products to be included using NPC from and NPC to.
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= If your NPC codes run from Ato Z, type A in NPC from and z in NPC to — this includes
the full range.

= |If any of your codes begin with numbers, type 0 in NPC from and z in NPC to — this
includes all codes.

= Optionally specify a range for the Group key.

m Select the requisition points to be included in the report from the list displayed in Available
reg points.

Click Generate to run the report and display the results on a screen. You can print the report if
required.

To export the report directly to Microsoft Excel, click Export.

I e

[, R T
Authorisation report

Selection criteria

Print order NPC v

Demand type

Group key from @ l:l

Available req points @

L ]

770004 - WARD 312 DCGH (GLN: 5055205683386)

772153 - X-RAY RDH (GLN: 5055205685663) ~

772207 - CLINICAL ENGINEERING RDH (GLN: 5055205685700)

772251 - WARD 405 RDH (GLN: 5055205685793)

772253 - MAU RDH (GLN: 5055205685809)

772254 - ENDOSCOPY UNIT RDH (GLN: 5055205685816)

772256 - GENERAL MEDICAL OPD RDH (GLN: 5055205685830)

772257 - RENAL UNIT RDH (GLN: 5055205685847)

772260 - WARD 401 RDH (GLN: 5055205685854) v
772261 - WARD 402 RDH (GLN: 5055205685861)

Generate

—

S R R SN SV NP

The authorisation report contains the following information.

= The MMD number and name, the requisition point number, name and GLN for which the

report has been generated, and the method of data capture are shown in the report heading
on each page.

= The body of the report lists each product and shows details for each of them. An example of
an authorisation report is shown below.

This example report contains 48 pages — it was generated for several requisition points, and
each requisition point begins on a new page.
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EDC - Authorisation report m

NHS Supply Chain
GENERAL MEDICINE DCGH
ReqPoint 770004 - WARD 312 DCGH (GLN: 5055205683386)
NPC MPC uol Brand VLT Group key Type Price ROL ROQ MSL  Max Val GL code
ELWD41 4025 Pack 10 V3000 TREAT s 18682 1.00 0.00 1.00 18.62 72823027

{GTIN: 5000223048258)

Dressing IV vapour-permeable adhesive film sterile 10em x 14cm

ELWOT1 1623w Pack 100 Tegademm IV TREAT s 324 1.00 1.00 2.00 62.48 72823027
{GTIN: 5000435043233)

Dressing IV vapour-permeable adhesive film sterile 8 x 7em ported cannula

ELw213 1828w Pack 50 Tegaderm TREAT ] 3040 1.00 1.00 200 60.80 72823027
{GTIN: 5000435003968)

Dressing vapour-permeable adhesive film sterile 10cm x 12cm

ELYD38 3343 Box 25  Cavilon TREAT s 27.52 1.00 1.00 200  55.04 72823027
{GTIN: B711428085884)

Barier film foam applicator no sting sterile 1ml

ELYD4D 3346E Each 1 Cavilon TREAT s 705 200 1.00 2.00 23.85 72823027
{GTIN: BT11428077582)

Barier film spray no sting sterile 28m| Pump Action

Items: § 220.19

Authorised by | | Designation | ]
Name (Print) | | Date 1

Page 1 of 48 07/02/2018

Authorisation summary report

If you only want to see the total number of lines and total value for each requisition point, use the
Authorisation summary report.

Select the requisition points that you want to be included from the list displayed in Available req
points.

Click Generate to display the report on the screen (from where you can print it), or Export to
export the information to Microsoft Excel.
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Authorisation summary report

T e e U P I o B R e PR

Selection criteria

Available req points @

L ]

770004 - WARD 312 DCGH (GLN: 5055205683386)

772153 - X-RAY RDH (GLN: 5055205665663) ~
772207 - CLINICAL ENGINEERING RDH (GLN: 5055205685700)

772251 - WARD 405 RDH (GLN: 5055205655793)

772253 - MAU RDH (GLN: 5055205685809)

772254 - ENDOSCOPY UNIT RDH (GLN: 5055205685516)

772256 - GENERAL MEDICAL OPD RDH (GLN: 5055205685330

772257 - RENAL UNIT RDH (GLN: 5055205685847)

772260 - WARD 401 RDH {GLN: 50552056856854) v
772261 - WARD 402 RDH (GLN: 5055205655861)

A sample of an Authorisation Summary Report is shown below:

EDC - Authorisation Summary Report m

NHS Supply Chain
GENERAL MEDICINE DCGH

Req point Req point name GLN Total lines Total value
772153 X-RAY RDH 5055205685663 3N 5,786.36
772251 WARD 405 RDH 5055205685793 478 3,064.10
772253 MAU RDH 5055205685809 526 20,230.25
770004 WARD 312 DCGH 5055205683386 212 2,350.88
Totals 1,527 31,440.59

Printing barcodes

To print barcodes, select Barcode from the Reports menu.

1

Choose the appropriate template for the barcodes you want to print from the drop-down list
in Label type. There are currently three barcode templates:

= Bin labels
= Bin labels with requisition point barcodes
= Catalogue sheets

Bin labels are designed to be printed on A4 label type L7162.

Choose how you want the barcodes to be ordered. In Print order, select NPC, Group key,
Description or GTIN.

You must specify an NPC range using NPC from and NPC to.

174




NHS

Supply Chain

= If the NPC codes run from A to Z, type A in NPC from and z in NPC to — this includes
the full range.

= |If any of the codes begin with numbers, type 0 in NPC from and z in NPC to — this
includes all codes.

4 Optionally specify a range for the group key in Group key from and Group key to.

5 If you only want to include barcodes modified after a certain date, click the calendar icon
and select the date from the calendar when it opens.

6  Select the requisition points to be included in the report from the list displayed in Available
reg points.

A e e o i A e e A A
Barcode report

Selection criteria

LA | Bin labels [Avery LT162] v |
Print order NPC v

[ —

Group key from =) l:l

Date modified |:| |

Available req points =]

[ 1]

100001 - CASTLE WARD [52] (GLN: 6785643256765)

100002 - ABBEY WARD [41] (GLN: 4873829382710)

100005 - WEAVER WARD [47] (GLN: 8738294746374)

100007 - PALACE WARD [45] (GLN: 9483726394926)

100098 - SNOWFLAKE RESPITE CARE UNIT (GLN: 8392918273488)
101001 - CATHEDRAL WARD [42] (GLN: 7238293847283)

103025 - PRIORY WARD [34] (GLN: 4839203053928)

‘ Generate '
-0 W

e et I em s pnnn eee T e enendT e, e,

7  Click Generate to create the barcodes for printing.

If your Internet settings do not allow pop-ups, hold down the CTRL key when clicking Generate.
This will allow the pop-up to be displayed.

The barcodes will look like the small example below.

T L e e s T o PN WU S

770004 770004

£3.10 £4.95

Pack 20 Each 1

BFQ 20 BFQ 1

1 ROL 1

EDB237 o ROQ 1 EGP117 ‘ ROQ 1
303403 Hospiform TREAT 2436 Tubifast
(GTIN: 4049500266475) (GTIN: 7332551933821)
Bandage conforming type 1 dressing Bandage tubular elasticated viscose 10m
retention roll

e i Ve NSO e WP RIPNPAV S es N o  V ML PESNIF PES e SN
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You can print the barcodes by using the standard Print option.

When printing barcodes, make sure that Page Scaling is set to None and that Auto-Rotate and
Center is not selected. Check also that the paper size for the printer (in Properties) is set to A4.

. 2l
- Print
Narme: Whos WAL FRETON GOZ 24 A Properties
Status:  Ready Comments and Foms
Type:  HP Laserlet 2200 Series PCL IDcu:umanl and Markups 4
i~ Print Range: [~ Previes
* Al ———nr———
" Curent wiew T
© Curent page o oEoam o F,
Copagestonll [ - =
Suk_:set:lm ™ Reverse pages

Page Handing

Copies | = 11.69
Page Scaling: I MNone j
™ Auto-Botate and Center
I™ Choose Paper Source by POF page size
] izt Document 83x 117 n
Paper 83x11.7 in
1441]

Requirement report

This report summarises the actual purchase history. It includes products that have been
purchased from all ordering sources, not just eDC, over a full 12-month period, not including the
current month.

The financial periods follow the NHS Financial calendar, which is published on the NHS Supply
Chain website.

1

Select the appropriate option from Print order to order the report by NPC, Description,
GTIN, or Group Key.

Optionally specify a range of NPC codes by entering full or part codes in NPC from and
NPC to. These are treated in alphabetical order when determining the range to include in
the report.

Optionally specify a range of group keys to include by typing full or part group codes in
Group key from and Group key to.

Select the requisition point(s) you want to include from the list.

Click either Generate (to create a PDF for viewing on screen or printing) or Export (to
obtain the information in a format suitable for opening in a spreadsheet).
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Requirement report

Selection criteria

Print order NPC v

o
Available req points =)

]

100001 - CASTLE WARD [52] (GLN: 6785643256765

100002 - ABBEY WARD [41] (GLN: 4873829382710)

100005 - WEAVER WARD [47] (GLN: 8738294746374)

100007 - PALACE WARD [45] (GLN: 9483728394926)

100093 - SNOWFLAKE RESPITE CARE UNIT (GLN: 8392918273488)
101001 - CATHEDRAL WARD [42] (GLN: 72382593347283)

103025 - PRIORY WARD [34] (GLN: 4339203053928)

T S S SN —

The report shows the following information, grouped by requisition point:
m  The NPC code and Brand of the product. A brief description is shown on the second line.

m  The Unit of issue (UOI)

m The quantities issues in previous months, individually for the last 6 complete months, then
combined for the 6 months prior to that (working from the oldest to the most recent).

NPCs with no demand will be shown with zero quantities.

m Details of the requirement:

= ROL (reorder level). This will only be shown where requirements have been defined
within RESUS, otherwise N/A will appear.

= ROQ (reorder quantity). Dependant on the method of data capture chosen, this is either
the fixed quantity for automatic replenishment or the difference between reorder level
and maximum stock for top up ordering.

= MSL (maximum stock level). This is ROL + ROQ.
m The average weekly value and issue quantity.

This information is based on the total purchases for the last 12 RESUS periods and divided
by 52 weeks. This figure is always rounded up and is an average figure only.

The value of the weekly issue quantity shown to two decimal places.

Products with a scaling factor applied (see ‘What is a scaling factor?’ on page 52) are
highlighted with an asterisk.
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EDC - Requirement report m

AJP123 Hollows Respite Care Unit NHS Supply Chain
100001 - CASTLE WARD [52] [Top up] (GLN: 6785643256765)

Previous monthly issue quantity Requirement Av weekly summary
HPC Brand uol 7-12 [ 5 4 3 2 1 ROL ROQ MSL Value Issue
PROD123 Case 20
{GTIN: 45325896741589) i) 1] 0 0 [1] 1] L1} 10 - 10 0.00 0.00
Ginger nut biscuits
PROD456 Each
{GTIN: 58965412385749) o 1] 0 0 1] (1] 0 1 - 1 0.00 0.00
Rich Tea Biscuits
PROD789 Each
{GTIN: 83552612717825) i) 1] 0 0 [1] 1] L1} 1 - 1 0.00 0.00
Coffee making machine
PRODUCT123 Each
{GTIN: 58521475698549) o 1] 0 0 1] (1] 0 10 - 10 0.00 0.00
French stick
PRODUCT456 Pack
(GTIN: 12345678912343) i) 1] 0 0 [1] 1] L1} 10 - 10 0.00 0.00
Chelsea buns
PRODUCT789 Bottle
{GTIN: 58967415896239) o 1] 0 0 1] (1] 0 24 - 24 0.00 0.00
Lemonade - no sugar
& products for 100001 - CASTLE WARD [52] [Top up] (GLN: 678564 3256765) Average weekly totals: 0.00 0.00

If you export the file to Microsoft Excel, the group key, maximum stock level, brand and MPC are
included.

Requisition report

1 Select the Report type from the drop-down list. This is based on the category of products
being requisitioned.

2 Select the order in which you want the information displayed by selecting an option from the
drop-down list in Print order.

3 You must specify Demand created from and Demand created to dates by clicking on the
calendar icon and selecting appropriate dates.

4 Select the requisition points to be included from the list in Available req points.

5 Click Generate to display the report on screen (it can be printed). Click Export to export the
information to Microsoft Excel.
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Requisition report

Selection criteria

Report type Stock W
Print order Requisition point w

Demand created from =] l:l N;E
Demand created to =] l:l [

Available req points @

L ]

100001 - CASTLE WARD [52] (GLN: 6785643256765)

100002 - ABBEY WARD [41] (GLN: 4673829382710)

100005 - WEAVER WARD [47] (GLN: 8738294746374)

100007 - PALACE WARD [45] (GLN: 9483728394526)

100098 - SNOWFLAKE RESPITE CARE UNIT (GLN: 8392918273458)
101001 - CATHEDRAL WARD [42] (GLN: 7238293847283)

103025 - PRIORY WARD [34] {(GLN: 4339203053928)

I S o e S L e T o S T N Y L

The non-stock report type groups by supplier.

Local catalogue report

This report displays a list of an organisation’s local products.
1 Select Local catalogue from the Reports menu.
2 Choose the order in which you want the information displayed from the drop-down list.

3 Specify the NPC codes to include in the report:

= If your NPC codes run from A to Z, type A in NPC from and z in NPC to — this includes
the full range.

= If any of your codes begin with numbers, type 0 in NPC from and z in NPC to — this
includes all codes.

4 Click Generate to display the report on screen (it can be printed). Click Export to export the
information to Microsoft Excel.

B i L e T
Local catalogue report
Selection criteria
Print order NPC V]
) —
b Rp——

An example of a local catalogue report is shown below.
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EDC - Local catalogue report m

NHS Supply Chain
GENERAL MEDICINE DCGH

NPC Base description Supplier ref  Supplier uol Price E-class Expense code

AAD29 NURSING DUTY ROTA Each 1 0.00
(GTIN: 7483738473828)

AAD41 SENSITIVE/ALLERGIC Each 1 0.00
(GTIN: 64738273645366) | ABELS

AAD5Y PEAK FLOW Each 1 0.00
(GTIN: 57483928374657)
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Stock reports
All stock reports are available from the Stock reports option on the main Reports menu.

When relevant criteria have been specified, you can:
m Generate a PDF for viewing on screen or printing.

m Export the data in a format suitable for opening in Excel.

Catalogue Requirement Demand Stock Reports Configuration Log out

Welcome to EDC

MMD selection
Warehouse 933 - Test depot Barcode
Criteria
MMD

Requirement
AJP123 - Hollows Re:
AJP124 - Hollows [Te
AJP125 - Teddy Bea
AJP126 - EIm House
APPLE - apple 1 [Tes
BURDYS - Burdy's
CHERRY - Cherry O
CMT16 - Test 1.12.1.14 [Test depot 55] "

CMT17 - Test 1.12.1.14 [Test depot 55] S
CMT586 - Christina - Test MMD [Test depot 55] SrivrerEs

Requisition

10]

Local catalogue

Stack reports Inventory status

Store selection

Stack i
[Select site] analysis summary

Store 00 day order status

Short shelf life

Stack consignment holding

‘Stock consignment issues

Stock locator

Stock status

NHS Supply Chain Home | Help | Advanced search | Employes Log In | Accessibility | Viacancies | Sitemap Transactions

€ 2002-2012 NHS Supply Chain. All rights reserved. (Company Registration No: 528857}, as agent for the NHS CISHEES

Inventory status report

The ‘Inventory status report’ shows the value of items waiting to be processed in demand
management. This report is for organisations using automatic or top up replenishment.

To run this report, select Reports, then Stock reports and finally Inventory status from the
menu.

Click Generate to create the report in PDF format, or Export to obtain the information in a
format suitable for opening in a spreadsheet.
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EDC - Inventory status report m

NHS Supply Chain
Hollows Respite Care Unit
ReqgPoint 100005 - WEAVER WARD [47] (GLN: 8738294746374)
NPC Full description Item type UOI ROL ROQ Maxvalue Stock quantity Stock value
PRODUCT456 Missing requirement NiA 2
(GTIN: 12345678912343)
PRODUCT321 Ginger nut biscuits Ext N/S Case 20 2 3 0.00 o 000

(GTIN: 45325896741589)

Stock take report
The stock take report shows the value of items captured during a stock.
Select Reports, then Stock reports and finally Stock take from the blue menu.

Select the Print order for your report from the drop-down list. You can order it by NPC, by Base
description or by GTIN.

R

Stocktake report

Selection criteria

Print order NPC v

L e T e S N e S SISV P s R

Available req points 8

L 1

100001 - CASTLE WARD [52] (GLN: 6785643256765)

100002 - ABBEY WARD [41] (GLN: 4873829382710)

100005 - WEAVER WARD [47] (GLN: 8738294746374)

100007 - PALACE WARD [45] (GLN: 9453728394926)

100098 - SNOWFLAKE RESPITE CARE UNIT (GLN: 8392918273483)
101001 - CATHEDRAL WARD [42] (GLN: 7238293847283)

103025 - PRICRY WARD [34] (GLN: 4835203053928)

=

B NI P W g P Y e N e T e

Click Generate to create the report in PDF format, or Export to obtain the information in a
format suitable for opening in a spreadsheet.

The report shows the results from the last four stocktakes for comparison. An example report is
shown below.

182




NHS

Supply Chain

EDC - Stocktake report m
NHS Supply Chain
GENERAL MEDICINE DCGH
772254 - ENDOSCOPY UNIT RDH (GLN: 5055205685816)
1912009 12/03/2009 25/09/2008 26/03/2008

NPC Group key uol Type Qty1 Value1 Qty2 Value2 Qty3 Value3d Qty4 Valued
EHADS3 A2 Pack 12 Stock 1 7.20 1 7.20 1 7.20 1] 0.00
(GTIN: S000485001092)
Tape medical adhesive plastic perforated 2.5cm x 9.14m latex free
EHRODO1 AZ Each 1 Stock 1 177 1] 0.00 o 0.00 1] 0.00
(GTIN: 7332551586267)
Tape medical adhesive soft cloth Sem x 10m drug tariff
EHUDDS A2 Pack 12 Stock 1 429 1 429 1 429 1] 0.00
(GTIN: 5000485001825)
Tape medical adhesive paper 2.5cm x 9.1m latex free
ELWO71 A2 Pack 100 Stock 4 12496 1 31.24 1 31.24 2 62.48

(GTIN: 5000485043283)

In the exported version of the report the types - Stock, External and Internal are expressed in
two columns:

Local Item Internal | Equals:

TRUE TRUE Internal
FALSE FALSE Stock
TRUE FALSE External

Stock analysis report

This report is based on the last 52 weeks of issues and displays the weeks’ cover and stock turn
calculations at the product level within the requisition point. This report is designed to assist
organisations with efficient stock control.

To generate this report:

1 Select the Reports option on the blue menu, then Stock reports and finally Stock
analysis.

2 Complete appropriate criteria to generate the required information.

3 Click Generate to create the report in PDF format, or Export to obtain the information in a
format suitable for opening in a spreadsheet.
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EDC - Stock analysis report m

NHS Supply Chain

DB0720 GENERAL MEDICINE DCGH
770004 - WARD 312 DCGH [Manual] (GLN: 5055205683386)
Requirement Average weekly summary

NPC Brand uol ROL ROG MSL Scaling Stock value Value Issue Cover Stock turn
EDB008 Hospiform Pack 20 - - - - 0.00 0.04 0.0z

(GTIN: 4049500266451)

Bandage conforming type 1 dressing retention Scm x 4m Knitted

EDBO6T EasiFix K Pack 20 = = = = 0.00 023 0.08

(GTIN: 4042809265279)

Bandage conforming type 1 dressing retention 10em x 4m Knitted

EDB237 Hospiform Pack 20 1 1 2 1 6.20 020 0.08 26.00 2.00
(GTIM: 4049500266475)

Bandage conforming type 1 dressing retention 10em x 4m Knitted

EDB239 Hospiform Pack 20 - - - - 0.00 0.08 0.02
(GTIN: 4049500266482)

Bandage conforming type 1 dressing retention 12cm x 4m Knitted

4 products for 770004 - WARD 312 DCGH [Manual] 6.20 0.55 0.19

m Stock Value — This is calculated by a ‘max stock level’ figure.
Firstly, the ‘max stock level’ is calculated for products which have a requirement. If the
replenishment type is top-up, use the re-order level. If it is Automatic or Manual, use the
re-order level + re-order quantity.
Secondly, scaling is then taken into consideration. If the ‘max stock level’ is greater than
0 and scaling is greater than 1, then we have a ‘Max Stock Level Scaled’ value
calculated by doing max stock level/scaling; otherwise “Max Stock Level Scaled” just
equals the ‘max stock level'.
Finally, the stock value is calculated by ‘Max Stock Level Scaled’ x product base price.
= Average Weekly Value - this is calculated using the ‘Total Sales’ figure and dividing by 52.
m Average Weekly Issue — this is calculated using the ‘Quantity Supplied’ figure and dividing
by 52.
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This report is based on the last 52 weeks of issues and displays weeks cover and stock turn
calculations summarised at requisition point level. It is designed to assist organisations with
efficient stock control.

To generate this report:

1

Select the Reports option on the blue menu, then Stock reports and finally Stock analysis
summary.

Click Generate to create the report in PDF format, or Export to obtain the information in a
format suitable for opening in a spreadsheet.

EDC - Stock analysis summary report

DB0720 GENERAL MEDICINE DCGH

770004
72153

T72207 -

772251

72253 -

772254

Totals

Stock level

-WARD 312 DCGH (GLN: 5055205683386) 1,089
- X-RAY RDH (GLN: 5055205685663) 1,962
CLINICAL ENGINEERING RDH {GLMN: 5055205685700) 1}
-WARD 405 RDH (GLN: 5055205685793) 1,526
MAU RDH (GLN: 5055205685809) 6,981
-ENDOSCOPY UNIT RDH (GLN: 5055205685816) 1,018
12,578

Stock value
4,019

7,506

1]

3738
78669
3207

103,139

NHS

NHS Supply Chain

Average weekly summary

Value
795.08
3,125.96
1,736.58
1,457.80
2,887.07
1,922.32

11,924.77

lssue
197.94

83r.37
873
439.62
1,050.06
45821

209292

Cover
5.50
234
0.00
348
6.65
222

Stock turn
9.45
22.19
0.00
14.96
7.82
23.46
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eDC Gold Stock Reports (G)

If you are using eDC Gold, the following reports are all available from the Stock section of the
Reports menu.

Order status (G)

The Order Status report runs for the store that is currently active. The report will show all orders
generated with Planned Receipts from the date entered. By default, this will exclude orders that
have been Fully Rceipted. Deselect that Exclude Fully Receipt Lines option to see those
Orders. The PDF version is colour-coded based on the Order status:

m  Fully Receipted (Shown in Green) - All expected quantities on the order line have been
received. Lapsed orders (shown in red) are orders that have not been received and for
which the total of the delivery lead time and the receipting lead time has passed.

m Partially Receipted (shown in ) - Some of the quantity on the order line has been
receipted and has not been marked as complete.

m  Over Receipted (Shown in Green) - The receipted quantity exceeds the order quantity.

m  Marked Complete (Shown in Green)—Some of the quantity on the order line has been
received and marked as complete.

m  Stock Due (shown in ) - No quantity has yet been received.
m  Overdue (shown in Black) - Beyond the expected lead time.

m Lapsed (shown in Red) - The order has passed the expected delivery date + lead time
(receipt + product lead times). And has been removed from planned receipting.

m Cancelled - The Order Line has been cancelled when no product has been receipted in.

m Partially Cancelled - when some product has already been receipted but the rest of the
order line has been cancelled

Where applicable, the Primary sales order number and Purchase order number are shown:

m A Primary sales order number is shown when a computer-generated order is created for
Blue Diamond orders that are redirected. The Primary sales order number is the original
order. The new (computer-generated) order always has a ‘C’ suffix.

m A Purchase order number is generated by the order management system for Blue
Diamond and eDirect products.

The information in the report is sorted by order date, then order number, supplier, and NPC.
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EDC - Order status report m
Supply Chain
CNEYRE - I CHERNAT MOEMITALE ¥NG TR
FDOGat TR ORYHD TriEAYRES 14650
BT G GF Phenlve Lol Julene
Order number Purchase Order Receipt Outstanding
(Primary) order number Order date  Expected Date Supplier NPC MPC uom qty qty recelpt qty Order status
RY
34248M 18/01/2024 18/01/2024 WG Healthcare UK Ltd  XXX444K22 G Force sel Each 1 1 0 Fully Receipted
Instruments - G Force Consignment
34194M 12i01/2024  12/01/2024 HEINZ SINGLE ADLD54 71017940 Each 3 3 0 Fully Recelpted
SERVICE LTD {GTIN: 5000157084 125)
Liquid soup canned Chicken 400g
34195M 12/01/2024 12/01/2024 ABBOTT LABS SERIAL SERMPC123 Box 5 2 3 Marked
{GTIN: 74625364938223) Complele

Serial only Fix theme not working in cloud mode and portable mode issue. Fix
failure in zero-length column mode selection. Make Macro & Run menu

bar on all combobox in abc
cloud mode and portable m

modifying shortcuts.xi
34195M 12/01/2024 12/01/2024 BOSTON SCIENTIFIC ~ SERIALBAT MPCSERIALB! Box 5 = 3 Marked

LV N Y .V U N L SR /,C’- ‘E‘?’_/

= e o e .
W o W N ™

Order status — spreadsheet version (G)

This version of the report contains all the information in the PDF version, plus:
m Planned expected quantity

m  Application name —the application's name used to place the order.

eDC Order placed using the eDC application

Online ordering Order placed using the Online Catalogue and Ordering application
EDI Order placed using the EDI interface

CMS Order placed by customer services

CRG Computer-generated order

Short shelf life report (G)

This report enables you to identify stock due to expire within a specified number of days. You
can choose to Generate the report in PDF format, view it on screen, print it, or Export itin a
format suitable for opening in a spreadsheet.

The spreadsheet version is not colour-coded but does contain additional information — see ‘Short
shelf-life report — spreadsheet version (G)’ on page 188188.
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Stock with a status of “Red” (shown in red text in the PDF) has already expired.

Stock with a status of “ ” (shown in orange text in the PDF) has not yet expired but has
entered the shelf-life warning period.

Stock with a status of “Green” (shown in green text in the PDF) is within the cut-off period
specified when running the report but has not yet reached the shelf-life warning period.

Summaries of the stock value in that status are shown at the end of each section.

EDC - Short shelf life report m

NHS Supply Chain

AJP123 - Hollows Respite Care Unit
103025 - PRIORY WARD [34] (GLN: 4839203053928)
Priory - Priory Ward
Shelf
life
NPC MPC eClass Group key Expiry date  Warning Consign Gty Unit cost  Total value Batch ref Serial numb
Expiry status - Red
AAR31S
Cold Beverages Cordials Blackcurrar 31/01/2013 5 N 37.16 6.19 123ty
Light G00ml
AARZIS
Cold Beverages Cordials Blackcurrar
Light 600ml
Expiry status - Red

(5]

28/02/2013 5 N 4 3716 12.39 123ry
18.58

31.72% value % of total value
23.08% quantity % of total quantity

28 N 10 2.00 20.00

Expiry status - Ambe
34.14% value % of total value
38.46% guantity % of total quantity
Expiry status - Green
PRODUCT789 AAD
Lemonade - no sugar Supplier123 21032018
(GTIN: 5B967415806239)
Expiry status - Green
34.14% value % of total value
38.46% guantity % of total quantity

20.00

X}
@
=
]
=]

20.00

58.58

4 products for 103025 - PRIORY WARD [34]
58.58

4 products in total

Page 1 of 1

Short shelf-life report — spreadsheet version (G)

The spreadsheet version of the report contains everything in the PDF version plus the following
specified as part of the stock definition (see ‘Stock definitions (G)’ on page 7373):

Rec shelf life days — the Shelf life receipt warning (days) value.
Latest VAT rate

Consignment level —the Consignment stock level
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Stock consignment holding report and stock consignment issues report (G)

Consignment stock is stock held at your site but that still belongs to the supplier. It has been
delivered but is not paid for until it is issued.

Two reports help you to track these products, showing which suppliers they have come from and
whether you still have them in stock or have issued them. The two reports are:

m Stock consignment holding

m  Stock consignment issue

Both reports are available from the Stock reports group on the Reports menu. You can
Generate the report to create it in PDF format or Export it to obtain the information in a format
suitable for opening in a spreadsheet.

Stock locator report (G)

This report can be generated as a PDF or exported as a spreadsheet. Both versions show the
guantity and location of stock for the store you are currently associated with. You can specify all
or part of the NPC, MPC or Group key.

Multiple rows may be shown for the same product and location (see example below) if there is a
difference in Serial number, Batch reference or Expiry date.

EDC - Stock locator report m
AJP123 - Hollows Respite Care Unit NHS Supply Chain
100001 - CASTLE WARD [52] (GLN: 6785643256765)
Castle - Castle Ward
Expiry
GFOUE key

302 03727
(GTIN: 5054287402348)
Cold Beverages Juice Drinks PET Bottle Blackcurrant Light 500mil - PET bottle
AAR302 w727 Stock 1 Castle Ward E313315133 3nazoe
{GTIN: 5054207402348)

Cold Beverages Juice Drinks PET Botfie Blackcurrant Light 500ml - PET bottle

= BURL " 3 -
Dysphagia drink Just add water - pre-thickened cald drink for dysphagia sufferers on stage 2 {custard) fluids. it is supplied in 2 beige cup containing a blackourrant flavouring and thickener.
HHHO23  OVMID20  Stock & Caste Ward
Test Kit One step owulation prediction midstream test sirips / HLH diagnostic kit tests individually foiled - 20mUimi - 50 tests
HHHO50 4 Caste Ward

Stock
‘est Strips One step Methadone (MTD) single panel

Stock status report (G)

The stock status report shows the current stock levels of any stores within the MMD. You can
select one store or multiple stores using the Requisition Point list (Using Shift to left groups or
Ctrl to select individually). You cannot specify any other criteria for this report, but you can
Generate a PDF or Export the information to a spreadsheet.
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The PDF version of the Stock status report — shown below — includes a breakdown of products
by Batch ref and Serial number (where appropriate) with the associated Expiry date. The
spreadsheet version does not include that level of detail.

EDC - Stock status
AJP123 - Hollows Respite Care Unit m
100001 - CASTLE WARD [52] (GLN: 6785643256765)
Castle - Castle Ward NHS Supply Chain
Qty on Qty Qty
NPC MPC Eclass Qty  order Value (£) owned consigned  ROL Batch ref Serial number Expiry date Group key
AAR3D2 03727 AAB 4 i] 4164 4 1] 2

(GTIN: 5054267402348)
Cold Beverages Juice Drinks PET Bottle Blackcurrant Light 500ml - PET bottle

1 1041 dfdfaf ace IN22012

1 1041 dfdfaf defi23 311212012

1 1041 E313315123 ABC122 IMM22012

1 1041 E313315123 CDE123 IN2rzo12
ABXD14 BCK2 AZB 5,999 0 000 5935 4 1
Dysphagia drink Just add water - pre-thickened cold drink for dysphagia sufferers on stage 2 (custard) fluids. it is supplied in a beige cup containing a blackcurrant flavouring and thick:
HHHO23 OVMIDZ20 HHB B 0 0.00 1] -1 o

Test Kit One step ovulation prediction midstream test strips / HLH diagnostic kit tests individually foiled - 20mUiml - 50 tests

HHHO50 4 i] 0.00 a 4 o
Test Strips One step Methadene (MTD) single panel

Transactions report (G)

The Transactions report enables you to track stock movements. It is available from the Stock
reports group on the Reports menu.

This report shows the product details, the transaction type, the unit cost, the name of the person
who performed the transaction, the stock type (whether this is a stock or a local product) and the
total value of the products.

EDC - Transaction report m

i ; NHS Supply Chain
AJP123 - Hollows Respite Care Unit PRlY
100001 - CASTLE WARD [52] (GLN: 6785643256769)
Castle - Castle Ward

Expiry Unit cost Value Product

NPC MPC eClass Trans type uom Supplier Serial Batch Local ref date aty ) {g) Cnsg Date  Transacted by pype
AARM2 03727 AAB  RetumToSupplier Case LUCOZADE RIBENA 343 B123 Expired 2a/m2Me 1 1041 1041 N 08/0213 Alison Peck  Stock
(GTIM: 5054267402348 SUNTORY
Cold Beverages Juice Drinks PET Bote Blackeurrant Light 500mi - PET bottie
AARZIZ 03777 AAB  RetumToSupplier Case LUCOZADE RIBENA 3 B123 Expired 230218 1 1041 1041 N 03/0213 Alison Peck  Stock
(GTIN: 5054267402348 SUNTORY
Cold Beverages Juice Drinks PET Bottie Blackcurrant Light 500mi - PET bottie
AARADZ 03727 AAE  RewmToSupplier Case LUCOZADE RIBEMA M5 B123 Expired 2alm2e 1 1041 1041 N 08/0218 Alison Peck  Stock
(GTIM: 054267402348 SUNTORY
Cokd Beverages.Juios Drinks PET Ba#te Blachaurnt Light 500 - PET battie

To reduce the quantity of information displayed, or to find information on a particular product,
various selection criteria are available.

m Transaction type is selected from a list of possible transaction types.

m  Specify full or partial NPC, MPC or Eclass codes to search for a particular product or range
of products.
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m A Batch reference further restricts the search within a product, and Serial number
identifies a single item.

m Transaction created from and Transaction created to are both mandatory — you have to
enter something to limit the number of results returned.

Transaction report

Transaction type Al -
NPC
MPC
Eclass
Batch reference

Serial number

Transaction created from

© @ @ @ © © @

Transaction created to

e | o |

Click Generate to create the report in PDF format, or Export to obtain the information in a
format suitable for opening in a spreadsheet.
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