|| Locate by tem: 1351 master tems in 1741 locations
Quartiies
= e oo Full StockActual _Unavai
Apron, protective Prep Area 0 2 0 Descripti
Aquaponics ] Biclogy Store 1 2 2| o Bee oscription
Aquarium accessories, large Junior Science Store |21 floor 1 1 0 Top loading. senstive to 0.1 gm. AND ||
Aquarium accessories, smal Junior Science Store |11 1 1 0 HL400g
‘Aquarium picture, background 3 1 1 0
Amature [model] s4 0 0 0
Amature [model] Physics Store 0 1 0
Atemia (prepared side) Compactus 73 1 1 0
Audio Ampifier Physics Store 2 1 1 0
Audio Ampifier Physics Store 02 0 1 0
Autoclave Prep Area Bench 1 1 0 Stock Comment
Bacillu subtiis (chart) Prep Area chat 1 1 0 " ——Y
Bag, brown paper Compactus 14 2 2 0 AEREEE T s
Bag. plastic Compactus 15 0 0 0
Bag. plastic Compactus 31 0 0 0
Bag, plastic, black garbage Junior Science Store 1 1 0
Balance, analytical, electric, substiution s4 0 0 0
Balance, digital, 0.001g Prep Area Balance 1 1 0
Balance. digtal. 0.0 Arei 0 1 0
ce. digtal. 0. lance 2 21 =0
Balance, digtal, 1.0g 3 4 4 0
Balance. digtal, 1.0g Balance be 0 4 0
Balance. intemal lever type. g 0 0 0
2 2 0
@ Stocktake Activities N 2| 0
0 1 0 _
™y 1 1 0 ol 51
ﬂ. 1 1 0
Gz 2 2 0
o0 age Width
Enter Stocktake Quantities ck (Locations) -
et E
3 . by Location
I Browse/Print Stocktake Checklists 8: Cat h School
y Lategory Window may be resized vettically it
Must Street
Westland VIC 3399
W Ph 03 5523 9999
Enter Stocktake Counts Date: 10 JUN 2009 ;a;nuea 5523 8888
- ABN: 45 147 999 999
Soch Customer Account No: 58798
Must be done before proceeding to nest steps ... pmler Contact: Ms Keryn Young
Science Supply Australia Email: xoox@edumail vic.gov.au
i PO Box 465
.1 Browse/Edit the Re-order List CEENWAVERLEY 3150
—— Fax: 1300 857 533
Item Product Code Quantity Unit Price Cost
Striated muscle [prepared slide] PS1980 2] 7.50 15.00
Filter, polarizing 1883-010 1 pr 12.40 12.40
LCreate and manage orders ... Bottle, dropping, glass, 50ml H0936/2480 12 090 10.80
plain cap for dropping bottle, 50mi 2450 12 0.12 144
= - Measuring cylinder, 100ml, glass 22601-80 6 1045 6270
Final step in the stocktake process Funnel, glass, 5cm 1070705 6 445 26.70
r B Beaker, 500ml, glass 2110648 6 570 3420
9 Beaker, 250ml, glass 2110636 6 435 26.10
C@J §ave to HIStow & Rese‘ S’OCk Levels“' Flask, conical, 250ml 1070234 6 320 19.20
Total $ 208.54
Page 1 of 1 Zoom: Page Width
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CaRob Computing

153 Must St

PORTLAND VIC 3305
Fax:  (03) 5523 5144
email: carobcomputing@hotkey.net.au
web:  www.carobcom.com

Any software inevitably evolves and this documentation may not always represent all the features
available, or the screen shots may look different to actual.

You may check www.carobcom.com for a .pdf version of this document that should be current.

LICENCE AGREEMENT

If the purchaser does not agree with the terms of this agreement then the full
product should be returned for a refund of the purchase price. Use of the
software and associated documentation implies acceptance of this agreement.

CaRob Computing grants the purchaser the right to use one or more copies of
this software on a single site or campus of their organisation. Use at another
campus requires a separate licence. Users may make copies of the written
materials accompanying the software.

The purchaser may not rent or lease or lend the software. The purchaser may not
reverse engineer, decompile, or disassemble the software.

In no event shall CaRob Computing be liable for any damages, including loss
of data, or any other special, incidental, consequential, or indirect damages
arising out of the use of , attempted use of, or inability to use this software or
accompanying documentation, however caused and on any theory of liability.
Under no circumstances shall the liability of CaRob Computing exceed the
actual amount paid to and received by CaRob Computing in connection with the

particular copy of SciList.



Table of Contents

Chapter 1 - Overview

INSEAIATION. ...t 8
REQISTAtioN COUE. .....cueieicieieie e 8
What d0ES SCILISE AO?......cveueieeicieeieesse e 9
The StrUCIUE OF SCILIST .....vveieeeeeicee s 10
SCILISE MENUS ...ttt 11
SCILISE OVEIVIEW. ..ottt as e 12

Browse > Master Items and SEOCK.........ccccvvierrirnnicee e, 12
Setting Categories and Disciplines for Master Items..........cccoeveennireennieessieeens 13
Setting your Organisation DEtailS...........c.oceerieririeinieireresee e 14
LOCALING SEOCK......cevrciirciicieieie et 14
Related LOOKUD TabIES.......ccururuririririrrrrriresecee s 14
StOCKIAKE ACHVIEIES ....vuvvvviircicisice e 15
PUICNASE OFUBIS ......cvveicieie et 15
REPOMS .t 16
SCILISt BENAVIOUL......cvvveieiiiiieie ettt as s 17
E-IN-PIACE .....cueiieeeeeee s 17
Tables aNd FOMMS ... 18
Keyboard Shortcuts for Update FOMMS ..o 18
LOOKUP TaDIES ...ttt 19
SOM HEAUEIS ...ttt 20
Multiple COUMN SOMING ......cvveieeiiricirieiee e 20
Scrolling through long browse tabIes ... 20
0107 1 0] £ ST TRSROTRSRRRRTRN 21
PHNTING ettt 22

Chapter 2 - Building your Stock List

What this Chapter iS @DOUL..........ccoiicc s 24
BUilding the Database ............cceueiririririniii e 25
Managing LookUp Tables and CONStaNtS ... 26
Organisation DEtailS .........c.ceuvriiiriricesee e 26
ACtivate EMAL......ccovei e 26
EMAIl SEHINGS ... 27
SUPPIIETS .ttt 28
CALBYOMES ...ttt bbbt 29
Locations and SUD-I0CALIONS ..o 29
DISCIPIINES ...t 30
HEMS ANA SEOCK. ... e 31
Master ltem and LOCALIONS ..o 31
Editing Master HEMS ..o 32
MasSter M SPECITICS .....vivieiricirrrc e 33
IMBGES ...ttt 34
Ut 35
TO SAVE ..t 35

Page 3 © CaRob Computing



SciList

IMPOITING HEMS ... 35
Working with the STOCK M LISt .......c.cuiieerieirieresee e 36
LOCALIONS ... 36
Stock Reports by LOCALON ..o e 38
QUANTIEIES .vovvvaesesire ettt 39
StOCK COMMENES ..o 40
Categories and DISCIPINES ... 41
WVRYZ bbb 41
AGVICE..... e 41
Assigning Categories and Disciplines to a Master tem ..........cccooovvevivnrccivsicenne, 42
SPECIAl CABYOMIES ....vuveerceireiieieireieireie ettt 42
KEYWOTTS. ...ttt 43
KEYWOIT INGEX ...ttt 43
TO INAEX KBYWOITS: ...ttt 43
KEYWOID EXCEPLONS ...ttt 43
PUICNESE HISTOMY ...t 44
WRATIS T OI? .o 44
Adding, changing, or deleting a Purchase HiStory ..., 44

Chapter 3 - Locating Stock

What this chapter iS @DOUL...........ccii e 48
KEYWOTT SEAICHING . cvcvviieiirciee bbb 49
What is Keyword SEArChING? .......ccviiiririierrie e 49
Creating the INAEX ... e 49
Searching 0N KEYWOITS ........ceuiuriierieiricriireeie et 49
STOCK DY LOCAHON ... 51
Stock by Category/DiSCIPIINE. ... 53
COMPIEX QUEKIES ...t 55
Other Sample STOCK REPOIS........ciuvuriieieiriicerse s 57
STOCK ValUE REPOIS. ... 60

Chapter 4 - Stocktake Activities

R (0101 =L (T O AV Y =P 62
STOCKIAKE LOGIC ...vvvviiiieiiciies ettt 62
STOCKIAKE STEPS .. s 62
Preparing for STOCKIAKE .........c.vviueiricrece e 63
RS (01014 E= (TR 4T 63

Stocktake Detailed GUITE............cvevieeiceciceseecc ettt 64
1. PrINt @ CRECKIIST... oo 64
2. Record stock levels on your SREEtS..........coviiiicirc e 66
3. Enter Stocktake counts int0 SCILISt.......ccccviivieiicececcccece e 66
4. Browse the Re-0rder LiSt.........ocvciiiicicicece st 68
5. Create Orders from the Stocktake MOduIE............covcveveveecieiieiccc e 70
6. Save and ReSet SIOCK LEVEIS .......cocvceiieciiecceceece e 72

R (0101 =L I A (o1 2TV TP 73

© CaRob Computing Page 4



Chapter 5 - Purchase Orders

PUICNESE OFUBIS ... bbb 76
Creating @ NEW OFGE .......c.eviviiieieirieie st 77
WOrKING WItN OFBIS......ce s 79
PHNTING OFIEIS ... 80
Saving as .pdf Acrobat Reader file..........ccuvriennniirersee s 80
Attaching an Order to an EMail ... e 81
Other options from the Orders WINAOW ..o 82
Browse the purchase history of an ifem ..., 82
Filtering the list Of OFJENS ......c.oveveiricrrr e 82
Transferring an item to anOther OFGer. ... e 83
FINAlISING @N OFAET ... 84
If @ Order iS COMPIELE ..o 84
If an order is NOt fully COMPIELE ......vveveeeicerre e 84
RECOrdING INVOICES ...ttt 85
Copy received items 10 NISTOMY. ..o e 86
Click 'Copy received items t0 NISOY'.........cccevrerne s 86
Other utilities associated With OFGErS........ccovrrierre s 87
Print INCOMPIEE OFAETS ... 87
View the Line Items in all the Orders.........cievienniesceesee s 88
Browse and Edit the full purchase history ..., 89
BrOWSE INVOICES ...ttt 90
Print EXPENAIUIE ..o 91
Chapter 6 - Chemicals
INEFOTUCTION. ...ttt 94
Activate ChEMICAIS .......cocevriiieieiiece it nes 94
NSW COlOUr CAIEGOMES ....uveiriirciricieieie it 94
Entering @ ChemICaL..........c.oueuriiriicre s 95
The GENETAl TaAD ..o 95
The ChemiCal TaD ..o 95
Placing a chemical in @ 10CAHON ... 98
Chemicals - stocktake CONSIAEIAtiONS..........ccccuvvireieriieesiee e 99
Auto-generated ChemiCal OrGErS ..........cceuricieirireesee e 99
Save to History and Reset SLOCK LEVEIS ..o 99
ChemiICal REPOMS.......ucvicreieisiiicie et 100
Adding Chemicals to the category ChemiCal............cocvrercnncrereeeee s 102

Page 5 © CaRob Computing



SciList

Chapter 7- General Utilities

General Utilities

Check Data INtEGILY ......cueeeereeereere e 104
Change Case 0of SUD-LOCALIONS ..o 104
Clear Items With N0 LOCAHON ........vveirirririerecrere e 104
Merge MaSter HEMS ... 105
LOCEAI SEHINGS ...eveeceeireieicie ettt 105
Add chemicals to category: ChemiCal ..o 106
L L= T - o (U ORI 106
TO FESIOE ALA .......veeeee b 106
Restoring from the single file DACKUP ..o 108
Setting the Organisation LOGO .........ceereiirinirncrineeseieiseiseses e 108
Setting the WallPaper........ccueiieeriiee e 108
=T O 1 =T TP 109
Login Security and ACCESS CONLIOL .........cccuririricirieireereiseeie e 110
ACHVALE ...ttt 110
NEIWOIK SECUIMY ...t 110
Configuring ACCESS CONIOL..........cuiuiereeirieirireieiseisieie e 111
BACKGIOUNT ...ttt 111
PASSWOITS ...ttt ettt ss e e nenas 111
Saving SECUItY SEHINGS. .....cvvueerereirereirereir e 112
LOSE @ PASSWOIUY ...t 112
LOGIN CONON .. 112
INSEIING @ NEW USEY ...ttt 113
ACCESS MGNES ... 114
SCILISE'S FllBS.....vviieeieiicicie ettt sttt s s 115
Runtime File Management ULIlItY ...........cocovrriiecceee e 116
INFO et 117
BUIIA . 117
TSR 117
FIESNEIN ...ttt 117
RECOVEING FlES......oieieee bbb 118
TPSFIX EXAMPIE....eviieceeeeieceisce et 119
0 L= T 0010 TR 121
Menu Option File > IMPOrt Data .........cccevieericiesiceesese s 121
Import Equipment - File FOrmat...........coooviiereeee e 122
Import Chemicals - File FOrMat...........cooooieeiiicescece e 123
THe IMPOIT PIOCESS ...ttt 124
UNAOING @N IMPOTT ...ttt 126
EXPOM DALA ...ttt 127

© CaRob Computing Page 6



Chapter 1

Overview

Page 7 © CaRob Computing



SciList

Installation

SciList runs a standard Windows installation. If the setup doesn't start
automatically, run Setup.exe from the CD.

Scilist installs by default in C:\ScilList, but you may change this location if you
wish.

Windows 7 and Vista will not allow changes to be made to any file in the Program
Files folders or the Windows folders. Scilist is a database program that
requires files to be changed constantly.

For Win 7 and Vista, do not install SciList into the Program Files folder.
Installation to C:\ScilList is recommended.

The installation also creates a desktop icon and a program menu option but
makes no changes to the registry.

To copy SciList to another computer or to a network, simply copy the SciList
folder. You then only need to place a shortcut to SciList.exe for it to be fully
functioning.

We suggest when starting with SciList, install to your own C: drive, then later copy
the folder to the network if others require access to the program.

SciList is installed without any password control. This means all users have full
access to all parts of the program. If you put SciList on a network or otherwise
require password activation, copy the file named dssw2.tps from the control
sub-folder into the SciList folder. If this file is present, then passwords are
activated. See Chapter 7 for details.

Registration Code

Every Scilist requires a unique registration code. Without the code, ScilL.ist will
operate for around a month and a half. Once CaRob receives payment we fax
or email the code to the contact person.

Enter the registration code from the File menu

© CaRob Computing Page 8



What does ScilList do?

SciList is a school science laboratory inventory management, stock taking and
re-ordering system. It is not limited to science applications. It developed as a
science based system, but it suits any general purpose inventory management
need.

Scilist provides a systematic approach to the management of your resources,
with a systematic data base and integrated procedures for stocktake and
orders..

The program has four major functions.

1. Build a database listing your equipment, consumable items and chemicals;
describe and identify them, assign stock levels and locations, and record
purchase details.

2. Report on the database. Generate listings such as: items in a location; item
groupings (categories and disciplines assigned by you); dangerous goods and
hazardous substances register; and keyword searches.

3. Use the database to manage your stocktake and report shortfalls in stock levels,
which may then be used to...

4. Generate purchase orders by supplier. After ordering through Scilist, the
supplier, product code and unit price are automatically added to the item record
and used in future orders. Full or partial receipt of orders is recorded and a
back order report can be run. Invoices can be recorded. Expenditure may be
reported.

The database is searchable by:

e Keyword

e |tem name

¢ Category and Discipline

e Location

You can assign levels of access to the database by different users, e.g. “Admin”
for the Lab tech, and “User” for teachers. Various functions of the database can
be enabled or disabled according to user access level. There is also facility to
create a non-public, non-searchable list of equipment.

5. Existing data may be imported if you currently record equipment or chemicals in
another electronic form such as a spreadsheet.

Page 9 © CaRob Computing
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The Structure of ScilList

Main data and relationships

Master Item

Stock

an item in a location

Category(ies) [ Sub-Location ]

v

Discipline(s)

[ Purchases }

[ Suppliers J

You may use Scilist at different levels:

Master ltems must hold details of all items that are in stock and can hold details of
items that could potentially be in your stock.

Stock Items are items from the master list that have been assigned a quantity in a
specific location.

Adding sub-locations to stock will help staff to find items and help with stocktaking.
Assigning a category (e.g. aquarium equipment or glassware) enables convenient
grouping of equipment by their function, even though they may be in different

disciplines or locations.

Assigning a discipline (e.g. physics) is another way of grouping stock.

Purchase histories are useful when re-ordering as product codes, suppliers, and
prices are able to be looked up and are transferred onto new orders.

© CaRob Computing Page 10



SciList Menus

All functions can be accessed from the drop down menus, below.
Please note that menus can change over time as Scil.ist evolves.

i

A Ut

1= File es [ Browse Lists

B

([[=]fE

@

£ West Coast High School - Scilist -

Manage Stock __¢’ Stocktake @ Purchase Orders  » Beports

£

E Il Browse Lists|

fanage Stock]

@ Local Settings
Set School Logo
Set Wallpaper
Print Setup

Categories

Disciplines

%% Locations
&4 Suppliers Keyword Search

Stock by Location
Stock by Category/Discipline

Master Items and Locations

" Stocktake Activities
Stocktake Archive

(i) s

‘f} Copy Data to another folder
& Backup Data to single file

L P g

S Restore Data from Backup File

Master Item
5 Chemicals
i Prep Gear

Utilities

:Ej Set Categories and Disciplines

Change Password

[ Index key words
Check Data Integrity

Login Contrel
Registration Code

Change Case of Locations
Clear Items with no Location
Merge Master [tems

Splash screen
Exit

Add Chemicals to Categary: Chemical

{7 West Coast High School - Scilist - -

7 File

Sua= |

2@

| = B<ror-

Stock Lists 4
Stock Value ]

Incomplete Orders

Suppliers

Expenditure
Disciplines

Categories

Locations

Chemical

Invoices

Sent Emails

&» Purchase Orders
Browse Ordered Items

Browse Purchase History

Stock-Full List-In Locations
Stock-Full List-Total Quantities
Stock with No Location

Stock in a Location ...

Unavailable Stock

Stock by Value all locations and categories

Stock Value by Category
Stock Value by Location

Full List - Alphabetical
Full List - By DG Class

Dangerous Goods and Hazardous Substances Register...

Hazardous Substances

;{ Litilities Dj Browse Lists i’! Manage 5tock _4’ Stocktake @ Purchase Orders = Reports

Updating Stock and their
Locations; Categorising, and
Finding Stock

Gather Stocktake Data

() by Category

@) by Location

" Stocktake Acti e S

I@ Print Checklists and Enter Data

Must be done before proceeding to next steps

\ Browse/Edit the Re-order List

LCreate and manage orders ...

Final step in the stocktake process

l Sawe to Histo & Reset Stock Levels

< Browse and Receive Orders | — | E=EE=)
Show Urfinalised Orders Drly Show Curent Year Only Highlighted Order @
Date [ Order Nomber | - F NewOider
Haines Educational

Sorton Headers. [ Completed] Suppler
v

Safeway

Sueensy Todd. Biomedical'waste Dispos, 13/06/03 35832

State Supply 1

Supplier Not Known
State Supply 3

Z3/06/08| 6619

15/06/09| 35618
11/06/03| 35605
10.06/09| 36609

3

10/06/03) 35608

10/06/03 | 35607

Order

st [ Pinkincemplee orders
<Double Click> 3 fine tem below to erter Quaniity Recsived or Urit Cost and <ENTERD to aceept
@y Ordered | @Y Received | Puch. i | em Urit Cost_| Line Cost | Alfecd |

2 2 Stiated muscle [prepared sfide] 750, 15007
1 e Filer, polaiizing 1240 1240/
12 12 Bolll, dropping, gass, S0l g0 1080w
12 12 plai cap for chopping beltle. S0l 012 1442
6 & Measuring eylinder, 100, glass 045 B270)%
6 6 Furnel, glass, e 45w
6 6 Beaker, 500, glass 570 MW
6 3 Beoker, 250mi_glass 435 i

Stocktake Activities

l
i
'[ Mark allitems asreceived | [ Browse Purchase Histoy | Tolal$ 20854
[ Moveiiemtoancther s | [ Copy Received toms o Histoy |
Purchase Orders

Page 11
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SciList Overview

Browse > Master Items and Stock

All items that are, or may be, in stock are listed as Master ltems in the left hand
table. The right hand table shows items that are actually in stock with their
locations and quantities.

An item in stock is indicated with the tick in the left hand column.

[ ™
] viewit Mese e o s - -

Microscope. computer
ftem Description

Interfaces with computer for projection

Stock Comment

Locate by kem: 1351 master items in 1746 locations
b - - Quartities

£ =i ST Full Stock Actual  Unaval
Melting point tube Compactus 83 3 3 0
Mercury collector Chem Store B10 1] 1 0
Mercury spill apparatus Chem Store com. 2 2 1]
Meter, AC cument Physics Store 02 2 2 0
Meter, high curent, AC-DC, 0-25 amp. Physics Store [174 4 4 0
Metronome Physics Store 02 1] 1 0
Microbiology [iit] Junior Science Store a9 1 1 0
Micrometer, screw gauge, metric, to 25mm Physics Store 02 5 5 0
Microscope lens. oil immersion objective Compactus 73 1 1 0
Microscope slide cabinet, 100slide capacity Junior Science Store 2 2 2 0
Microscope slide, cavity Junior Science Store 24 3 2 0
Microscope slide, cavity Compactus 33 1] 1 0
Microscope slide, plain glass Junior Science Store 24 b 1 0
Microscope slide, plain glass Compactus 34 1] 4 0
Microscope slides, prepared, animal [kit] Junior Science Store 24 1 1 0
Microscope slides, prepared, junior [kit] Junior Science Store 24 1 1 0
Microscope slides. prepared. plant & animal [kit] Junior Science Store 24 1 1 0
Microscope slides, prepared, plant [kit] Junior Science Store 24 1 1 0
Microscope slides, prepared, VCE [kit] Compactus 73 1 1 0
Microscope, binocular, senior Junior Science Store 24 1 1 0
Microscope, monocular, intermediate Junior Science Store 19 12 12 0
Microscope, monocular, junior Junior Science Store 18 15 15 0
Microscope. manocular, senior Junior Science Store 23 iz iz 0
Microscope, stereo, Bios Junior Science Store Bench 1 2 0
Microscope, sterso, Griffin Junior Science Store Bench 2 2 0
Microscope, stereo, Kinei Junior Science Store Bench 1 1 0
Microscopes, stereo, HED-Deluxe Junior Science Store Bench g g 0
Microscopy [kit] Junior Science Store 24 14 14 0
Wilk: carton Biology Store 08 1] 1 0
Edit Master tems Edit Stock (Locations)

e Inset A Change [— Delete ] [\c'.' Set Cat

[+ Insert ][A Edit

and Disciplines ]

[- Delete ]

i, View Purchase History ]

[u Index Keywords ]

- e s ——— e W

4 Update Master Item...

Fiecord will be Changed

\

Item:”Microscope, camputer

v 0K M Cancel

General |

(B0 characters max)

Description:

Interfaces with computer for projection

—1

/]

Image Filename: |computer micTozcope. jpg

Urit: [itern
Total deal Gy:

P .4 Update Stock ltem...

Window may be resized vertically

Stock details

Has quantities and status of that
Master Item in specific locations

Itenn: || Microscope, computer

Item ¥ alue: 270.00 This is updated automatical
Otherwise, enter it yourself

[1ls Chemical Check this if the item iz a

Master item details (above)
Contains general information about
the item. It is possible to store and
display an image for an item.

Location

Roam: W

Shelf: |41 IF numenic tppe 07", L 09, "MT0Y ete

|deal Quantity: Ii‘lc
Stock Take Quantity:
1=
(IncludingT emporarily Unavailable)

0=

Temporarily
|Inavailable Qhy:

M ote:
Guantitiez apply
to above
location only.

Comment:

Fiecord will be Changed

© CaRob Computing
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Setting Categories and Disciplines for Master Items

# Wyder borrn

s e dh Change =m E’E‘ETE_“J [5'., Set Categories and Disciplines

F— f

verw Purchuee ol ory vl Index Keywords

Clicking on Set Categories and Disciplines allows you to associate a master
item with a category or subset of items and a teaching discipline. Both are
optional.

Assign Categories and Disciplines to Master Items

Locate Item
Category Locate Categary: 5‘1
Ite

ki ope, cormputer Microscopes

Airtrack
Alternative Energy
Amplifier
= Anatarny

@ Anirnal Huzbandry
Aguaculture
Aguarium equipment
Ak & Craft M aterial
ASEPS

Asgtronomy
Audio-wisual
Balances

Showdll

£

Drag'n'Drop Category and/or Dizcipline or uze Buttons

Dizcipline | Locate Dizcipline:
Biology

[ Discipline "~
Adrmiriztration

Chemistry

Earth Science
Genetics

Geology

Junior Science
Maintenance & Prepar

£

A Category allows the grouping of items that may be different but are used
together in some way, e.g. Microscopes, their slides, lamps, and any poster on
microscopes.

Two categories are made automatically by SciList
e Consumable

e Chemical - if chemicals are imported or if the utility 'Add Chemicals to
Category Chemical' is used.

A Discipline allows the grouping of items according to their usefulness to
subjects and levels taught, e.g. Biology, Physics, Year 12.

Items can belong to multiple categories and disciplines.

These associations are useful for locating stock for class use and for stocktakes.
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Setting your Organisation Details

File > Local Settings
Set all of your contact

i

[ £ Record Will Be Changed

Details here
o 0K
West Coast College =
General | () Email Setup | Chemical Optiors | ’ 9€ Corcel | The contact details are
& mail setup ernical Uphions .
“ : printed on orders.
Contact Person; Mz Karen Young
Address Line 1: .
Address Line 2 Coleraing Street | NOte the abl“ty tO aUtO
Tawn or Suburb: :WEST COAST generate order numbers
State: . . .
S s with an optional prefix.
Phone: 035577 1344
Fai |03 5577 4449 : For email capability, tick
Email: young.karen. e@edumail vic.gow. au . . ,. .
ABN; 45147 144 348 ' Activate Email and fill in the
settings on the Email Setu
[7] Auto-generate Order Mo Order Ma Prefis: [ g p
@ [] Activate Email
You may need to ask your

network person about the
settings.

The chemical tab allows you to say whether you are using Scil.ist to record

chemicals and if so, if you are using the NSW coding format.

Locating Stock

There are several ways of locating stock items:
e Search by key word

e Filter by location ‘

e Filter by Category and/or Discipline

P
Lﬁ_ﬂ

(See chapter 3 for detail)

Related LookUp Tables

From the Browse Lists Menu

: You will maintain these lists to suit your own requirements
%= Locations

%s Suppliers Locations, Categories and Disciplines - associated with Stock Items
Categories
Disciplines Suppliers - required when Orders are to be made

© CaRob Computing Page 14



Stocktake Activities

(Detailed in Chapter 3)

You are guided through the stocktaking process from this window.

" Stocktake Activities oo o= B

]

Gather Stocktake Data

@ by Location () by Categary

Frint Checklistz and Enter Data

Muzt be done before proceeding to nest steps .

Erowse/Edit the Re-order List

Create and manage orders .

Final ztep in the stocktake process

@ Save to History & Reset Stock Levels..

The process comprises these steps:

Print stocktake checklists either by Category or by Location,
and use them to record your counts.

Enter the stocktake counts into SciList

View and edit all items that are under-stocked and may need to
be re-ordered.

Create and edit orders based on the re-order list. After orders
are received, mark off received items.

Save stocktake counts to history and reset stock levels based
on the reordered quantities and write-offs.

Purchase Orders

| > purchase orders SN

4> Purchase Orders (DEtalled in Chapter 4)

Browse Ordered Items

‘ @ Purchasze Orders

Browse Purchase History Purchase orders may be required at any time, not just as a result of stocktake, so
Invoices it has its own button and menu
Sent Emails
. e R - [=[===  The browse table can be set to show only
[] Show Unfinalised Orders Only [ Show Current Year Only Highlighted Qrder ] uncompleted Orders or Only thIS yearls
Sart an Headers | Completed | Supplier Date Order Number | » o Hew Order Ol‘derS
e Haines E dusational Z3/06/03 | 35619 =
z Svyssngy Todd. Biomedical Waste Dispos{ 13/06/03| 35632
v “iltromics 15/06/09 | 35616
v Rehavision 11/0E/03 | 35605 i i
i \ce Suppl Ausll-Chemicals 10/06/03 ] skl .Ih td * VIeW! Create and edlt orders
|; Suppl_l,l‘\ o 10/06/03| 35608 o *  Email the Suppller
~ Safeway 10/06/03 .
I Supplier Not Known 10/06/09 ¢ Print an order (paper or _pdf)
v State: Supply 3 10/06/03 | 35607
| <= o 52
| i
| <Double Cicks aline item belovs to enter Guanliy Recsived or Linit Cost and <ENTERS (o accept ltems received are checked off.
| Item 1D : ;g’,?%g%t Code | Gty Drdeled2 Gty F\acelvedz Purch. Unit élsir:te‘j e e Unit Enys;g Line ?;ség ;IIF\ecd | When a” ItemS are rece|ved the “ne |temS
3.000|1883-010 1 1 pr Filtes, polarizing 1240 12.40|W I . I
3001 | HO936/2480 12 12 Botle. diopping. glass, S0ml 0.90 1080 | are f|agged as 'All received
2450 12 12 plain cap for dropping bottle, S0nml 012 1.44 |
831| 22601-80 [ B Measuring cylinder, 100ml, glass 1045 E2.70 Z
E17| 1070705 [ E Funnel. glass, bom 445 26.70 v . .
&0 s ; § Boker SHml e B RNE The order can then be copied to history
574 1070234 £ [5 3.20 S0

Mark allitems as received | | Browse Putchase History |

Copy Recsived ltems to History

Total§ 20854

and is automatically flagged as Completed

* View an item's purchase history

Page
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SciList

Reports

Reports are print-outs on paper. Most are A4 portrait in size.
All reports print to screen where the view can be resized, the contents viewed,
and some or all pages printed.

A range of reports are available from the Reports menu.

This menu is subject to change as other reports may be added later.

Stock-Full List-In Locations
Stock-Full List-Total Quantities
Stock with Mo Location

Stock in a Location ...

Stock Lists 3 Unavailable Stock

Stock Value ; Stock by Value all locations and categories
T L Stock Value by Category

Expenditure Stock Value by Location

Disciplines

Categories

Suppliers

Locations

Chemice! g Full List - Alphabetical

Full List - By DG Class
Dangerous Goods and Hazardous Substances Register..,

Hazardous Substances

Other reports, specific to a selected item, are available from browse tables

4 Browse Orders E|

Sort on Headers... [] Show Unfinalised Orders Only [] Show Current Year Only 511
Completed| Supplier Date Order Number |4_\

- Supplier Not Known 1870108

Il Science Supply Australia 19111107
~ Westlab Educational 30/10/07 | 32832 & New Order

I State Supply - class materials 2910807 | 32799 A Edit Order

Il Family pet & aquarium Store 26/10f07 | 32798

I Serrata Pty. Ltd. 2510407 | 32789 = /[|== Delete Order
73 Thorpes 2410007 | 32783

r Haines Educational 2310407 | 32788

I+ | Science Supply Australia 23/10j07 32787 i@ Print Order
- Mentone Educational Centre 23nopo7

] 3v

An order, for example, is highlighted and then printed

© CaRob Computing Page 16



ScilList Behaviour

SciList contains windows that display, print and operate on data. Before working
with Scilist, it is advisable to familiarise yourself with the following:

Edit-In-Place

Where only one or two fields are to be edited, Edit-In-Place is often employed.
This means if you insert or change a record you do it directly in the table, a bit like
you do with a spreadsheet.

Edit-In-Place is indicated with a message above the table and the fields that you
are able to edit are shown coloured yellow.

<DBL-CLICK> Edit the selected record
<TAB> Move to the next field
<ENTER> Accept a change and save the whole line
<UP or DN Arrow> Accept and move up or down the table
<ESC> Cancel.
@ srowe socctems 3y R, | =l
Edit-In-Flace available on Location and Stocktake Quantity Use Update Form [
Sort on Headers: Click to sort/reverse sort, Chil-Click for another, Shift-Click to restore defaults
ftem Room Location Quantities Unit | -
Stocktake | Ideal
Tape, adhesive, loose Biology St |03 0 o
Teaspoon, plastic, loose Biology St |03 o i}
Balloon, loose Biology St | 04 0 o
Forceps, disposable, loose Biology St |04 0 o
Matches, looze Biology St | 04 o 0
Paper clip, loose Biology St | 04 o o
Pin, drawing, loose Biology St |04 o 0
Rubber band, loose Biology St | 04 o 0 I
Toothpick, loose Biology St | 04 o o
Wooden icypole stick, loose Biology St |04 0 0 |
Globe, mounted, 80w Biology St |05 5 5
Potting mix Biology St |06 0 0 bag
Potting mix, cacti & succulents Biclogy St | 06 0 o bag
Scoria Biology St |06 0 0 bag D
Vermiculite Biology St | 06 o 0 bag
Vacuum pump, rotary Biology St |08 1 1
Crockery Biology St |09 1 1 box
Tray, wooden, diszecting Biology St |09 11 11
Cup, foam Biology St |11 1 1 box
Cup, plastic, loose Biology St |11 1 1
Burette stand, wooden, spare parts Biology St |12 4 4
Plate glass Biology St |12 0 o
Seaweed pressing [kit] Biology St |12 1 1
Wooden hollow block & lids Biology St |12 10 10
Balance, single pan, triple beam, to 0.1g |Biclogy St |13 1 1
Balance, single pan, triple beam, to 1 g Biology St |13 1 1
Oil spill kit [prac] Biology St |13 1 1 bag
Aguaponics [kit] Biology St |14 2 2 tub
Flow rate buckets [prac] Biology St |14 9 9 set i
e TTTV¥7b5b5T—ss=
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SciList

Tables and Forms

Some records have many fields, some of which may be required, others optional.

[ Browse the Masterltem file ==

Soflon Headere These records are typically viewed

Itern D | Item Quantity | Reorder Oty | Stocktake Oty | Unit Value |A 511

on a Browse Table and edited on
uem(d an Update Form.

2,949 | Bag. plastic. freezer

7| Balance, analytical, electic, substitution

2,206 | Balance, digital 5K-5007

327 | Balance, digital. 0.001g

Balance, digital. 0.01g

Balance, digital, 0.1

Balance, digital. 1.0 g

. Balance. electronic, GF-300
3 B 200i [

Balance, intenallever e, Sk — Lo Insert or Change buttons will open

Eialar [ ] Update Master Item... A l":" g A Change th d

Balanc - - e record.

Balanc Fiecord will be: Changed [ 0K ] [x Eangg\] [mm Delete |

Balanc

Balanc tern: [Balance, HL200i

Baianc Bidizmsasm Usually double clicking will open a

Bialanc, General ‘

Balanc i+
Balancs Description: 200g by 0.1g Re-zera key. Plastic camy/storage record for edltlng .

Etalanc: case. Battery operated, with 4L adaptor stored
Balancs separately.
Balanc

Balencd | Image Fename: | & the OK button will accept and

Balanc |

Bal in Images Folder

Bl T close the form.
Ball ar

Ball go% Total ldeal Qty: 4

pkt o.oo

(=)= = R ]
=)= =T ]
=
=
=)

Ball, pl Item alue: 12000 This is updated automatically from latest recorded purchase

g:}:'gg Otherwise, enter it yoursslt The <ESC> key will cancel and
Ball, Check this if the item is a chemical
B:‘ng 115 Chemical eck this if the item is a chemical ! Close any form.
Ball, 3o

1.821 | Ball, stef

232 | Ball, stef

233 | Ball, stgy

T i
o4« L | I

£ Update Stock Item... lﬁ

lbem: [ Acmlic square

Location

Location: |Biology Stare *| Sub-ocation |Bench
Drop lists allowan easy selection,

frem options that vou have entered
vourself, in this case, locations.

ol Luantity: | 03 Look up tables give you a selection 1
Stock Take Dluantity: and are indicated by the ellipses ...
(o r butten

c5 — A&
Chern Store i . . -
Compactus (IncludingT empararily Unawvailable) location only.
Elzewhere
Ephemeral Tempararily - - 1
Junior Science S Unavailable Qy: 0= Spin boxes give a range ofvalues
Phyzics Stare from which to select
Prep Area Comment:
51
52
53
54 -

|I Record will be Added

Keyboard Shortcuts for Update Forms

<ESC> - Escape Key
Closes any window or cancels an operation.

<ENTER> - Enter Key
Accepts data on a form and closes the window

<TAB> - Tab key
Moves from field to field on a form

<SHIFT - TAB> - Shift key with <TAB>
Moves to previous field on a form
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Lookup Tables

Where a standardised word (such as a supplier name or item name) is being
entered, usually a button with ellipses on it will provide a LookUp Table.

% Update Order Details... IAJ
Order Details
SciList ON: 32
Date: 29/07{07 Record will be Adde
Order Number:
Supplier: ‘ E] Order Completed
Line tems [ % Browse Suppliers @
Item ID| Pr. Code | Qty Unit Description Lacate Supplier: E‘a
Name -

AusPen [Baplen Pty Ltd)
Aust. Bird, Reptile & Exotic: Pet Centre

Australian Geographic shop
Barwon South west Region-amber Elliott

Bear with me Craft A Change

Cheap as chips shop
Cider House ICT
Dick Smith Wholezale
Dispesals
Dronation
EDSOFT
Family pet & aquarium Stare —
Gary Sobey 'Skydancers" ] @
Gazebo Hair Design, Andrew Eade
Gould League of Victoria Al Suppli
Graphic Education SLHEE
< Haines Educational
Hywayp Mursery @
<T4B> ta nest calumns, <SHIFT TAB> back, <ARROW KEYS> up dawn | | || 1G4 .
Inhousze Creation Highlighted
FK.angaroo Educational Suppliet
| Livingstane Schoal Supplies
Instructions: Lacal

Mentone Educational Centre
toyzton Fisheries
< [ b=

You may type the word, but if you get it wrong, the lookup pops up and you can
choose the correct item.

Instead of fully typing a word, it is often easiest to type the first letter of a

word, then press the <TAB> key to automatically bring up the lookup table from
which to select.

The <ESC> key will close any window and cancel the update. Sometimes you
get stuck in a loop where you want to cancel, but SciList tries to force you to
make a choice. <ESC> will get you out of it.
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SciList

Sort Headers

Where tables offer Sort Headers, you can sort on one or more columns in forward
or reverse order as shown here.

| Browse Items in a Location 3 b E=REET
Sort on Headers: Click to sort/reverse sort, Chrl-Click for another, Shift-Click to Clear
|| Room[+1] Shelf[+2] Item Guantity | Lnit |
Chern Store c19 Chromatography plate 5| sheet
. Chem Store (ML) Chromatography paper 1CHR 1| box
Show Al Locations Chem Store (ML) Dessicator, glazs, small 1
BEET s Chem Store C Dessicator, glazs, small 1
- Chem Store C Dessicator, glass, large 1
Biology Store Chem Store C25 Gas jar large 3
Chem Stare Chem Store C25 Mortar and pestle, glass, Bom 23
Compactus Chern Store C25 Martar and pestle, porcelain, 15cm 2
Elswhere Chem Store C25 Yoltameter, Hoffman's 2
End Store — Chem Store cofr. Mercury spill apparatus 2
Garﬁen . (o Chem Store Floor Tubing, brass 2
Jurior Science Store Chem Store floar ‘winchester carrier 2
Physics Store Chem Store tub Vial, plastic. 35 ml with id 1|bag
Prep Area Chem Store tub Foam, scraps 1]
Prep Gear Compactus Phyzics prac equipment [kit] 1| box
51 Compactus Thermometer clips 13
52 S Compactus 03 Globe, light box, spare 1]
Compactus 03 Paper clip giant 50mm B |box 100
Compactus 03 Joggle eves 5| pkt
Compactus o7 Plasmodium falciparu, [prepared slide] 1
Compactus o7 Fazciola hepatica Cercariae [prepared slide] 1
Compactus o7 Taenia piziformiz, proglottid [prepared slide] 1
Compactus 11 Cotton wool 2| packet
Compactus 11 Information night [kit] 1
Compactus 11 I aterials, various 1| box
Camj 11 1|Box
Compa 1-1 1

Click once on the heading to sort (ascending). Click again to reverse the sort.

Multiple Column Sorting

It is often useful to sort on one column, e.g. Room and then sort within that on
another column e.g. Item, so that items are grouped by room and alphabetical

within that.

To do this:
<CLICK> on first column header
<CTRL - CLICK> on successive columns

<SHIFT - CLICK> to clear the sort headers

Scrolling through long browse tables

Some tables can have many entries and you need to be able to browse through
them.

Arrow keys will move up or down a line at a time.

<Page Up> and <Page Down> keys scroll one screen at a time.
<CTRL> with <Page Up> or <Page Down> will go to the Top or Bottom of the list

Some tables offer VCR controls which move you through the list.

H 44 « L |

They go to top or bottom, screen up or screen down, or single line at a time
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Locators

Locate Item or Locate Category.

A locator is present on tables with many records and is indicated by a prompt like

& Reorder List

u A

LY

Items only show in Y st if the total stock quantity iz not equal to the ideal gquantity.

If you are not goigg
level to reflect yo

p re-order for any item, then change the ideal Edit-in-Place on the

ideal quantity

mea g

Locate by item name:

Save
v Accept
X Cancel

Jiiv§

#|| ltem Room Location Local Quantites Unit
Ideal| Stocktake| Reorder | Excess
Beaker, 100, glass Frep Area Class Set 13 1] 13 1]
Beaker, 260ml, glass Prep Area 23 10 B 4 0
Beaker. 250ml. glass Prep Area 13 2 2 1] 1]
Beaker, 260ml, glass 55 13 13 0 0
Beaker, 250, glass S2 13 13 1] 1]
Beaker, 260ml, glass 31 13 13 0 0
Beaker, 250, glass 53 13 13 1] 1]
Beaker, 260ml, glass Prep Area Class Set 13 0 13 0
Beaker, 500, glass Prep Area 23 10 7 3 1]
Beaker, 500ml, glass 31 13 13 0 0
Beaker, 500ml, glass 52 13 13 1] 1]
Beaker, 500ml, glass 33 13 13 0 0
Beaker, 500ml, glass S5 13 13 1] 1]
Measuring cylinder, 100ml, glass 32 13 13 0 0
Measuring cylinder, 100ml, glass 55 13 13 0 0
Measuring cylinder, 100ml, glass 53 13 13 0 0
Measuring cylinder, 100ml, glass Frep Area 23 10 4 [ 1]
Measuring cylinder, 100ml, glass Prep Area 13 2 2 0 0
Measuring cylinder, 100ml. glass Chem Stare B9 2 2 0 0
Ruad, stiring, plastic Junior Scien 04 13 13 0 0
Fuod, stiring, plastic Frep Area 23 g 1] g 1]
Ruad, stirring, plastic Prep Area 13 2 1 0
Stopper, solid, Karell, test tube Compactus 84 [=1] 12 48 0

A locator allows for automatic scrolling based on the data in one of the
columns and makes it easier to find one item from many in a list.

First click the table anywhere so Windows ‘knows’ what your mouse is
focussed on.

Then type the first few letters of the word you want to scroll to. The letters
show above the table as you type, and the table simultaneously scrolls to the
nearest matching record.

The Up or Down Arrow will totally clear the locator text.

Use the Backspace Key to remove characters.

When located, you can edit that record as usual.

Page 21
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SciList

Printing

As long as a printer is installed under Windows, it will work with SciList. Choose a
printer from the File menu. You can change to any other printer available to you
before a specific print job E.g. if you want to print in colour or print double-sided,
this may be available on another printer.

File | View Zoom

Pages to Print...

Print

+ Across: [1 Dawn: [1 Zoom: [Page Width [ 7]

Save As...

Exit

Stock Items by Location Biology Store

|Location Item Quantity Unit

01
01
01
01
01

Overhead projector

Telescope, astronomical, reflecting, 4"
Television set

Water sampler

Pole, extendable

Acacia seed (wattle) pkt
Biot's apparatus

Conductor, insulated, cone sphere, hollow ball
Electrophorus, simple form

Electroscope, pivoted needle with scale

= N =2 A N O A A A

I

Electroscope, gold leaf

-

All reports preview to screen where you can view the output.
At this stage you may:
e cancel

e print all pages
* select some pages to print

@ Pages to Print

To print specific pages, go to File > Pages to Print.

Pages to Print;

Enter page numbers separated by commas e.g. 1,4,5, or a range of

[ @ Select an Qutput @1

T FOF ‘
42 Kinhe {2
KML TEXT

FDF HTKL

pages by using a dash e.g. 1-5, or combination e.g. 1,5-9.

Print to Text, XML, HTML, or Acrobat Reader document

From the preview window, all or most reports offer the ability to:

e print to an Acrobat .pdf file

|/ QK I[X Cancel ]

e print to a text file

e print to an html or xml file
Go to File > Save As...

Select one of these options and you will be prompted for a file name and location.

© CaRob Computing
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Chapter 2

Building your Stock List
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SciList

What this chapter is about

This chapter provides a detailed guide to setting up SciList, along with the
rationale behind the decisions you may have to make as you proceed.

It is assumed that you have read and understood the previous section, covering
how to insert and edit records, and how to locate records in tables.

Everything in this chapter relates to the Master Items and Locations button shown
or from the menu Manage Stock > Master items and Locations
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Building the Database

Before beginning your database, you should think about how you intend using it.

You start with a list of items and link each item to one or more locations. You
can print lists of items by location.

Assigning sub-locations allows you to produce a report of items stored in fairly
specific locations, for example, all items on Shelf 3 in the Physics storeroom.
This makes finding items and stocktaking much quicker and easier.

Setting ideal, or desired, quantities on items allows for effective stocktaking. After
a stocktake, stock numbers are compared to your ideal stock numbers. Orders
can be automatically generated for identified shortfalls.

To produce reports based on groupings of items, for example, a list of all your
charts, or all equipment items used for year 7 Heat unit, you will need to assign
an item to one or more categories or disciplines.

It is more time effective in the long run to assign location, quantity and category/
discipline details as you put an item into the database. However, these details
may be added at any later stage.

Some lists have been included for you as a starting place — categories, disciplines,
suppliers.

An extensive list of common science department equipment has been supplied
with Scilist.
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SciList

Managing LookUp Tables and Constants

Much of the data you work with will hardly change once it has been entered.
This includes: your Organisation Details, Suppliers, Categories, Disciplines, and
Locations.

Organisation Details

File > Local Settings
The contact details are used on orders and other reports. You may also activate
the email facility and set your email details here.

lg__Record Will Be Chan

West Coast College

General | (L) Email Setup r[:hemic:al Options l

Contact Person: Ms Karen Young

Address Line 1:

Address Line 2: Colerzine Street

TownorSubub:  WEST COAST

State: VIC

Fost Code: 3309

Phaone: 03 5577 1344

Fau 03 5577 4449

Email: .young.karen.e@edumail.vic.gov.au
ABN: 45147144348

[ Auto-generate Order Mo Order No Prefi: [

@ Activate Email

Auto-generate Order Number
If you want SciList to create the order number, check this box. ScilL.ist will
generate an increasing order number for each order, e.g. 12, 13, 14 ...

You may add an optional prefix. e.g. SCI so that an order number would be
created as SCI12, SCI13, SCl14...
The automatic order number can be over-written by you at any time.
If you use a separate order book, do not activate Auto-generate
Activate Email

Check this box to activate the Email Setup tab (below).

General Emai Setup |

Domain: | eq provider. net. au
Server | smitp.hatkey net.au e smkp. provider. het, au
Part: 25 uzsually 25
Autharized User: eq uzeri@provider. net. au

Pazzword:

An autharized uzer iz required for most managed email systems
such az Edumail. Most general email servers are nat managed and
at Autharized Used should not be entered.

The email will uze the above setttings to zend a
megzage to the email address on the previous tab,
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Email Settings

You need to contact your network manager for your specific server settings.

Domain
Usually not critical, and can usually be left blank

Server and Port
The name of your email server and its port. SMTP mail defaults to Port 25, but
yours may be different.

Authorised User
General email usually does not require an account name in order to accept an
email. In this case, leave it blank like the above example.

Managed Servers such as Edumail in Victoria will not accept email unless it is
from an authorised user with a password. In this case, you must enter an
account name and its password. Depending on how the server is configured,
the account name may simply be the name e.g. tom, or it may be the full
account name tom @edumail.vic.gov.au.

Send Test Message

A sample email will be sent using the settings from this window to the email
address on the General tab. You may need to try different variations. Some
servers require Authorised User, others won't work unless it is empty.

Chemical Options

If using SciList to record chemicals, check these settings
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SciList

Suppliers

Browse Lists > Suppliers

Required when managing purchase orders and purchase history. When starting
off with SciL.ist you could ignore these until you get around to handling purchase
orders and then add them as you need them

#s Browse Suppliers ‘- E@g

Locate Supplier: www_edsolt. com_au Soit on headers —
Name Contact Persof Town Phone Fax Acc. Mo. ‘web Address [~ \S‘ll
3B Scientific
AusPen [Baplen Pty Lid) MALVERN 9822 7162 9822 0388 WAL BLEPEN. COM
Aust. Bird, Reptile & Exotic Pet Cantre 9548 2422
Australian Geographic shop MELBOURNE
Barwon South West Region-Amber ENl 52728344 7 0437 109 420 5277 9926
Bear with me Craft PORTLAND
Betta Electrical
CaRob v carobeam. com
Cheap as chips shop PORTLAND
Cider House ICT EMDEAVOUR HILLS [ 02 97007769 02 97007394
Creative Pumps et MITCHELL PRk 0B 8377 4748 0B 8377 4743 i, creativepumps. com.. E
Deals Direct BANKSTOWH v dealsdirect. com. au
Dick Smith Wholesale NORTH RYDE WSWw | 1300 366 £44 0233373200 | (02)3355 1155 A Change i
Dk o ki Edit buttons
1 |[Famiy pet & aquarium Stere B | GEELONG il
Gary Sobey ‘Skydancers” HARCOURT 03 5474 2468 |
Gazeba Hair Design, Andrew Eade
Gould League of Victoria MODRABBIN 9532 0303 9532 2860
Graphic Education THURINGOWw& CENTR, 07 47232048 07 47230149 v, graphiceducation. co PFrint
Haines Educational Graeme MALVERN EAST 03 9568 B9EE 032 9568 6977 i haines. com. au . . .
Hallidays Butchers 55232744
Hyway Nursery PORTLAND 55232063 Prlnt ||St Of a” Suppllers
1G& PORTLAND 55233494
Industrial Equipment & Contral THORMBURY 9497 2555 9497 2166 wwiecpl.com, au
Inhouse Creation . .
Jacka the Knacka CAMPERDOWN 55931988
Jenny Smart [Jens Critters] KOROIT BEEETI21, 0428 296246 Prlnt one page Wlth
Kangaroo Educational BROOKWALE MSW 1300 133383 1800 780083 i hop. com. au
Usborstory Techricians Associstion ¥ WARRAGLIL several formats of
Livingstone School Supplies ROSEBURY 1300 721 721 [sales) 029313 6444 w. livingstone. com. au -
Lo mailing label
Mentone Educational Centre MENTOMNE 95533234 9553 4562 v mentone-educationa
<= b
| 7% Buy - Educational & Adobe Software Online at Ed... - v [ ® v Page~v Safetyv Tools~ @+
\ awveusacar 1300 337 638 | Contactus | News | Upcoming Events | ] f
@ © Ne =
s edsoft T i i
eas ) If you enter a website for a supplier, the
e —— link at the top of the browse window is
Home | teacher, ff’/ Al 5en00l l siiperstore) Solutions: SUPER FAST.QUOTE, .
active.
pes sl ICT Educational Superstore e ———y——
PROMETHEAN , m— heraldsii
Tl integroted soluton Australia & New Zealand's leading wo i
Prefarred Promethean J specialist ICT solutions provider. Review
partner A /
National and full &
e Easy 25 ) {020 §
< I ]
Done € Intemnet | Protected Mode: Off fa v R100% v
-
& Record Will Be Changed - a " ==

Name:  [EDSOFT

Street Address: | Factory 5, Apallo Court

Mail Address:  |P.0. Bow 314
Town:  |BLACKEURN

State: | . .
e [E— Entering an email address

Emal | 4.— will allow you to email this
i Phone:  [1800 333 873 98754899 \ supplier.
I Fax W

Specialty |Cmcodile-chps sofhware

Commert:

Cortact Person: | Customer Account Number,

Wb s [vwm edeoll coman if you have one, entered
Customer Accoun! No: | here will appear on any
purchase order.

Supplier Update Form
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Categories

4 Browse Catgories of Equipment

Locate Cateqgory:

3

<]

i

Cateqgary

S

Aguaculure

Aguarium equipment

Art & Craft Material
S

Astronomy
Audio-visual
Balances

Bing &nd Tubs
Books

Botany

Bottles

Chart

Chemistry Equipment
Clagsroom E quip-Chemn
Classroom equip-Gen
Classroom Glassware
Clagsroom Supplies

Cleaning

Consumable -
Cosmetics
Data L i
S
Dynamics
Earth science
Ecology v
Locations and Sub-locations
Browse Lists > Locations
classroom, or compactus.
shelves, cupboards etc.
[ & Browse L;ati;’r;sn
Location Sub-Location

Browse Lists > Categories

A range of categories are supplied. You may edit
these to suit yourself.

Categories can be useful to group items relating a
common theme, even though they may be disimilar.

This can be useful during stocktake for example.

Chemical and Consumable are both used within

SciList by the program.

We suggest you use singular rather than plural where
practical i.e. Chart, not Charts

A location is usually something that has many items, such as a store-room,

Each location is typically (but not always) broken into sub-locations such as

= || Biology Store
cs

Chem Store
Compactus
Elsemhere
Ephemeral

Phwyszics Store
Frep &rea

< |

Junior Science Store

3

[ Ingert

][ change || Delete |

[@ Print Walue by Location... ]

’ & Print Location List ]

11
12

@i b s

[ Y R

P N

Gory = f o=

[ Insert |[ Change |[ Delete |

In this window, the sub-locations are
shown for the highlighted location.
Each location will have different sub-
locations.

From this window, you may edit
Locations (left) and the highlighted
location's Sub-locations.

Sub-locations should be entered
systematically as shown in the
example for a compactus, where
the numbering represents bays and
shelves.

It is important to have the main locations correct before adding stock items.

From this window you may also print a list of all locations and sub-locations and
print a list of items in each location based on a minimum value. e.g. all items
above $500

Page 29
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Disciplines

Disciplines provide another way of being able to print and sort items.

$ Browse Disciplines

Discipling |
Administration
Biolo

Earth Science
Genetics
Geology

Junior Science

Maintenance & Prepar A Change
Marine

Physics

POE

Papchology

Safety and protection
Trangzition / Orientation Day

mm [elete

WCE Units 1 & 2
WCE Units 3 & 4
Year 10

Year 7

YVear 8

Year 3

]
I

It is OK to change the names of Categories,
Locations, and Disciplines. any time. ltems
in them will remain in them.
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Items and Stock

To view the list, click on the ‘Manage Stock’ button.
This screen provides access to all the main functions relating to stock items:

¢ Insert, change or delete master item names

¢ Add master item descriptions, unit descriptors, images
¢ Add locations, quantities, stock comments

e Add or view purchase histories

¢ Assign categories and disciplines

e Key word search.

The tick in the first column indicates the item is in stock.

Master Item and Locations

Browse the list by using the scroll bar, or by locator, i.e. type in the first few letters of an item
name to locate it.

[ View/Edit Master ltems and Stoc [ R
Locate by tem: theo 1351 masteritems in 1746 locations
3 . Quartities
= = 5 Full Stock Actual Unavai
Resistor, standard, 22 ohm Physics Store 03 1 1 1] Rheostat
Resistor, standard, 5 ohm Physics Stare o3 4 4 0 I
Resistor, standard. 50 ohm Physics Stare 03 [ [ 0 ktem Description
Resistor, standard, 500 ohm Physics Stare o3 1 1 0
Reaistor, variable Physice Stare o7 17 17 [1]
Retort stand ring, 10.0cm 53 7 7 0
Retort stand ring, 7.5cm 53 18 18 0
Retort stand ring, 7.5cm Prep Area 13 [1] 1 0
Retort stand, 45cm Biology Store floar 27 27 (1]
Retort stand, 75cm Junior Science Store  |floor 38 1 ]
Retort stand, 75cm Biclogy Store floor 0 27 0 Stock Comment
Retort, 500ml Chem Store B3 2 2 1]
Retort. smal Chem Stare B9 0 1 0 from N9 store
Rheostat and mount Junior Science Store 13 2 2 0
Rheostat. spare Junior Science Store i3 2 2 0
Rheostat, tubular, sliding contact Physics Stare 13 3 2 0
Rheostat, tubular, sliding contact Junior Science Store 13 0 1 0
Ripple tank tray. wooden and glass End Store (i} 3 0
Ripple tank, for overhead projector Physice Stare 05 2 2 0
Rock hammer, metal Junicr Science Store 20 floor 10 i 1]
Rock making, sedimentary [prac] Junior Science Store floor 1 1 [1]
Rock set Jurnicr Science Store 17 7 7 o
Rock set, small Junior Scisnce Store 17 12 17 1]
Rock set, small Junior Science Store 17 0 12 0
Rock specimens, loose, tub Junior Science Store 20 floor 1 2 (1]
Rocket kit Compactus 46 1 1 1]
Rod, aluminium, Singing rod Compactus 56 1 1 0
Rod, brass, 45cm x 6.4mm {Heat unit) Junior Science Store 22 floor 16 16 0
Rod, copper Junior Science Store 22 floor 18 18 0
Edit Master tems Edit Stock (Locations)
[ & Insertt ] [A Change ] [ mm [elete ] [5! Set Categories and Disciplines ] [ =+ Insert ] [ A Edit ] [ m [elete ]
[_w‘ View Purchase History ] [L} Index Keywords ]
Window may be resized vertically

S —— — L

* You may use an item name as is, alter it as you wish, or change it completely.

¢ Unwanted item names may be deleted as you come across them. Alternatively
you may wait until you have built your database and assigned locations to all
your stock items, and then delete all unwanted item names en masse. (Utilities
Menu > Clear Items with no Locations)
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Editing Master Items
To Insert a master item

Click the insert (Ins) button. (On left hand side of window)

4 Update Master Item... fg

Recard wil be Added (v oK) [ Cancel] Enter the name of your item on the Update
Master Item form.

Item:“

General | [50 characters max]

When naming a master item, use a

Dol systematic format to assist the grouping
S = and locating of similar items. e.g. Globe
madge rilename:

. s Pl 12W, Beaker 500 ml
Unit:
Totalldeal Qe [ Use singular, not plural. 'Globe’, not

Item alue: 0.00 This iz updated automatically from latest recorded purchase 'Globes'

Otherwise, enter it yourself

jcal  Check thiz if the item iz a chemical

Add other details as appropriate.
For

Chemicals
See Chapter 6

The Item Value is optional. The entry can be automatically updated when
purchase orders are saved to history, and over time, many values will end up
here. You might initially only enter a value for items required on the school Asset
Register. e.g. items over $500. Or you may need to enter all values for the full
insurance value of all stock. See Reports > Stock Value to print.

The latest price of purchase goes in to Item Value field. So if you buy a new unit of
an expensive item, all existing ones will be considered to be that value also. For
example, a new dual power pack is around $500 now. But you may not want the
value for the one you have had for 30 years recorded at $500. Solution — enter
as individual Master Items, no. 1, no. 2 etc. , each with its own separate value
and purchase history.

Another idea is to record historical values for older items in the Description field of
the Master Item.
To delete a master item

Highlight the item and click the delete (Del) button. This will delete the item and
all its connected information including locations, purchase history, etc. It will not
delete the item from any relevant purchase order.

To change a master item

To alter the master item title, or add or change other details, highlight the item and
click on the change (Ch) button.
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Master Item Specifics
Master Item Description

A written description of an item may help to:

¢ Specifically identify it (model numbers, range, brand, etc.)

¢ Inform about its usefulness (dimensions, construction materials, intended uses,
etc.)

¢ Describe component parts

¢ Describe related items (for example, the name of a series of charts, or other
equipment the item may be closely linked with)

* Enhance keyword searching (for example, the item title for a prepared slide is
Fasciola hepatica Cercariae, while the description might contain its common
name, Liver Fluke. A keyword search of any of these words will then find the
slide

¢ Serial numbers of expensive equipment can be included in the description.

To add or change a description, click change (Ch) on the Master Item List screen
to go to the Update Master Item screen. Click on the Description box and add
your details.
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Images

An image may be included for selected items to more completely identify them to
users. This is particularly useful for charts, unusual equipment, and equipment

kits.

& Update Master Item...

Fecord will be Changed

v 0K

Cancel

ltem: |Micruscupe, steren, Bios

[50 characters max]

General |

Description: Biois, no. 411181, Eyepiece w10, objectives 13,
4

Image Filename:|| L]

X

Click the ellipses (...) button to bring up
a file dialog box...

Unit: Select an Image
Total ldeal Gity: Lock in: | I Scilist V| Q ¥ B G-
Itern Walue:
e W alle |_ 0.00 ’_J @adamnewquay.jpg
| adamnewqy.jpg .
1= Chemical Recent 1T Microscope.jpa Select the file...
=
L
Desktop
My Documents
My Computer
File name: |Micmscope.jpg A | [ Open ]
My Networlc Files of type: |AII Image Formats V| [ Cancel ] Click open
& Update Master Item... le
Fiecord will be Changed

fterm: |M\croscope, stereo, Bios

General | [50 characters max]

Description Bicis, no. 4111891, Epepiece 'W10, objectives 13,
C |5

Image Filename: [Microscope.jpg
Unit:
Total Ideal Qhy:

Item /alue: 0.00  This is updated automatically from latest recorded purchase
Othenwize, enter it yourself

11 Chemical Check thiz if the item is a chemical

inImages Folder

L g

The image will appear on the Master Item
List in all search modes — main list,
keyword, category and discipline, and
on the Master Item List update screen.

The magnifying glass (bottom) allows you
to view the image in more detail.

The image is automatically copied into
the SciList Image sub-folder

Microscope. stereo. Bios
Item Description

Biciz, no. 411181. BEyepiece W10X,
objectives 13X, BX

Stock Comment

Moz 'B'and T, but 'C'is not working, spare
parts only
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Unit

When adding an item, add a unit description if it helps during stocktake, ordering,
and locating equipment.

For example, if you buy plastic cups by the carton, and count them during
stocktake by the carton, then record ‘carton’ or ‘ctn’ in the unit field. Whenever
you see a screen or produce a list showing the stock level of plastic cups, the
unit ‘carton’ will also appear. Other descriptors of units might be ‘box’, ‘box of
10’, ‘pkt 100’, etc.

Otherwise leave the unit field blank for counting individual items.

Total Ideal Quantity

You can't edit this field. The number shown here represents the total ideal (or
desired) quantity of this item you have stored at all locations. It is calculated
automatically, by totalling the ideal quantities from each location of that item.

To Save

When you have added all the information you wish, click ‘OK’ to finish. You may
edit the information at any time by clicking change (Ch) on the Master ltem List
screen.

Importing ltems

If you already have a list of items and locations in a computer format such as a
spreadsheet, you may be able to import them. See Chapter 7 for details.
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Working with the Stock Item List (right side of screen)

Use the Edit Stock (Locations) buttons on the lower right to edit details of a master
item in one or more locations.

F ™
v oo =
|| Locate by tem: 1351 master tems in 1746 locations
b Quaritities

tem Location Sub-Location Full Stock  Actual  Unavail

Bead, green Compactus 63
Beaker, 1000ml, glass 23
Beaker. 1000ml. glass
Beaker, 1000ml, glass
Beaker, 1000ml, glass
Beaker, 100ml, glass
Beakcer, 100ml, glass
Beakcer, 100ml, glass

; Beaker. 400ml. glass
2
13
2
13
15
26
Beaker, 100ml, glass 13
[
[
1
0
0
2
13
13
13
13

ltem Description

Beaker, 100ml, glass
Beaker, 100ml, glass Stock Comment
Beaker, 2000 ml, glass
Beaker, 20ml, glass
Beaker, 250ml, glass
Beakcer, 250ml, glass
Beakcer, 250ml, glass
Beaker, 250ml, glass
Beaker, 250ml, glass
Beaker, 250ml, glass

Meed 13 perroom, 2 for prep, 10 spares =
64

Beaker, 400ml, glass 51 Shelf
Beakcer, 400ml, glass Sheff
Beakcer, 400ml, glass Shelf
Beaker, 400ml, glass
Beaker, 400ml, glass Shelf
Beaker, 500ml, glass 23

Beaker, 500ml, glass
Beaker, 500ml, glass
Beaker, 500ml, glass

Edit Master tems Edit Stock (Locations)
[-|- Insert ] [A Change ][— Delete ] [L;.J Set Categories and Disciplines ] [-|- Insert ] [A Edit ] [- Delete ] -

[v View Purchase History ] [u Index Keywords ]

Window may be resized vertically

Locations

Adding locations allows you to:

¢ Find items quickly

e Put items away in their correct place

¢ Produce reports of items at a location

Stocktake using specific checklists for small or large storage areas

Master Items often reside in multiple locations (as in above example)

Select from a drop list of Locations and then look up the Sub-location (...)

%8 Update Stock ltem..

B Sub-locati ==
Item: |Beaker, 400ml, glass / E] [7 0K | & Browse Sub-locations
Location > M Cancel | Sub-location | - EY
Lo atior: || Sulgocation I E] P 12
Roarm - 13
Biology Store B i
Ideal 0 LS i ]g

Chem Store 2
Stack Take PRl Mote: 21
Elzenuheres Quantities apply 22

Ephemeral to above 23 A
(IncludingT| Junior Science 5 lac:ation anly. 24
Phuysics Store 25
T | Prep Area - 2B
emporar o ¢ 3
Unavailabl ¢o 1
53 32
Con o4 - 33
34
35

| i

Fecord will be Added 1 =
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Organising your Locations

Hint: It is a good idea to have a map of your major locations with their sub-
locations before entering them.

Common Locations and Sub-Locations are best entered early in your work with
SciList. (From the Browse Lists menu)

You may choose to nominate your rooms or parts of a room as Locations, and
give them appropriate names, for example, Biology Store, Physics Store,
Classroom 1, Classroom 2, Compactus, etc.

Sub-locations could then be Shelf 01, Shelf 02, Cupboard 01, Drawer 01, Drawer
02, Bench, Floor, etc. (It is a good idea to have these all physically labelled
and a map drawn of these sub-locations before entering stock).

If any numbering sequence is likely to exceed 9, then use two-digit numbers from
01 to 09. This is required by computers to properly sequence the numbers in
lists.

Compactus shelves could be numbered firstly by Bay and then by shelf, for
example 1-6 (Bay 1, shelf 6). Be consistent when you enter these names.
Bench (with a capitalised first letter) and bench will be treated as two sub-
locations, as will Drawer 1 (with a space) and Drawer1.

Use Utilities > Change case of locations to standardise the case after you have
entered them all.

Choose between formats: Room 1, ROOM 1, room 1

The stocktake facility allows you to print stocktake checklists. The more
specific you are assigning locations and sub-locations, the more detailed the
stocktaking checklist will be. You can check equipment shelf by shelf, drawer
by drawer, cupboard by cupboard.

If you don’t need to assign sub-locations to your equipment items, that's OK. You
may perform your stocktake room by room.

It is entirely up to you how you organise your locations and sub-locations. It
helps to physically label your sub-locations for stock locating and stocktaking
purposes.
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Stock Reports by Location

Several reports of items are organised by location.

Stock Lists 3
Stock Value 3
Incomplete Orders
Expenditure

Disciplines

Stock-Full List-In Locations
Stock-Full List-Total Quantities

Stock with Mo Location
Stock in a Location ...

Unavailable Stock

Categories
Suppliers
Locations

Chemical 3

Stock ltems in:  Physics Store

Item

Stock in a location...

Acceleration sensor 2-axis
Airtrack

Airtrack accessories

Atternative energy [kic]
Ammeter, 0-1 and 0-5 amp range
Ammeter, 0-10 amp range
Ammeter, 0-5, 0-10 amp range
Ammeter, 0-5A, 0-50mA ranges
Ammeter, AC, 0-5 amp range
Ammeter, industrial
Anemometer, cup type, hand held
Armature [model]

Audio Amplfier

Sub-Location Total Qty Unit ‘

Shelf 09 1

Bench 1 . .
e Lo \_(ou may'pnnt an alphabet_lcal
P02 : list of all items in the Physics
selrzs 2 store,.showmg which shelf
sz ‘ each is on.

isplay 2

Shelf 02 1

Shelf 08 1

Shelf 02 1

Stock ltems by Location: Physics Store

[sub-Location ttem Total Gty Unit |
Shelf 02 Pump, base plate 3
Shelf 02 Ammeter, AC, 0-5 amp range 4
Shelf 02 Meter, high current, AC-DC, 0-25 amp. 4
Shelf 02 Tuning fork, C256 4
Shelf 02 Tuning fork, E320 4
Shelf 02 Tuning fork, G384 5
Shelf 02 Tuning fork, C 512 7
Shelf 02 Pendulum bob, 2cm, plastic or wood 8
Sheff 02 9

Calliper, vernier, steel

You could also print all items in the
store, organised by shelf.

Stocktake Activities > Print Checklists...

West Coast High School You may select a single Location
Stock ltems by Location:  Physics Store and print items alphabetical, by
|5u b-Location Item Quantity Unit | Su b-|Ocati0n .
Shelf 02 Kilowatt meter 1 l:l
Shelf 02 Meter, AC current 2] This allows you to stocktake shelf
Shelf 02 Meter, high current. AC-DC, 0-25 amp. 4[] bv shelf
Shelf 02 Metronome 1 l:l y '
Shelf 02 Micrometer, screw gauge, metric, to 25mm L] l:l
Shelf 02 Milliammeter W[ ]
Shelf 02 Music box 1]
Shelf 02 Oersted's apparatus 2 l:l

A full list of all stock, showing the location of each, is also available from the

Reports menu
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Quantities

You may record for each item: an ideal quantity, a stocktake quantity, and an
unavailable quantity, described below.

& Update Stock Item... =5
Item: |Beaker, 1000, glass E]
Location
Location: |Prep Area *| Subdlocation [Bench 2
Ideal Quantity: 23
Stock Take Quantity: Mate:
l—‘ (uantities apply
1 2 = ta abave
(Including T emporarily Unawvailable) location only.

Tempararily —
Unavailable Qty: 0=

Comment: need 13in53, 2in 52, 2in prep, 5 |
spares = 22

Fiecord will be Changed

Ideal Quantity

This is the total amount of an item you should have at this location/sub-location,
or, in other words, the full stock level.

Record the ideal quantity of an item for every location at which it is stored. If you
have two classrooms, each ideally with 13 spatulas, then you would put in 13
as the ideal quantity for each of those two locations. Your total ideal quantity of
spatulas (26) is calculated by SciList and displayed on the Master Item update
form so you know how many you have overall. This figure is also used in
stocktake calculations.

For most items ideal quantity will be determined by how many you actually have.
For example, 1 van der graaff machine, or 6 power packs.

For other items, stock numbers will fluctuate. You may want to have thirteen
100 ml beakers in a classroom, and replace them from a supply of spares
when numbers fall below this. You would input 13 as your ideal number for the
classroom location, and an appropriate number at another location for your
supply of spare 100 ml beakers.

Stocktake Quantity

This is usually the same as the Ideal Quantity of the item, except when you are
undertaking a stocktake. Then, it is changed by you in the appropriate screen of
the stocktake facility, and it will automatically be compared with your ideal (full
stock) quantity, and the shortfall calculated. After the stocktaking process has
been finalised, the stocktake quantity will revert to again match the ideal (full
stock) quantity.

For example, if you have thirteen 100 ml beakers as the ideal quantity in
Classroom 1, and during stocktake you find you only have ten left, then the
shortfall of 3 will be calculated by ScilList. More details about this process may
be found in Chapter 4.
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Temporarily Unavailable

This field allows you to record an item that is not available for use at the moment.
If, for example, you have 6 power packs (Ideal Quantity 6), but one is being
repaired, insert ‘1’ here. You still have the item, but anyone checking to see how
many power packs are available for use, will see that there are only 5 available.

Stock Comments

Record any comments here that are relevant to the item at that particular location.
Examples of use might be — serial number, intended use, use restrictions, level
of use, special instructions, repair or maintenance record, etc.
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Categories and Disciplines

Why?

Category and discipline fields allow classification of items into convenient groups.
Multiple categories and/or disciplines may be assigned to items, to group them
in a meaningful way. Use this facility to search quickly through a more specific
list for the item you want, and produce lists of equipment in groupings from the
very specific to general.

You may search for items based on AND or OR or NOT membership of categories
and disciplines.

Sample lists of categories and disciplines are provided.

In these lists:
¢ Categories group similar types of equipment, or equipment used for similar
purposes

¢ Disciplines group items of equipment according to the broad field of study
(Physics, Biology, etc.) or the teaching level in which they are used (VCE Unit 1
& 2, Junior Science, Year 10, etc.).

Advice

Devise groupings according to your needs to retrieve item information and
produce lists. You can assign multiple categories and multiple disciplines to an
item, and search also by multiple categories and disciplines.

For example, if you assign the category ‘Prepared Slide’ to all your prepared
slides, a search of that category would produce a list of all such slides, enabling
you to quickly find the one you’re looking for. You could also create more
specific categories to produce shorter lists, for example, Prepared slide —
animal, Prepared slide — plant, etc.

If you also applied the discipline, ‘VCE Unit 3&4’ to appropriate slides, a search by
both category and discipline would generate a list of prepared slides used for
Year 12 subjects. Adding another discipline, e.g. Biology, would result in a list
of prepared slides used by Year 12 Biology students.

You may not wish to include every possible piece of equipment that is used in the
teaching of a particular subject, but only to classify those which are particularly
important, or perhaps need to be drawn to teachers’ attention.

For example:
. prepared slides for Year 12 Biology
. charts available for Junior level human anatomy
J all physics equipment

Physics equipment used by Year 7 ‘Heat’ unit.

Assign a category to generate lists of items which need periodic checking, for
example, Term check, Semester check, End of Year maintenance. For example,
lab coats might be included in the mid-year maintenance, as well as the end
of year maintenance categories. Senior microscopes might be scheduled for
maintenance only once a year and so assigned only one category such as Term
1 maintenance.

Imagine how useful lists of tasks to be undertaken at particular times would be to
a new LabTech.
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Assigning Categories and Disciplines to a Master Item

Manage Stock and Locations Menu > Master Items and Locations

(# s [AcCh [mmDel | Highlight the item to which you wish to add a category or discipline,
[ wiew/EdtPuchase Histoy | and then click on the ‘Set Categories and Discipline’ button (bottom of
window).

[ Set Categories and Disciplines ]

The item you have selected will be displayed on the Assign Categories and
Disciplines screen. You may toggle between displaying just the one item or
displaying the entire item list using the Show All button.

Assign Categories and Disciplines to Master Items
The blue (upper)
browse lists allow
you to add or remove

Locate Item

Audio-visual

Laocate Category: 511

categories.
Animal Husbandry
Aguaculture B
Shavl Aquarium equipment

At & Craft Material

ASEPS

Astronamy

Audinevisual

Balances v

Drag'n'Dop Category and/or Discipline or use Buttons
Dizcipling \ Locate Discipline: The maroon (lower)
Biology
[Disigine S browse lists deal with
3 Administration d . . I

oty ISCIplines.

Earth Science

Genetics B

Geology

Juriar Science

Maintenance & Prepar 2

Each browse works in the same way:

¢ Use the scroll bar, or type the first few letters of the word, to search for the
category you want.

¢ Highlight the category name by clicking on it.

¢ Drag and drop the category name or click on the top arrow to move the
highlighted category to the screen on the left.
(Remove it by doing the reverse).

¢ Add as many categories as you wish.
Repeat this process to assign disciplines.

Special Categories
Chemical

If chemicals are imported, a Category named Chemical is created automatically
and chemicals added to it. For chemicals added yourself, a utility is to place
all chemicals in the Chemical category. Utilities Menu > Add Chemicals to
Category: Chemical

Consumable

When importing non-chemical data, the import file has a column named
Consumable. If this is 'Yes' a category Consumable is created and the item
placed in that category.
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Keywords

Keyword Index

The database is searchable by keyword. This allows you to find an item even if
you can’t recall its exact title.

For example, did you list it under’ Model brain’, or ‘Brain, model’? Or a prepared
slide under its title ‘Cnidaria, Hydrozoa-Hydra’ and all you can remember about
it is that it's a Hydra slide? Searching by Keyword, you will find these items.

To use the keyword search function effectively, think about all the terms you
might want to look up an item by and make sure they are included in either the
item title or description.

After adding or changing an item’s title or description, re-index the keywords.
This adds any new words you have used to the searchable list.

You might do this every time you add or change an item's title or description,
or do it once after making many changes. You can set whether only titles, or
titles and descriptions, are searched.

To Index Keywords:

(i.e. add new words to the list that will be searched):
Utilities Menu > Manage and Index Key Words or Master Item Screen

Extract key words from Master Items « Tick the check box ‘Include

Thiz utility extracts key wards from the names and words from Description’ if you
dezcriptions of the maszter items. 51]- wish to include words from the
item description field.

Generate Indes ‘ e ey Word List ‘ « Tick Ignore Chemicals if you
don't need them indexed.

[JInchude words from Description
Ighore Chemicals

1=

iew/E dit Exceptions

¢ Click on ‘Generate Index’.

Numeric terms are not counted

SciList will take &/few seconds to extract keywords from item titles and
descriptions /Any new items and descriptions you have added will be included.

See Chapter 3 for locating stock by

Browse Key Word Exceptions _ A | keyword search.
Locate Word: 511
Excluded Ward [~ Keyword exceptions
)
a . L .
Any items in this list will be ignored
and
be during the search. Keyword exceptions
Eﬁt are words that are meaningless as

cod search clues; words such as "and",
code —

"or" and "the". Scilist has a keyword

cols exception list with many words in it

E:St already. You can add to it at any time.
d

dzpt £

diam
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Purchase History

What is it for?

When an order is received in SciList, the items on the order can be marked as
received and when all have been received, copied to a purchase history.

Details such as price, product number, supplier and purchase quantity will be
recorded for an item in the master item list. Over time, a purchase history is
built up which is useful for future purchasing decisions.

In future, after a stocktake is completed, SciList will automatically generate orders
for under-stocked items, using supplier and pricing details from the purchase
history. An item will be added to an order to the supplier from whom you last
purchased the item, along with the price, product code, and quantity required.

Iltems with no history will be added to an order with the supplier '‘Supplier not
known' from where they may easily be moved to another order.

Adding, changing, or deleting a Purchase History

While much of the management of the purchase history is automatic, you may of
course manually edit it.

¢ Highlight the item in the master list

reermeemmses I R

Locate by ftem: 1350 master tems in 1745 locations

b ) ) Quantities
fiem Location Sub-Location Full Stock Actual Unavail

0 0
Acceleration sensor 2-axis Compactus 1 1 0
Arcids & bases ¥r 9 [prac] Chem Store 1 0 0
Acids dbases Yr9fprac] Compactus 51 o | 1] o
1L 1 1
Edit Master kems

[4 Inset | [A Changs | [wm Delete |

|5 Set Categories and Disciplines ]

l-u- Wiew Purchase History ] [L] Index Keywords ]

¢ Click the View Purchase History button (above).

Acacia Seed @

#[ Date Order No.  Suy
1708411 Hyi

10/02/09 | 002933

[+ Inzert “A Change ”- Delete

Resizable

¢ Use the edit buttons to update the entry.
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* Use the look-up button for a list of suppliers

-
£ Record Will Be Changed

Iterm:

Order Mumber:
Supplier:

Date Purchased:
Yalue Per Unit [$]:
[Juantity:

Purchase Unit:

Product Code:

Acacia Seed
‘002333 Optional
" Potland Seed Bank AGreening Australia | E]
ACATZ3 '
1040242009 (ddmmd )
4.30 [$/pkt)
K Murneric
pkt &g Box of 10, 600m| Bottle

Cornrment:

Locate Supplier:

[¢ ok

] ’x Cancel ]

From the lookup table of suppliers, either

¢ select the one you want

* or add one if they are missing, and then select.

Sort om headers

Dick Smith Wholesale

Disposals

Donation

Gam Sobey 'Skydancers"

Gazebo Hair Design, Andiew Eade
Gould League of Yictoria

Haines Educational

1G4
Inhousge Creation

Mame Cantact Person

Town
NORTH RvDE MSW
PORTLAND

HARCOURT

MOORABEIN
M EAST

PORTLAND

Phone
1300 366 £44 -0239373200

03 5474 2468

9632 0903
03 44

Fax
[02]9295 1155

9632 2860
03 35724377

Acc. Mo

K.angaroo Educational BROOKVALE NSw 1300133383 1800 780083

Livingstone School Supplies ROSEEURY 1300721 721 [zales) 0293136444

Local

Mertone Educational Centre MENTOMNE 96533234 9653 4562

Omega Scientific MODBURY NORTH 03 82834211 02 82894322

Petstock. wWaRRNaMBOOL 5561 3371

Portland Fasteners 56235333 pL

Portland High School L

Portland Seed Bank /Greening Austra PORTLAMD 85231111

Prof Bunzen Science [Carl Ahlers) GEELONG WEST. 52419756 5244 4986

Protector Alsafe PORTLAWD 132832 Fiint

Flaval Batanic Gardens, Melbaurne

S afeway PORTLAMD

Srience Supply Australia GLEN "wWaWERLEY 1300 857 544 1300 857 533

Scientific Py Ltd TaMBA, NS 02 BE458111 02 BE458125

Semata Py, Ltd 02 9657 3033 02 9651 2021

Silex [fwstralia) Pty Ltd EAST BENTLEIGH 9570 E222 9570 3644

Southemn Biological NUN&WADING 98774597 9834 2303

State Supply

The Herpshop ARDEER 9363 6841 9360 5704

The Ropal Swedish Academy of Scisr

The Warehouse WARRMAMEOOL

Thomson Learning Australia SOUTHBANE 1800654831 1800 641 823

Wiking Plastics Engineering BRAESIDE 9587 2297 95871172

| Fi=
Page 45 © CaRob Computing



SciList

© CaRob Computing Page 46



Chapter 3

Locating Stock
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What this chapter is about...

This chapter is about how to find items of stock using these three lower buttons
from the Main Window toolbar

These buttons represent the location of stock by these methods respectively.

‘ ‘ = ‘ * keyword searching
58 . .
* browsing a selected location

e narrowing stock down to membership of a category and/or a discipline

‘

Each option then presents its own functionality, such as general editing of stock
and locations, assigning stock to categories or disciplines and printing various
lists.
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Keyword Searching

What is keyword searching?

Keywords include any word in the name of an item and words in the description if
you choose to include them in the indexing.

You can't be expected to know the precise name of every item, but you would
most likely know part of the title, e.g. "meter”

Keyword searching will list all items that include a specified word.

Creating the index

Utilities > Manage and Index Key Words
and on Master Stock Screen

Indexing keywords is discussed in the previous chapter because it is part of
the process of adding stock into your list. Periodically you need to perform
an index, so the new names and descriptions can be searched for keywords.
Every time you do an index it starts from scratch and rebuilds the index. At the
same time you might add keyword exceptions.

Keyword exceptions are words that are meaningless as search clues; words such
as "and", "or" and "the". ScilList has a keyword exception list with many words
in it already. You can add to it at any time.

‘ Kepword Search

Searching on keywords

Use this button to bring up the following window.

micioscope

M!Cruscupe sligjes, plepalet_:l, WCE [kit]

microscope ticroscope. monocular, junion

micioscope Microscope, monocular, senior

microscope Microscope, steren, Bios

micioscope Microscope, stereo, Griffin

miciascope Microscope, stereo, Kinei

micoscope Skeletal muscle [chart] I .
Description of item:

1 Interfaces with computer for projection
S [4k Jrset | [A Change | [wm Delete |
[dm nset | [ Change | [wm Delet= |
— [ View/Edit Puchases ]

Search ltems lglﬂlgw
£l
Incremental Locator: @
&
|| K twiord taster [tem B Stock ltems
miciascope Lamp. microscope Location Sub-location Urit Oty Un
micioscope Lirer celle 230,000 mag. [chait]
microscope Liver cells 7,000 mag. [chart]
microscope ticroscope lene, oil immersion objective
microscope Microscope slide cabinet, 100shde capacity
microscope Microscope slide, cavity
micioscope Microscope slide, plain glass
microscope ticroscope shides, prepared, animal [kit]
microscope ticroscope shides, prepared, junior [kit]
microscope ticroscope shdes, prepared, plant & animal [kit] |
micloscope Microscope slides. prepared, plant [kit] L

[ Set Categories and Disciplines

J

Keywords are alphabetically arranged in the left hand table with their associated
master item.
On the right are the locations of that master item.

Master ltems and Locations may be edited from this window in the same way as
from the Master Items and Locations button.
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The keyword search utilises an incremental locator. This means that as you type,
the list scrolls to the first item that matches what you type.

Example: I'm looking for a beaker.

| start by clicking in the keyword table anywhere.

As | type 'beak’ the cursor moves down to the first beaker.

7 2] (]
Incremental Locator: beak < LiaJ
|| Few woord I aster Item |Z| Stock Items

bead Bead, bailing . alass Location Sub-location Unit Oty Un
bead Bead, brown Prep frea 23 ol o

Bead 52 20

3
beaker Beaker, 2000 ml, glass
beaker Beaker, 20ml, glass
beaker Beaker, 250ml, glass
beaker Beaker, 300ml, glass L
beaker Beaker. 400ml. glass L4
beaker Eeaker, S00ml, glass
beaker Eeaker, Slml. glass
beaker Beaker, B00mI. glazs
beaker Eeaker, polythene, 1000ml
beaker Eeaker, polythens, 100ml
beaker Eeaker, polythens, 250ml
beaker Beaker. polythene, S00m|
beaker “Watch glass, Beaker cover, 10cm
beaker ‘“Wiatch glass, Beaker cover, 12 .5 cm
beaker “watch glass. Beaker cover. 15cm E g
Desciption of ftem “need 15in53, 2in 52, 2in prep, 2 spares = 21
[+ Insert ] [A Lhange ] [— Delete ]
[+ Insert ] [A Lhange ] [— Delete ]
[~ Wiew/Edit Purchases ]
Set Categories and Dizciplines ] I
== = e} |

You may then scroll to the specific item of interest.
Using Up or Down arrows clears your typing.

You can correct with the <BACKSPACE> key.
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Stock by Location
‘ Stack by Location

™ Browse Items in a Location

To locate Item first sort by [tem 511
#|| Location | Sort on Headers: Click to sort/reverse sort, Chrl-Click for anather, Shift-Click. to Clear
Biology Stare - -
. Chem Store acation |em[-] Cuantity ~

I3C

T rac |prac
Hplorer, field data collector

i : 1
Elzewhere 76 1
End Stare 15 ‘whoal, ball 2
Garden 33 ‘Wooden icypole stick 1
Jurior Science Stare 93 Wire, tie wire, 1.25 diam. 3
Physics Store e ‘wiire, tie wire, 0. 9mm diam. 1
Prep Area 93 Wwire, plastic sheathed, hookup, red 1]
Prep Gear 93 Wire, plastic sheathed, hookup, black 0
51 7-4 Wire, innoculating loop 0
52 93 wire, fuse, 8 amp 1]
] 9.2 wire, enamelled copper, 22zwg 0
54 e “Wwire, coathanger 0
55 93 ‘wire, brazs, 26 gauge 1]

9.2 ‘Wire stripper 0=
7-4 ‘wire loop holder 12
41 “Wire cork remover 1
Whiteboard, magnetic 1
53 ‘wihite board, small [kit] 1
41 ‘whisk, hand 1
72 Wheat seed 1
93 ‘weights, azsorted 1]
51 Wwan surface disc 1
76 water best kit 1
93 ‘Wazher - weight 1]
4-2 Wideoflex 1
73 “icia root tip [prepared zlide] 1
9-6 Wacuum, wet & dry, accessories 1
[+ Insert ][A Change ] [_ Delete ] Frint Stack in Highlighted Room

l by Mame ” by Location ]

Highlight a location on the left. All items in that location appear on the right.

The right hand table can be sorted on its headers. For example you may want to
sort alphabetically on item name with each sub-location.

To do this you would Click the header "Sub-Location" to sort by that column.
Then Ctrl-Click on the header "ltem" to sort on items within the sub-locations.

T tetts iz (st s ) U e & (] Note the +1 and +2 on the headers.
Sort on Headers: Click to sortfreverse sort, Chrl-Click for another, Shift-Click to Clear

el el I T I .
73 uda bo epaied side i 1 indicates the primary sort

3 H_l,lg:lra body, w.m. [prepared slide] 2 .

3 Krife, vegetable 3 2 indicates the secondary sort

-3 Lili th 13t division | d slide] 1 ]

3 Lium anihers cs, 2nd diviion [srepared sice] 1 + indicates A-Z

-3 Lil [l 03 d slid 1 [T

3 L:m:i?igen?am&e::Uosllér[npt[sgea;e[pé::;]ed slide) 2 - indicates Z-A

-3 ammalian blood [prepared slide) 1

-3 Microscope lens, il immersion objective 1

-3 Microzcope slides. prepared, VCE [kit] 1 Sor-t headers can be Cleared W|th

<Shift-Click> on any heading.
4 Update Stock ltem... fg\
tzrm: i|Hydm body Ls. [prepared slide] ‘ B v 0K
Lo oo ] After locating a stock item, it may be edited
Shel: [73 If numeric bype "01", .. 09", "10" ete Wlth the USU3| update bUttonS
|deal Quantity: ’—3:
Stock Take Quantity 33:1:“”9& 2pply
fl= to above
location only.

[IncludingT empararily Unayailable]
Temporarily

Unavailable Qty: U=

Comment: Moz 13, 14 & 16 CE unit 3 outcome 1 slide box

Recard will be Changed

Page 51 © CaRob Computing



SciList

You may print items ordered by Name or Location...

Ordered by Name
Stock Items in : Compactus

Item Location Total Qty Unit
Acacia seed (wattle) 7-2 1 pkt
Acids & bases Yr 9 homework [prac] 5-1 50
Acrylic square 5-6 0
Amoeba (prepared slide) 7-3 5
Artemia (prepared slide) 7-3 1

Bag, brown paper 1-5 2 pkt
Bag, plastic 1-5 5
Balance, spring, to 3 kg 9-1 2

Ball, golf 5-5 14

Ball, plastic 5-5 6

Ball, solid rubber 5-5 5

Ball, tennis 5-5 18
Balloon 1-4 2 pkt
Balsa wood 9-6 14 strips
Bead, boiling , glass 8-3 100

Bead, brown 6-3 1 jar
Bead, green 6-3 1 jar
Beehive shelf 8-4 12
Blindfold 7-5 10

Blood grouping tile 7-2 8

Blood, amphibian (prepared slide) 7-3 1

Blowpipe, mouth

Ordered by Sub-Location within a Location

Stock Items by Location: Compactus

[Sub-Location ltem Total Qty  Unit
1-3 Chalk, coloured 1 box
1-3 Protractor, plastic 13

1-3 Raffia, nylon 0

1-3 Taper, wax 0 pkt
1-4 Cork, new 10

1-4 Pipecleaner, cotton 1 pkt 1000
1-4 Plate, plastic 2 pkt
1-4 Cotton thread 2 roll
1-4 Candle 5 pkt
1-4 Balloon 1 pkt
1-4 Skewer, wood 3 pkt
1-4 Cork, champagne 200

1-4 Plasticine, used 1 chunk
1-4 Straw, plastic, loose 1 box
1-5 Bag, plastic 5

1-5 Bag, brown paper 2 pkt
1-5 String 1 bal
1-5 Wool, ball 2 ball
1-5 Stockings 1 bag
1-5 Fishing line 0.4mm 1 reel
1-6 Straw, plastic 1 carton
1-6 Peg, clothes 20

2 Pencil, writing, set 0 set

2-1

|
=
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Stock by Category/Discipline

|‘_'|E¢ - Stock by Categom/Dizcipline

Search by Categories and Disciplines

or discipline, or use

Chemistry Equipment buttons below

Clazzroom Equip-Chem

Clagsroom equip-Gen

Classroom Glassware

Clazsroom Supplies v

Tag the categories and disciplines of interest This window allows you to dlSp'ay stock
If either Category or Discipline is untagged. it is ignored Sﬂ based on its memberShip in Categories or
disciplines or combinations of one or the
Locate Categary Locate Discipline: Oth er.
# _‘ Discipline
- Bidoay S Tag at least one category or one

= | atack o : L . .
| dheatve Every o Semnce View discipline, or both, then click View
[ | Al | Gerees Sgtected Selected Stock to see the items that
[ | Animal Hushand [ Sci
: Agmiullﬂlsean Y ol h:ani‘notrengl:crz]:z Prepar matCh

Aguarium equipment [ | Marine
[ [ At & Craft Material [ | Physics
[~ |ASEPS [~ |POE
[ | Astranomy [ | Psycholagy
: Audio-visual = [ | Safety and protection
u Balances [ | Transition / Orientation Day

Bins &nd Tubs [~ |WCE Units 182
[ | Books [~ |WCE Unit: 3& 4
[ |Botany [ |Year 10
[ | Battles [ |Year7 Double Click to tag
N Charts [ |Year B or untag a category
[C |CHEMICAL [ |Year 3

The double arrow button below the tables

reverses the tagging

Link categories with Link, dizciplines with

ONOT @eand Oor Cinor ©ind OO

Example: Tagging "Microscopes"

2 Search by Categories and Disciplines
Tag the categories and disciplines of interest
If either Category or Discipline is untagged., it is ignored iﬂ‘
Microscopes
Locate Categary: Locate Discipline:
L4 Categary ~ Dizcipling

L [ Science _Mg | After ticking the category or
[ | Kitchen Utensils ml C;qne?-ngigtry i i I I k h
E (o s | Chemisty discipline, click this button.

Lids & Covers [ | Genelics Selected
[ |Light [ | Geolagy Stock
[ | Magretism [ || Junior Science
- mamteqance % Repair [ | Maintenance & Prepar

aterial [ | Marine H i

[ | Measnement | Brpsics All microscopes are now displayed,

M easurement-Weight | POE .
[ [Mecharics [ | Pauchalogy regal‘d|eSS Of |OcatI0n (neXt page)
[T |Metals = [~ | Safety and pratection
[ | Meter [ | Transition / Orientation Day
[T | Meter - Electical [~ | WCE Units 1 &2
[ [ Microbiclo [ | WVCE Units 3% 4
i [ Vear 10
[ | Microscopy _ ‘Year 7 Double Click to tag
[ | Mineral [|vear 8 or untag a category
[~ | Mods - Biological Yeard or discipline. or use

Model, Anatarnical buttons below
[ | Modsl, atomic
[ [Model. plant
[ |More Information
[ | Nuclear & Atomic v

Link categories with Link disciplines with
ONIT  @and Oor CInot @énd OO
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Browse Stock by Master Item —

Cateqories dizplayed ... Dizciplines displayed ... riqlﬁ
Microzcopes AND é Print Stock M
Items
M aster Item List Anitem may be in the master item list
even if you don't have any in stock Individual Stack ltems
Item = || Location | Sub-location | Unit | Oty | Unavai |
L [ 3
Microscope, binocular, senior Compactus 3- 2 0
i Microscope, computer Junior Science Stare 24 1 0
Microzcope, monocular, intermediate Junior Science Stare 24 1 0
Microscope, monocular, jurion Frep &ea Dr2 2 1]

Microscope, monocular, senior
W Microscope, stereo, Bios
Microscope, stereo, Griffin
Microscope, stereo, Kinei
Microscopes, stereo, HED-Deluxe

(This window can take a few seconds to appear because ScilList must check all
master items against your selection criteria.)

You may edit any master item or any stock details from this window.

The print button shows the quantities and locations of all matching items.

West Coast High School

Stock matching criteria __.

Microscopes

Item Location Quantity No. Available No. Unavailable
Lens cleaning tissue

Junior Science Store - 1 1 ]

Prep Area - 2 2 o
Microscope, binocular, senior

Junior Science Store - 24 1 1 ]
Microscope, computer

Compactus - 4-1 1 1 0
Microscope, monocular, intermediate

Junior Science Store - 19 12 12 0
Microscope, monocular, junior

Junior Science Store - 18 15 15 i
Microscope, monocular, senior

Junior Science Store - 24 12 12 ]
Microscope, stereo, Bios

Junior Science Store - Bench 2 2 ]
Microscope, stereo, Griffin

Junior Science Store - Bench 2 2 ]
Microscope, stereo, Kinei

Junior Science Store - Bench 1 1 ]
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Complex queries

The Boolean operators below the Category and Discipline tables allow more
complex searches.

NOT{CHEMICAL OR Chemistry Equipment)

Locate Category:

Category A

Ak & Craft Material I

ASEPS

Agtronarny

Andio-vizual

Balances

E;‘;k’-;”d Tubs This example shows how to select all items that are in neither

Eolc‘lnny of the categories Chemical or Chemistry Equipment.
ottles
Charts

CHEMICAL The logical structure of the query is shown above in red text.

Clazzroom equip-Gen
Clazzroom Glaszware
Clazzroom Supplies
Cleaning
Conzumables
Cozmetics

D ata Logger
Diszection

Dynamics

Earth zzience
Ecology

Electricity w

l T}Mﬂagl Clear Tags ]

Link categories with

Cand & 00

0 1

This search is for Non-consumables in the Chemistry discipline.

I3 Search by Categories and Disciplines

Tag the categories and disciplines of interest
If either Category or Discipline is untagged. it is ignored Eﬂ‘
MNOT{Consumables) AND Chemistry
Locate Category: Locate Dizcipline:
S Category -~ Dizcipline |

™ [ At & Craft Material ] | &drniristration
™ [ASEPS | Biclon
[ | Astronomy FE_
™ |Audio-visual ™| Earth Science
[ |Balances T Genetics Selected
[ | Bires And Tubs I | Geology Stock
[ |Books I | Junior Science

Botany [ | Maintenance & Prepar
[ |Bottles [ | Marine
[T | Charts [| Physics
[~ [CHEMICAL [ |POE
™ | Chemistry Equiprient ™| Paychaology
™ | Clazzroom Equ_ip-Chern — ™| Safety and protection
™ | Claszroom equip-Gen ™| Tranzition / Qrigrtation Day
™ |Classroom Glassware ™| %CE Urits 1 &2
|: Classroom Supplies ™| %CE Urits 3 & 4
[ | Cleani ™ |vear 10
I, I | ear 7 Double Click to tag
[ Cozmetics |vear s or untag a category

Dgta Lo_ggel | vear 3 or discipline. or use
r Diszection buttons below
™ |Dynarics
™ |Earth science
™ |Ecalogy
™ | Electricity w

’ Taa/Untag | Clear Tags ] l Taa/Untag ] [ Clear Tags l

Link categories with Link dizciplines with
MINOT O#ird @0 CInoT ®énd O
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Browse List of Non Consumables in Chemistry

Browse Stock by Master Item I
r B
Categories dizplayed Disciplines dizplayed Eﬂ.
MNOT[Consumables] AND Chernistry & Print Stock a—ta
Items
Master Item List A item may be in the mazter item list
even if you don't have any in stack |mdividual Stock Items

- || Location I Sub-location I Urit I Qti I Unavail

71 9 [prac
bazes 1 3 homework [prac]

Ammonia test ships
Aquaponics [kit]
Autoionization of water [chart]
Balance, analytical, electic, substitution
EBalance, digital, 0.001g
Balance. digital. 0.07a
Balance, digital. 0.1g [
EBalance, digital. 1.0 g B
Ealance. electronic, GF-300
Ball, polystyrene, 135mm
Bariumn hypdroside octohpdrate
Battery, lead acid, demo
Bead, bailing . glass
Eeehive shelf
Booklet, ustralian Mational Chernistry Quiz
Boss head Stock Comment: ol U

4

taster lkem Description:

plastic cups for testing substances, with DG
diamonds on them if necezsany

[+ Insert ][A Lhange ][— Delete

Az
Wiew/E dit Purchases
275  Items Set Categaries and Disciplines

This browse table may be edited or printed (below)

Report on Non Consumables in Chemistry

West Coast High School

Stock matching criteria ...

NOT{Consumables) AND Chemistry

Item Location Quantity No. Available No. Unavailable
Chemistry game [game]

Compactus - 8-2 6 ] 0 set
Chromatography column with sintered ¢

Compactus - 8-5 3 3 ]
Chromatography of smarties [prac]

Compactus - 8-2 1 1 ]
Chromatography plate

Chem Store - C19 5 5 0 sheet
Clamp, universal

Junior Science Store - bench 17 17 ]

53- 27 27 ]

55 - 41 41 0
Cleansing lotion

Chem Store - C18 200 200 0 mL
Clip, spring, Mohrs, metal

Compactus - 8-3 5 5 ]
Colorimeter

Compactus - 86 1 1 ]
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Chemical

Stock Lists Stock-Full List-In Locations
Stock Value Stock-Full List-Total Quantities
Incomplete Orders Stock with Mo Location
Expenditure Stockin a Location ...
Disciplines Unavailable Stock

Categories

Suppliers

Locations

Other Sample Stock Reports

West Coast High School

Full Stock List with Location

Location

Acacia seed (wattle)

Acceleration sensor 2-axis

Acids & bases Y1 9 [prac]

Acids & bases Y1 9 [prac]

Acids & bases ¥r 9 homewaork [prac]
Acrylic square

Adaptor, spade lug

Adhesive mylar foam covers
Airtrack

Airtrack accessories

Algicide

Alrernative energy [kit]
Alternator [model]

Ammeter, 0-1 and 0-5 amp range
Ammeter, 0-10 amp range
Ammeter, AC, 0-5 amp range
Ammeter, demo

Ammeter, industrial

Ammonia test strips

Stock Lists Stock-Full List-In Locations
Stock Value Stock-Full List-Total Quantities

Incomplete Orders
Expenditure
Disciplines
Categories
Suppliers
Locations

Chemical

Stock with Mo Lecation
Stock in a Location ...

Unavailable Stock

est Coast High School

Compactus - 7-2
Physics Store - 13
Chem Store -
Compactus - 3-1
Compactus - 5-1
Compactus - 5-6

Prep Area - Bench 1
Compactus - 6-1
Physics Store - bench
Physics Store - 15

Prep Area - 00

Physics Store - 06, floor
54 -

Physics Store - floor, 25
Physics Stare - floor, 25
Physics Store - floor, 25
55 - display

Physics Stare - display
Prep Area - 06

Full Stock List with Total Quantities

1 pkt

1

1

1
50

i

1]
10 sheet 10
1

1 box

1 bottle
1 kit

i
12

3

4

4

2

1

|Item Ideal Qty

Acacia seed (wattle) 1

Acceleration sensor 2-axis 1

Acids & bases Yr 9 [prac] 2

Acids & bases Yr 9 homework [prac] 50

Acrylic square 0

Adaptor, spade lug 0

Adhesive mylar foam covers 10 sheet 10
Airtrack 1

Airtrack accessories 1 box
Algicide 1 bottle
Alternative energy [kit] 1 kit
Alternator [model] 0

Aluminium potassium sulphate 0

Ammeter, 0-1 and 0-5 amp range 12

Ammeter, 0-10 amp range 3

Ammeter, AC, 0-5 amp range 4

Ammeter, demo 4

Ammeter, industrial 2

Ammonia test strips 1

Amoeba (prepared slide) 5

Amoeba [chart] 3 chart
Anemometer, cup type, hand held 2
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Stock with no Location

Stock Lists 3 Stock-Full List-In Locations

Stock Value 3 Stock-Full List-Total Quantities

Incomplete Orders Stock with Mo Location

Expenditure Stock in a Location ...

Disciplines Unavailable Stock

Tngors est Coast High School

Suppliers

Loceiens Stock with no Location
emica

em Mame

Alurninium potassium sulphate Magnifier, helping hands
Aquarium fish feeder Matches
Balance, electronic, GF-300 Milk carton

In SciList, if a master item has no location then it is not considered as actual stock
on hand. The above report can show you items to which you need to give a
location or that may need to be deleted.

Stock in a particular location

Stock Lists 3 Stock-Full List-In Locations
Stock Value 3 Stock-Full List-Total Quantities
Incomplete Orders Stock with No Location
Expenditure Stock in a Location ...
Disciplines Unavailable Stock F th . d
Categories ELI@ rom tnis WII?1 ow,
Suppl -
HEHES To locate [kem first sort by [kem rsa' SeIeCt a partICUIar
beeers Sat on Headers: Click ko sart/ieverse sort, Cil Click for another, Shift-Ciick to Clear ) ion i
Chemical Biology Store |OcatI0n n the |eft
hemn Store = || Subdocation | Item Quantity | ~ .
3 Taper, wax 1B hand |ISt.
MNeedle, sewing 1
End Stare Scissors, office 12
Garden Glue. pva 500

Template, chemisty. Chemomat
Pencil, writing, set

Ruler, wooden, 30cm 1
Glue stick, hot melt

Gilue gun, hat melt

Glue, pva, class set

I arking pen, peimanent

Pencil sharpener

Stencil, lettering

Krife, Stanley, retractsble blade
Candle in holder

Chalk, sticks

Cork, new

Pipecleaner

Plate, plastic

Catton thread

Candle

Balloon

Skewer, wood

Cork, champagne

Plasticine, used

Plasticing, dark blue

Junior Science Store
Physics Store

Prep Area

Prep Gear

51

Then print the list
ordered by either
=IIl name or by sub-
location (below)

‘ear 3 Chem

I

ra
=1L LA TL ATy P AP IR T T T T XY XY

R N T T AR AT AT AT AR AT AP AFAF AR ALY

£

[+ Insett ][A Change ][_ Delete ] Frint Stock in Highlighted Location
[ by Mame ” by Location ]

West Coast High School

Stock ltems by Location: Compactus

SubLocation ltem Total Qty |
1-3 Pencil, writing, set 2 set
1-3 Ruler, wooden, 30cm 18 ruler
1-3 Glue stick, hot melt 2 pkt 10
1-3 Glue gun, hot melt 2
1-3 Glue, pva, class set 6 bottles
1-3 Marking pen, permanent 6
1-3 Pencil sharpener 1
3

1-3 Stencil, lettering
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Stock Lists 4 Stock-Full List-In Locations
Stock Value » Stock-Full List-Total Quantities
Incomplete Orders Stock with No Location
Expenditure Stockin a Location ...
Disciplines Unavailable Stock
Categories
Suppliers
Locations
Chemical »
West Coast High School
Unavailable Stock u@m
Total Unavai
Item Location Qty Qty Unit
Balance, digital, 0.01g Prep Area - Balance 1 1
’ Inaccurate by 13g. cannot be calibrated. Useful for before and after weighing.
Camera, Canon Powershot Compactus - 4-2 1 1 Unit

1246113480 Repaired 20/11/07 under warranty Betta Electrical. Sticking power button, lens cover jams.
Rec. Mo 1020875352

Discharge tube, Maltese cross Physics Store - 1 1
Broken in building move, 2004

Indirect evidence of atoms [prac]  Compactus - 5-1 2 1
In Box of prac bits and pieces

Radiation counter Physics Store - 06 1 1
not working.
Sphygmomanometer, mercury Chem Store - B10 1 1
not working

This report shows stock indicated as unavailable for use, perhaps because it is
undergoing repair or service.

"

& Update Stock Item... - "“E}

Item: |Balance, digital, 0.01g E] I

Location

Location: |Prep &rea »| Sub-ocation |Balance E]

|deal Quantity: 1=
Stack T ake Quartity: Maote:
,ﬁ Quantities apply
- ta abave
(IncludingT emporarily Unawailable) loczation anly.

Tempararily =
Unavailable Gty =

Comment:  |naccurate by 13g, cannot be calibrated. Useful for before and after
weighing.

Fiecord will be Changed
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Stock Value Reports

You may print the value of stock either

Overall
From a selected Category
From a selected Location.

Stock Lists
Stock Value

Stock by Value all locations and categories

Incomplete Orders Stock Value by Category

Expenditure Stock Value by Location
Disciplines
Categories
Suppliers
Locations

Chemical

All of them present you with this form in which to set your options:

Report stock by value
This utility will print a list of all items that are in stock and

equal or exceed a specified value. g_

From all categories
From all locations

Print stock whose value is at least:
$ 200 (Whole dollars)

Based On
@ Single hkem Value O Total Value

[l Include Description

[JInclude Locations @ Print

West Coast High School

Stock of value at least § 200 based on Unit Value @
From all categories From all locations W e
Item Quantity Unit Value Item Value |
Acceleration sensor 2-axis 1 221.70 221.70
Balance, digital SK-5001 2 245.00 490.00
Camera, Canon powershot 1 373.95 37395
Centrifuge, electric, 6 places 1 3980.00 390.00
Colorimeter, datalogging 1 265.65 26565
Crocodile physics [software] 1 1,562.40 1,662.40
EKG sensor 1 316.80 316.80
Geiger counter, digital 1 490.00 490.00
Human eye model, 3D working 1 487.68 437 .68
Magnetic stirrer 5 200.00 1,000.00
Microscopes, stereo, HED-Deluxe 9 260.00 2,340.00
Oxygen gas sensor 1 419.44 419 44
Photonics electronics trainer 5 290.00 1,450.00
Sensor, dissolved oxygen 1 488.00 489.00
Skeleton [model] 1 580.00 580.00
Total Value: 10,876.62
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Chapter 4

Stocktake Activities
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Stocktake Overview

SciList won’t actually count or enter stock levels for you, but that's about all it
won’t do. It will work out shortfalls and write the orders. You will know exactly
where all that new stock needs to go when it arrives.

Stocktake Logic

Stock in any location has an ideal (or expected) quantity.

Over a period of time, stock may be lost due to wastage, theft, or usage. Stock
can be gained due to new orders coming in. At stocktake, you print lists of
ideal quantities and check them against actual levels. Apart from overall gains
or losses, stock may also have been shifted from one location to another. You
enter the actual quantities found in each location.

SciList will provide a list of imbalances that you can act on in several ways:

¢ |f stocktake quantities are unbalanced between locations (they may have been
put back in the wrong spot) you can move them.

* If stocktake levels are higher than the ideal, e.g. from new orders, then reset the
ideal up to the new level, or add them to your spares.

¢ |f stocktake quantities are low, either accept it and reset your ideal levels, or

produce orders to make up shortfalls.

Stocktake Steps

Stocktake is controlled by working through the steps on the Stocktake window.

You can work through the stocktake steps to:

_° Stocktake Activities ==
Gather Stocktake Data e produce stock checklists for locations
@ by Location ) by Cateqary or categories
e enter stock counts
Frint Checklists and Enter Data
.__‘
tuzt be done before proceeding to nest steps ..

= e produce a list of items out of balance
Browse/E dit the Re-order List

% LCreate and manage orders .. * write orders to suppliers for items in shortfall

Final step in the stocktake process

% Save to History & Reset Stock Levels. ..

e save a history of each stocktake

Except for the first step, ‘Browse/Print Stocktake
Checklists’, each step depends on the previous one for information so:

Move through the stocktake module step by step.
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Preparing for Stocktake

The degree to which SciList will manage your stocktake depends upon how much
detail you have included in your data.

Locations and Sub-Locations

These are required to produce checklists for specific locations,

Categories

required on items to produce checklists by category
e.g. '‘consumables', 'glassware'

Ideal quantities on stock items

To recognise imbalances SciList needs this information on expected stock levels.

Supplier

SciList will print a list of items to be re-ordered. This is better if SciList knows
things like supplier, product code or price. These details will be added
automatically from the Purchase Orders module if an item has a purchase
history.

Stocktake Size

You do not need to stocktake all items at once. You may undertake limited ones
every term and major ones each year or whatever suits.

Major stocktake - print stock checklists for sub-locations in every location,
allowing stocktaking to be dealt with one Location at a time. e.g. one or more
rooms with all shelves.

Minor stocktake — print stock checklists for one or more specific sub-locations or
locations, e.g. classrooms or, print a stocktake checklist for a category such as
consumables or chemicals.

After recording your stocktake results, SciList will tally numbers of an item in
different locations, compare this total to full quantity (ideal) stock levels and
build a purchases order list organised by supplier, with product code and price
(if available).
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Stocktake Detailed Guide

The first step in a stocktake is to record how much of each item you have in stock
(after tidying up and putting away).

Start by printing a checklist to take to the relevant locations

Gather Stocktake Data . .
1. Print a checklist...

(7 by Cateqory

@ Frint Checkliztz and Enter Data

@ by Location
You can choose by location or by category depending on
which button is checked.

By Location:

#® Browse Items in a Location

@ Print Stocktake Checklist far Sort on Headers: Click to sort/reverse sort, Chil-Click for anather, Shift-Click to Clear
highlighted room R oom Shelf Item Quantity | Unit
Compactus 93 ‘wire, brass, 26 gauge 0| ral
[ Show Al Lacations Compactus gg rlilslj?lng lime, 1. 00rmm } b
; ] 0.9mm diam. 1
Hoom 25 Conmpac - ire, tie wire, 1.25 diam. 3 ral
Biolagy Store Compactus 93 i azher - weight 1]
mStDr Compactus 94 Proof plane g
Lompactus Compactus 54 Rod. polystyrene, 30cm » 1. 2cm ]
Elsewhers Compactus 94 Storage tray. bar magnet 3
End Stors Compactus 94 Magnet, horseshoe, Alnico 53
Garden E Compactus 54 Compass, plotting 13
Junior Science Store Compactus 94 Magnet, bar, &lnico a0
Physics Store Compactus 94 Magnetism [prac] 1| box
Prep Area Compactus 94 Electroztatics [prac] 1| box
Prep Gear Compactus 94 Electromagnet, small 1
51 Compactus 94 Tube. flucrezcent, 8 watt 1
52 b’ Compactus 95 Electrode, carbon plate 3
Compactus 95 Electrode, copper plate 16
Compactus 95 Electrode, lead plate, 1B
Compactus 95 Electrode, zinc plate 16
Compactus 95 Fuur, rabibit E| skinz
Compactus 95 Fiod, friction, black. with black cloth 19
Compactus 96 Wacuum, wet & dry, accessaries 1/ tub
Compactus 96 Tray. melamine 4
Compactus 96 Shoe. baby 8| pairz
Compactus 96 Balza wood 14| stiips
Compactus 96 Fiod, aluriniurn, Singing rod 1| zat
’ A Update Location/Quartity ] H 44 <« L ]

Highlight a single location at left, then click the print button.

Stock Items by Location Compactus

| Location ltem Quantity Unit
Physics prac equipment [Kit] 1 |:| box
Thermometer clips 13 |:|

0-3 Globe, light box, spare o[ ]

03 Paper clip giant 50mm 6 D box 100

03 Joggle eyes 5 |:| pkt

07 Plasmodium falciparu, [prepared slide] 1 I:I

07 Fasciola hepatica Cercariae [prepared slide] 1 |:|

07 Taenia pisiformis, proglottid [prepared slide] 1 |:|

1-1 Cotton wool 2 |:| packet

11 Information night [kit] 1 D

1-1 Materials, various 1 |:| box

This report can run to many pages.
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By Category:

st Gy i R =
Print stocktake lists and enter stocktake quantities for a selected categany
Locate Category:  consu 5“-
Category | -
Clazzroom Equip - General Consumables
Classroom Equ!p - Glassware
E::zﬂﬂm Equip - WCE Item - Print Stocktake Checklist for Category
' o Globe, 1.5+ B :
DO Ehcs Paint, juniar acrylic Alphabetical - Full List I
ata Logger Pencil. writing
Dissection Bag, plastic
Dynamics Notépad, poztit, rled Alphabetical - Grouped by
Earth zzience T Location
Ecolagy AP, wax
Electrioal Tag Testi Tracing paper
Elect[!c? ag [ &=ling Glaves, virwl medium dizposable
ety Folder, manilla, 44
" Paper, cartiidge, 42
Electrostatics K Carbon paper disc, recording timer Enter Stocktake Counts
Fieldwark - Mail
E"Stda'g i Pen, writing |
Fggsil onsumption Cup, plastic
G Sheet protector, A4
Garges Tape, white, for recarding timer
Ga[ en” ; Marking pen, whiteboard, black
G:riectioc:': 1an Fipette, plastic. disposable
Glazsware-Chernistr Forceps, disposabl_e
Heat Y ‘wionden icypole stick
Heat Bag, brown paper
Hea e il Filter paper. 18.0cm
InL;trln:cr:lio:'?sogy Paper clip large 31mm
Junior Science Steel ool |
Kit F!Iter paper, 12.5cm )
Kitehen Utansis 1 Filter paper, 2em, for Hirsch furnnel :
L PRI,

For stocktake purposes, the report Grouped by Location is usually the best. It's
easier to enter the data and the sheet matches the data entry window in SciList
(next page)

West Coast High School

ltems by selected Category: Consumables

Quantities Unit

2 Jrolis
1 ]box100
2 Jrolls

Item Location

Tape, adhesive, office (cellulose)
Paper clip large 31mm
Tape, masking, adhesive

Biology Store 03
Biology Store 04
Biology Store 04

Chalk, coloured CS A1 1 ]box
Food colouring, Queen, blue CS A1 20 Iml
Food colouring, Queen, green C5 A1 20 |:| ml
Food colouring, Queen, red CS A1 50 |:| ml
Food colouring, Queen, yellow C3 A1 20 |:| ml
Perfume CS A1-Ess-0il 1 ]bottles

Bleach powder, hair care CS C Floor 1 250 |:|g

Creme peroxide for hair CS C Floor 1 370 |:| mlL
Indicater paper pH 1-11 CS C21 3l Jron
Indicator paper, full range pH 1-14 CS C21 3 Jron

coconut oil

Bath and shower gel
Cleansing lotion
Hair conditioner
Hair dye

Hair shampoo

Hair, human
Handcream

Lipstick

Chem Store A1-Ess-0Oil
Chem Store C Floor 1
Chem Store C Floor 1
Chem Store C Floor 1
Chem Store C Floor 1
Chem Store C Floor 1
Chem Store C Floor 1
Chem Store C Floor 1
Chem Store C Floor 1

wl[ g

a0 Iml
40 lgams
0 mi
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2. Record stock levels on your sheets

Go off and do the stock take.

3. Enter Stocktake counts into ScilList

Only record the changes

‘ @ Enter Stocktake Counts

Browse Stock ltems

Consumables

=y
Sort headers: Click to sort/reverse sort, Chl-Click for another, Shift-Click to restore defaults =J l
tem Location Sub-location Quantities Unit -
Tape, adhesive, office (celulose) Biology Store 2
Paper clip large 31mm Biology Store 04 1 1 | box 100
Tape, masking, adhesive Biology Store 04 2 2 | rolls
coconut oi Chem Store Al-E=s-0i 20 20 | g
Bath and shower gel Chem Store C Floor 1 50 50 | mL
Cleansing lotion Chem Store C Floor 1 50 50 | mL
Hair conditiener Chem Store C Floar 1 0 70| mL
Hair dye Chem Store C Floor 1 2 2
Hair shampoo Chem Store C Floor 1 50 50 | mL
Hair, human Chem Store C Floor 1 40 40 | grams
Handcream Chem Store C Floar 1 50 50 | ml
Lipstick Chem Store C Floor 1 1 1 | tube
Moisturizing lotion Chem Store C Floor 1 50 50 | mL
Nail polish Chem Store C Floor 1 1 1 bottle .
Toothpaste Chem Store C Floor 1 2 s |_|
Wax dye Chem Store C Floor 1 2 2
Chromatography paper 1CHR Chem Store ci1a 1 1 box
Cotton wool Compactus 1-1 2 2 | packet
Gloves, vinyl medium disposable Compactus 1-1 1 1 box 100 @
Blutak Compactus 1-2 ) 3 | strip
Fiter paper, 12.5cm Compactus 1-2 3 3| pkt EUT_ChaSE
Fitter paper, 18.0cm Compactus 1-2 2 2 | pkt History
Glue stick Compactus 1-2 24 24
Paper clip large 31mm Compactus 1-2 4 4 | box 100
Pin, dressmakers Compactus 1-2 1 1 packet
Razor blade, single edge Compactus 1-2 3 3| pkt
Rubber band, size 83, med. Compactus 1-2 1 1 | box
Scissors, office, left handed Compactus 1-2 0 0
Tape, adhesive, office (celulose) Compactus 1-2 4 4 | rolls
Tape, masking, adhesive Compactus 1-2 4 4 | rols i
Edit-In-Place available on Stocktake Quantity abowve
=

This browse displays all stock and allows you to update the stock levels.

Either or both of these buttons will appear on the right hand side of the [ =3 ;|
browse table if the selected item has a purchase history, or if it is %
a chemical that has had prior stock levels recorded. In either case Chemical
you may view the history for that item Histary
There are two ways to enter your stock countsa, depending upon @
whether the checkbox Use Update Form is checked or not. Furchase
Histary

Use Update Form  [] i Use Update Form Unticked

This allows you to edit Stocktake Quantity directly on the line.
Edit the stocktake quantity if the stock count on your checklist is different from the
full-stock (ideal) number.

ftem Location Sub-lecation Quantities Unit
Stocktake | ldeal

Tape, adhesive, office (cellulose) Biclogy Store 03 2 2 | rolls

Paper clip large 31mm Biclogy Store 04 1 1 | box 100

Tape, masking, adhesive Biology Store #

(see page 17 for edit-in-place key guide)
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Lse Lipdate Form Update Form Ticked
This allows for more detailed changes..

* add, delete and change locations for an item

* change sub-locations, e.g. if you have moved or want to move the item to a
different shelf

e insert new items, if you come across equipment you have not previously entered
into the database

e alter full stock (ideal) quantities

& Update Stock Item... ﬁ1
¢ add a comment

Ikerm: |Electloscope, pivoted needle with scals

Location
Location: |Bialogy Store »| Sub-location |01 E]
|deal Quantity: 2=
Stock Take Quantity: MNite:
W Quantities apply
i : = to above
(IncludingT empararily Unavailable) location anly.
Temporarily
Unavailable Qty: 0=
Comment:

Fecard will be Changed

The Update Form

Use either of the above methods to enter your stock counts.
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4. Browse the Re-order List

kuzt be done before proceeding to nest steps .

Browze/Edit the Re-order List

Each time you hit this button, ScilList compares your stocktake quantities with
ideal (full stock) quantities and re-creates this re-order list if there is a shortfall
or discrepancy. This means it can take time to open, because it is built fresh on
each occasion.

If an item in one location is not in balance, then all locations of that item are
displayed. This assists with your overview, and enables you to re-arrange
quantities between locations.

%] Re-Order List -~ “ =HECA[ X
Items only show in this list if the total stock quantity is not equal to the ideal quantity. BN
If you are not going to re-order any item, then change the ideal Fdil-in-PIac_e on the
level to reflect your actual stock. ideal quantity

=~ | List by Lacation
Locate by item name: é X Cancel
#| lterm Location Local Quantites Unit -
Location Sub-location Ideal | Stocktake| Re-order | Excess
Biag, plastic ziplock, sandwich Compactus 31 5 3 2 0 |pktd0
Bag. plastic ziplock, snack Compactus kgl [ 3 3 0 |pktBh
Balloon Compactus 1-4 2 1 1 0 |pkt
Balloon Compactus 33 2 2 0 0 |pkt
Beaker, 1000ml, glass Frep Area spares 5 5 1] 1]
Beaker, 1000ml. glass 32 Shelf 2 2 0 0
Beaker, 1000ml. glass 33 WCE 13 i 2 0
Beaker, 1000m|, glass Prep Area Bench 2 2 2 1] 1]
Beaker, 500, glass Prep Area 23 10 10 1] 1]
Beaker, 500ml, glass 31 Shelf 13 7 [ 0
Beaker, 500ml, glass 32 Shelf 13 13 1] 1]
| Beaker, 500ml, glass 33 Shelf 13 15 0 2 B
Beaker, 500ml, glass 55 Shelf 13 4 7 0
|| | Erush. flask, tufied end 53 Sink 3 3 0 0
Brush, flask, tufted end 32 Sink 2 2 0 0
Brush, flask, tufted end 31 Sink 2 2 0 0
Brush, flask, tufted end =1 Sink 2 1 1 0
Brush, testtube, small Prep Area 4 0 4 0
Chux wipe Compactus 33 3 1 2 0 |pkt
Cattan thread Fhysics Stare Shelf 04 1 1 1] 0 |roll
Cotton thread Compactus 1-4 4 2 2 0 |rall
Cotton thread Junior Science Stare 08 2 2 0 0 |rall
Catton woal Compactus 1-1 2 1 1 0 |packet
Cotton wool Compactus 33 2 2 0 0 |packet -
H o4 « L |

If you decide that you are not going to re-order an item, you need to set your
ideal to equal the stocktake quantity. Then click Save. That removes any
discrepancy and the item will disappear from this list.

N.B. Chemicals are displayed only if the stocktake quantity is lower than the
Trigger Level for that chemical. Trigger level will show under the heading 'ldeal’
in the above table.

Accept Button - Saves your changes and exits
Save Button - Saves, refreshes the screen and remains for further editing
Cancel
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What you do with the re-order list.

Check that you agree with SciList’s numbers. Check through the re-order list for
items which have registered a short-fall but which you do not actually want to
buy.

Perhaps an item is found to be below the Ideal Quantity but you don’t want to
replace it. In this case you would change the ideal quantity to reflect current
quantities.

Check the item names — is there anything there you do not intend to re-order? E.g.
perhaps you are a bit short of an item but not enough to buy more. You may
need to go back to ‘Enter Stocktake Counts’ and make adjustments either to
location or quantities. (If so click Accept if you have made any changes)

Iltems which you allow to remain on the re-order list will have orders prepared for
them. You do not, of course, need to act on those orders.

Look through the quantity columns, particularly the ‘re-order’ amount. Does it
make sense to you? Again, go back and adjust any anomalies.

Note the ‘Excess’ quantity column. Although 500 ml beakers are down by six in S1
and seven in S5, a total of 13 beakers, there are two more than required in S3,
shown as ‘excess’. When Scil.ist prepares the order form, it will deduct those
two, and order 11 beakers.

The list provides a record of where items can be relocated from to make up
numbers at a location with a shortfall.

Print the re-order list, either in full or by sub-location

* as an aid to putting away your new equipment when it arrives
e as an hard-copy record of your stocktake

West Coast High School
Restock Items List

E ]
Item Location Ideal Stocktake Re-Order Excess Unit
Beaker, 1000ml, glass Prap Area sparas 5 5 1] 0
Hole punch, 2-hole 51 Desk 1 ] 1 0
Tape, adhesive, dispenser 51 Desk 1 1 ] 0
Tape, adhesive, office (celulose) 51 Desk 1 1 1] 0 rols
Scissors, office 51 Desk 13 7 ] 0 Unit
Spray bottle, meths solution 51 Desk 1 1 1] 0

Stocktake Re-Order List Report Date:  2/09/2007
Item Location Ideal Stocktake Re-Order Excess Unit
Acacia seed (wattle) Compactus 7-2 1 1 0 0  pkt
Acacia seed (wattle) Biology Store 2 1 1 0 pkt
Acacia seed (wattle) Elsewhere 2 2 0 0 pkt
Beaker, 1000ml, glass S2 2 2 0 0
Beaker, 1000ml, glass 53 13 10 3 0
Beaker, 1000ml, glass Prep Area Bench 2 2 2 0 0

Select ‘Accept’ when you are happy with everything on the re-order list and
proceed to the next step.
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5. Create Orders from the Stocktake module

For each item listed for re-order, ScilList searches the purchase history file, and
assigns the item to an order for the last named supplier. It also shows the price
and quantity last ordered.

If an item has no purchase history, it will be assigned to a ‘Supplier not known’
group of items.

Click ‘Create and Manage Orders’

= Create and Manage Orders

[ Write Drders ] Write orders for stock whose levels are below ideal |05

M Ord E dit th d -
’ anage “reers l hese rders SciList analyses the re-order

list and creates a set of

orders. If a purchase history

exists, ScilList will assume the
same supplier.

= Create and Manage Orders :||:,E|
I B

< |

Write orders for stock whoze levelz are below ideal U

Click ‘Manage Orders’ to
4 orders written view and work with your
orders.

| Manage Orders | Edit these orders

Automatically generated orders

Browse and Receive 0& L_I_Ig‘:' (=]
= —
Fl
[7] Shaw Unfinalised Orders Orly [] Shew Current Year Orly Highlighted Order ]
=
| Saort on Headers || Completed| Supplier Date Order Murnber | . o Hew Order
State Supply 1 E/09/03
Safews i 6/03/03 A Edit this Order
Sciehce Supply Australis E/03/09
Supplier Mot Knawn E/09/09 mm  Delete thiz Order
State Supply 2 £/09/09 | =
Partland Secandary College £409./09 | 25 Print this Order
Science Supply Australia - Chemicals E/09/09
Southern Biological 3/08/09| 35001 (&) Email Supplier
Southern Biological 24/08/09
Sweetwater Agquatics 13/08/09| 35883 _{f Wiew/Edit Invoices
= 9|52
Order
|nstructions: ng Print incomplate orders ]
<Double Click: a line item below to enter Quantity Received or Unit Cost and <EMTER?> to accept
Item 1D | Product Code | Oty Ordered | Oty Received | Purch. Unit | Item Unit Cost | Line Cost | All Rec'd
g20 2110654 2 Beaker, 1000ml, glass 7.35
850 2110648 1 Beaker, 500ml, glass 570 E270(
891 | 22601-80 1 Measuring cylinder, 100ml, glass 10.45 1045
2336 | BTOO3 [ Erush, test tube, zmall 250 15.00(
[ Mark all items as received ] [ Browse Purchagze Histomy ] Total 102.85
[ Mowve item to anather order ] [ Copy Received ltems to Histary ]
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The following discussion applies to orders automatically generated by the
Stocktake Module. For full instructions on using the Purchase Orders Module
see the next chapter

The orders generated by the stocktake will be assigned the date of their creation.
(6/09/09 in the example)

The quantity being ordered is the stock shortfall identified in your stock take.

Editing orders generated from Stocktake Module

Iltems without a supplier (i.e. Supplier not known) may need to be transferred to
another order or you may change the Supplier name on the order to an actual
supplier.

You can transfer items from one order to another by highlighting the item and
clicking on ‘Move item to another order’.

I b
£ Update Order Details... ﬁ
Order Details
Date: | BAOS/0A T (1
Order Humber: I Scilist 0/M: 166
Supplier: | Seience Supply Australia D Drder Complated

vy, s2apl. Com. au

Line Iterns <TAB> - riest colurmn, <SHIFT TABS - back, <ARROW KEYS> - up down

Iterm 1D | Pr. Code | Quantit Lnit Dezcription Unit Cosgt
g20 2110854 2 Beaker, 1000ml. glass -aH
a50| 2110648 11 Beaker, 500ml, glazs B.70
897 | 22601-30 1 teasunng cylinder, 100ml, glazs 10.45
2336\ BTOO3 E Bruzh, test tube, zmall 280

™ ox-GST
1 [ k
7| [-II Inzert ][A. Change ][— Qelete]
|mstuctions:

To edit order details, highlight the order name, and click on ‘Edit Order’.
Typically you might need to:

* Change the supplier

e Insert your order number

¢ Enter or change product code

¢ Enter or change unit price

¢ Enter or change unit

The Item ID is the SciList's internal code attached to each master item in the
database. Do not alter it unless you are looking up another item.

Note that all prices in SciList should be ex-GST
When orders are correct, you may print them.

A full discussion of orders is in the next chapter.
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6. Save and Reset Stock Levels

Click on the final button in the sequence

@ Save to Histary & Feset Stock Lewels.

You do not have to wait until orders are received to do this.

=R X

5 Square the stock levels

L

This process:
- writes the stocktake re-order list to the archive 511
- clears the cument re-order list
- getg all stock levels to the ideal histed for that stock

Make zure you have completed ___ ™
the previous step: =y

Create and Manage Orders

Enter Stocktake Name: [Example stock take Enter a name for the
eq; Consumables Semester 1 2000 stocktake.
Stocktake Dater|  E/09/09 =] dd/mm/yy
@ Archive Re-order List & Reset stock levels Click 'Archive Re-
order List and Reset
stock levels'

You must do thig to reset stock levels and to finalise this stocktake

— E—— ]

Archive and Reset Stock Levels lé]

You will receive this
_ Only do thiz if you have finished with pour current re-arder lizt
message I’ \'-I That iz, you hawve written purchaze orders, or don't need to.

>
Do youwizh to continue?

Yes ] i Mo

Click 'Yes'

—— e e W

This will change all stocktake quantities to be the same as full stock (ideal)
quantities except for chemicals. Make sure you have finalised your purchase
orders before you take this step.

If a chemical was measured to be over the trigger level, that value is retained.
If a chemical was measured as below the trigger level, that value is reset to the
trigger level. See Chapter 6 Chemicals for full discussion of stocktake.
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Stocktake Archive

From the menu bar:
Stocktake > Stocktake Archive

This displays the results of your current stocktake and any previous ones, so you
can refer to them anytime.

View Stocktake Archive ‘
-
Example stock take 511
HL/ PFrint Highlighted Stocktake Conation
Percil, writing Frep Area Office 24 12 12 0
Exam ™ Eetcrli dis_h., plasltic, large, sterile gomp;ctusugﬂ 182 g E g
od, stiring, glazs Tep Area
18712107 0 Aocitake dec 2007 Rod s glass Preptiea Borch 2 EN I 0
ciszors, office o

Scizzors, office 51 Desk 13 12 1 0

Scizzars, office 52 Desk 12 E 7 u]

Scissors, office 55 Desk E g 1] 1]

Scizzors, office Compactus 3-4 13 ahl 2 0

Soap bar S3Desk 5 0 5 0

Soap bar 51 Sink 5 1 4 0

Soap bar 52 Sink 5 3 2 0

Soap bar S5 Sink B 0 53 0

Soap bar Prep Area 15 7 7 0 0
Soap holder 53 Sink 7 7 0 0l
Soap haolder 53 5ink 5 4 1 0pe

Soap holder 52 Sink 5 5 0 0

Soap holder 51 Sink 5 0 5 0

Spray bottle, meths solution 55 Sink 1 1 0 0

Spray bottle, meths zolution 53 Desk 1 1 0 0

Spray bottle, meths solution 51 Desk 1 1 0 0

Spray bottle, meths solution 52 Desk 1 0 1 0

Spray bottle, meths zolution 55 Desk 2 2 0 0

Tape, adhesive, dizpenser Prep drea 27 1 1 0 0

Tape, adhesive, dizpenser 52 Desk 1 0 1 0

Tape, adhesive, dispenzer 55 Desk 2 2 0 0

Tape, adhesive, dizpenser Prep drea Bench 1 2 2 0 0

Tape, adhesive, dizpenser Compactus 3-2 2 2 0 0

Tape, adhesive, dispenzer Prep Area Office 1 1 0 0

— p Tape, adhesive, dizpenser 53 Desk 1 1 0 0
|em_Dookte Hiohlohied Sivcktcke. Tape, adhesive, office [celulose] | 51 Diesk 15 7 8 0.

You can delete archive files you no longer want .
You can print them. This data is the same as your re-order list from Step 4.

West Coast High School

Stocktake History
full stocktake dec 2007 15 DEC 07 G W
Item Location Ideal Stocktake Re-Order Excess Unit
Ammonia test strips Prep Area 06 1 4] 1 o
Ball, golf Compactus 5-5 12 11 1 i}
Ball, plastic Compactus 5-5 12 3 & a
Ball, solid rubber Compactus 5-5 12 0 12 i}
Ball, table tennis 2 2 a a
Ball, table tennis Compactus 5-5 12 7 5 0
Ball, tennis Compactus 5-5 13 12 3 0
Balloon Compactus 1-4 2 0 2 i} pkt
Balloon Compactus 3-3 2 1 1 0 pkt
Bandaid Prep Area Balance 1 0 1 i} Pkt
Bandaid Compactus 3-2 1 1 i} i} Pkt
Bandaid Junior Sdence Store 03 1 1 0 0 Pkt
Bead, brown Compactus 6-3 1 0 1 i} jar
Bead, green Compactus 6-3 1 4] 1 o jar
Beaker, 1000ml, glass Prep Area spares 5 4 1 i}
Beaker, 1000ml, glass 52 Shelf 2 2 a a
Beaker, 1000ml, glass S3VCE 13 13 a a
Beaker, 1000ml, glass Prep Area Bench 2 2 2 i} i}
Beaker, 100ml, glass 51 Shelf 13 13 0 0
Beaker, 100ml, glass 52 Shelf 13 13 i} i}
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Purchase Orders
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Purchase Orders

Orders may be created manually or produced automatically via a stocktake.

‘ @ Purchase Orders

This button goes directly to the order window.

The Top section...

— 1
i@ Browse and Receive OrdE E ol (e
r Bl
[T] Shaw Unfinalised Orders Only [T] Show Current Year Only Highlighted Drder (]

1 Sort on Headers (| Completed | Supplier Date Order Number | » o New Order
State Supply 1 B/03/09
S e i EDQ & Edit thiz Order

E/09/03

£/09/09

Supplier Not Known m  [Delete this Order
State Supply 3 E/03/03 L
Portland Secondary College 6/09/09 I 28 Print this Order
il Science Supply Australia - Chemicals E/03/03
Southem Biological 3/09/03| 39001 (&) Email Supplier
Southem Biological 24/02/09
Sweetwater Aquatics 19403709 | 35383 '{,’ Wiew/E dit Invoices
J 15
Order
I netruckions: Kf; Frirk incomplete orders ]

¢ lists your orders.
* shows the suppliers, date it was created, and your purchase order number if
known.

The most recent orders appear at the top, but you may sort the orders on any
column — date, completed, supplier, and order number.

You can insert new orders, delete and edit orders, print orders, directly email
any supplier with an email address, and enter invoice details

<Double Click> a line itern below to enter Quantity Received or Unit Cost and <ENTER> to accept
Product Code Line Cost | Al Rec'd

520 2110654 2 1= 1000ml, glags .30 il

850( 2110648 1 Beaker, G00ml, glass 5.0 G270(

891 | 22601-80 1 M easuring cylinder, 100ml, glass 10.45 1045

2,336 BTOO3 g Brush, test bube, small 280 15,00/

[ Mark all items as received ] [ Browse Purchase History ] Total § 102.85
[ tove ibem to another order ] ’ Copy Received [tems to History ]

The Lower Section...

¢ Displays all line items for the highlighted order

* When orders arrive, the quantity received can be entered, and unit cost may be
changed to match the invoice.

e Allows received items to be copied to purchase history.

e Allows a line item to be moved to another order.
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Creating a new order

Click ‘New Order’ on the previous window.

& Update Order Details... - ﬂ Fill in the:
Order Details - R —
Date: I E/09/09 i Record will be Added
OrderNumber: | Scilist /N 171 ‘Sa" * Date .
Supplier: |AusF'en [Bavlen Pty Ltd) Tty Gzt ° Ol‘der number (Optlonal)
v auspen,com e Supplier (required)
Line [tems
<TAB> - nest column, <SHIFT TAB: - back, <ARR0W KEYS: - up down (| . .
Itemn |0 § Pr. Code | Quantity | Urit Diescription Unit Cost | C“Ck the e”lpSGS bUtton to |00k Up a
list of suppliers.
i If the supplier has a web page
the web link will take you there.
i ol
a A& Change |(mm Delete
Instructions: | Any special instructions to the supplier
relating to the order go here.

To enter line items click the 'Insert'

& Update Order Details... - ﬂ bUtton
COrder Details P
Date: | §/09/03 BT Record wil be Added ]
Order Numper. | ScilistQ/N: 171 o
Supplier: IAuSPen [Baylen Pty Ltd] E] DOrder Completed
ALY, SLISPER. COMM

Line Items . . |
#|[tem 10 | Pr. Code | Quantity [Unit | Desciption Unit Cost

o[- 1 0.00 . . .

A blank line appears in the lower section.

Select Master Item

Locate by item name:

I arking pen. whiteboard, refilable
Mass of electron apparatus
Mass, calibration, 200g
Mass, calibration, 2g
Mashings, antibiotic sets
kat, for burners

Mat, insulating

Matches

Matenials, varous
Measurement [prac]
Measuring cylinder 50 ml

Meazuring cylinder,
Measzuring cylinder,
Meazuring cylinder,
Meazuring cylinder,

Measzuring cylinder,
Measzuring cylinder,
Meazuring cylinder,
Meazuring cylinder,

1000, glass Lo
100ml, glazs

100ml, palythene

10, glass

25ml, palythene
B00ml, glass
500ml, polythene
50, palythene

g et

e For items in the master item list (that is most items)
Click on the ellipsis (...) and select a master item.

Lime Items

<T&B> - next colurnn, <SHIFT TAB> - back,
Item ID | Pr. Code | Quantit

Lnit

This fills in the Item ID

Measuring cylinder, 25 mi, glass Line ltems

Measuring cplinder, 250ml, glazs 2 E TS - up down

Measuring cylinder, 250ml, polythene Ed D escription Lirit Cost
Measuring cylinder, 2560ml, with stopper 2 -[40507 1 set I arking pen, whiteboard, refillable

Press <TAB> to move across columns
In this example, a purchase history for this item existed so the
product code and price were filled in.

If the item is not in the master file, but needs to be, use the Insert button in the
lookup table to enter its details and then select it.

(continued next page)
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Description and Unit will be filled from the master file, but you may edit these if
you wish.

Product code and unit cost will show automatically if you have previously
ordered the item from this supplier and saved it to history. Otherwise enter the
product code and cost from a catalogue or web site.

The default Quantity is 1. Change as necessary.

Press <ENTER> to accept any line.

If your ordered item is not in the master file and doesn't need to be:

| Item ID| Pr. Code | Qty | Unit | Description | Unit Cost |
223 1 Solar cell 34.50
Tooth picks

Insert a new item
Click on Description and type it in yourself
Fill in other columns

Item ID will be 0, but that is OK. It means it is not in your master list.

Information Window

Reminds you about the above, and keyboard shortcuts.

Help on Ordering

If an item is in the Master List (or needs to be)...
Item ID is required. Click the ellipses button (...) to look up the item.

This will fill in Description and Unit and if a purchase history for that supplier
exists, will fill in the Product Code and the last Unit Cost.

If the item is not in the master list, the lockup table allows you to Insert it, and
then Select it.

All fields, including description, may be edited to suit.

If an item is not in the Master List (and doesn't need to be)...
Item ID must be 0

‘When you Insert a line item, Item 1D is the selected field. Use the mouse
to click on Description and then enter it. Fill in the other fields as
required.

For any item...

You may edit line item description, product code, and unit cost to match
the supplier's catalog.

Keyboard shortcuts...
<TAB> - next column  <SHIFT-TAB> - previous column

<ESC> - cancels all changes to a line item and exits Edit-In-Place
<ENTER> - accepts all changes to a line item and exits Edit-In-Flace Sﬂ
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Working with orders

To Edit an Order's Details and Line ltems

Highlight the order you want to work with and click Edit Order.

%> Browse and Receive Ordﬁh [E=REE
r |
[] Show Unfinlised Orders Only [] Shaws Current Year Only Highlighted Order iﬂ_
L J
Sort on Headers Eomeleted SL,!ppIiel i i Drate Order Mumber | - s Hew Order
Science Supply Australia - Chemicals E/03/09
. AusPen [Baylen Pty Ltd £/03/03 A Edit this Order
S ci [ E] =
ml Southern Biological 3409/05| 39001 mm  [elete this Order
[V Southern Biclogical 24/08/09 p —
v Sweetwater Aguatics 19/08/09| 35883 | EE Pririt thiz Order
v Guinns sporf”
v Southem Bi{ & Update Order Details... ﬂ
v Southern Bi
v Haines Edu Order Details R
<&l Date: | £/09/09 T E ]
Order Crder Murnber: | SciList O/M: 173 “J
Instructions: I o 5 nE ; [:]
Supplier: cience Supply Australia
<Double Click: a line itern below to enter ez (e 2=
Item [0 § Product Code | Oty Ordered e 53apleom. auy
o W Linetems  TaBs - nest column, <SHIFT TABS - back, cARROW KEYS> - up down
617 Item |0 | Pr. Code | Quantit Uit D escription Unit Cost |
850 3,000 1 pai Filter, polarizing 0.00 i
ggg 300 12 Battle. dropping. glass. S0ml 0.00
891 B Measunng cylinder, 100ml, glass 0.00
B17 [ Funnel, glass, Bom 000 i
850 B Beaker, B00m, glass 0.00
900 3 Beaker, 280ml, glass 0.00
a7 & Flagk. conical, 250ml n.ao
l Mark all items as received ] Er
l Move item to anather order ] Copy
L™ b
a [+ Inzert ] [A. Change ] [- Delete ] |

Instructions:

You may change any details.

The item description is initially the item name from your list of master items. You
may edit the item name to be more appropriate for your order. This will not
change the item name in the database.

Click the Exit button to accept the details of the order. Clicking Cancel (the Red
X) will undo changes you may have made to Date, Order Number or Supplier.
It will not undo changes to line items. They need to be edited separately.
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Printing Orders

When your order is completed, you can print it.
All reports print to screen

% Repor: Preview (ol s
File View Zoom
Fage: 1 Across: |1 Down: 1 Zoom: |Page Width :
3
West Coast High School
PURCHASE ORDER PO Box 999
Must Street
Order No: 35609 Westland VIC 3399
Phone: 03 5523 9999
Date: 10 JUN 2009 Fax: 03 5523 8888
ABM: 45 147 999 999
Nﬁm
) Customer Account No: S58798
Supplier Contact: Ms Keryn Young
Science Supply Australia Email: xoco@edumail vic.gov.au
I- PO Box 465
GLEN WAVERLEY 3150
Fax. 1300 857 533
Item Product Code Quantity unit Price Cost
Striated muscle [prepared slide] P51980 2 7.50 15.00
Filter, polarizing 1883-010 1 pr 12.40 12.40
Bottle, dropping. glass, 50ml HO936/2480 12 0.90 10.80
plain cap for dropping bottle, 50ml 2450 12 012 1.44
Measuring cylinder, 100ml, glass 22601-80 & 10.45 62.70
Funnel, glass, 5cm 1070705 6 4.45 26.70
Beaker, 500ml, glass 2110648 6 5.70 34.20
Beaker, 250ml, glass 2110636 6 4.35 26.10
Flask, conical, 250ml 1070234 6 3.20 19.20
Total § 208.54

Zoom: Page Width

Page 1 of 1

Saving as .pdf Acrobat Reader file

If you wish to email your order, you should save it as a .pdf file.
From the report preview window above, select File > Save As... and select .PDF

I — |
B Repor Preview ESRal ™™
e
View Zoom
Pages to Print...
Across: [1 Down: |1 Zoom: |Page width [~ ]
Print
Save As...
Select an Output ﬁ |:|
Exit H
High School
PO Box 999
Must Street
Westland VIC 3399
Phone: 03 5523 9999
Fax: 03 5523 8888
ABM: 45 147 999 999
il
¥ Save PDF File 23]
- h. |
UO’ | .« Loc (C:) » Scilist » v|‘f| | Search el
File name:  ON35609] -
Save as type: ’PDF ']
¥ Browse Folders [ Save J [ Cancel ]

Save it with a logical name. Save it into the Scilist folder, or better perhaps, you
could have a sub-folder for .pdf files.
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Attaching an Order to an Email

On the Orders window, the Email button will activate if an email address exists for
that supplier.

o Mew Order

Completed Supplier [rate Oirder Mumber | »
v Southem Biological 27/07/09| 36764
v Southem Biological 17/07/09| 36725 A Edit this Order
=] Haines Educational 23/06403 | 35619 =
" Sweeney Todd, Biomedical “Waste Disposy 19/06/09 | 35632 mm  [elete thiz Order
d Wiltronics 15/06/09 | 35618 | —
~d Fletravizion 11406409 | 35605 Lo 25 Print this Order
v lia - Chemicals 10,0609 —
v zlia 1070 ) Email Supplier
v 10/08/09 | 35608 L =
v Safeway 10/08/03 2" View/Edit Invoices
4l [ 52
Click Email Supplier
Email to Supplier

Science Supply Australia

10 Redland Drive G (]

PO Box 465

GLEN WAYERLEY 3150

Emaill To:  zales{@szapl.com.au Enter SUbjeCt
Subject: | Order

Message Body: *

Pleaze find attached an order in . pdf format]

Mg Kenn voung

West Coast High School

PO Box 333

st Street

Wwhestland YIC 3333

Ph: 03 5523 9933 Faw 03 5523 8888
wrran(Eedumail vic. gov.au

Attachments:

| C:\SciList\ON35603.FOF

Save Copy OF Email

A copy of the email is usually saved.

Orders Menu.

% Purchase Orders
| 4 Purchase Orders
Browse Ordered Itemns

Browse P
Invoices

urchase History

Sent Emails

L

Enter a message
The contact details are

entered automatically, but
you can edit them.

Use the ellipses button to
select your attachment

Click send when ready

These can be viewed from the Purchase
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Other options from the orders window

Browse the purchase history of an item

Item 1D | Product Code | Gty Ordered | Gty Received | Purch. Unit | Item Unit Cost | Line Cost | All Fec'd |
1711904639 1 carton Paper towel rall 4049 4049
172| 1474685 12 Pencil, wiiting 017 204
31| 1064924 1 box 100 Folder, manila, 44 19.20 19.20C
B0 (1224778 2 pkt ‘wionden icypole stick B.32 1264
520| 1951106 1 Hole punch, 2-hole 8.06 8.05
1951025 1 Tape, adhesive, dispenser R.02 502
13259278 3 packet Teaspoon, plastic 1.77 531
1976273 T pktof 20 Petri dizh, plastic, large, sterile 6.58 46.06
1114603 g rolls T ape. adhesive. office [cellulose (.86 6.88 ([
113453 15 it 5 Cizsons ] | ]
35607 10 Folder, Kwikzip, refills
1288008 1 Paper towel leaf
1970127 1 Brush, flask, tufted end

Browse Purchaze History ]

Tatal §

Move itern bo another order

’ Mark all iterns as received ] ’
[

] [ Copy Hecel Browse the purchase

| of the highlighted item

history

321.52

Use the button below the order

Purchases of Scissors, office

" Scissors, office

Unit of Purchase

I 10, iy 1 3 2 Unit
10/12/08 | 34789, 3474 State Supply 1 113453 2 ex]
17/12/07 | 32189/3314 State Supply 1 112453 . 22
3170407 | 31362 State Supply 1 1113453 1.95 o]
19412/06 State Supply 1 1113453 195 )

School Order Na: 35608

Scilist Order No: 146

[+ Insert

][A Change ”— Delete

Filtering the list of Orders

Notice the two check boxes at the top of the window. This will restrict your view to
this unfinalised orders or this year's (or both)

=i |

[ Show Cunent ear Orly

[ Show Current ear Only

: | Completed| Supplier D ate Order Number | - Supplier Date Order Humber | -
m State Supply 1 E/09/09 State Supply 1 E/03/09
m Safeway E/09/09 Safeway E/09/09
m Science Supply Australia E/09/09 Science Supply Australia E/09/09
m State Supply 3 E/09/09 State Supply 3 E/09/09
: Science Supply Australia - Chemicals E/09/09 K Science Supply Australia - Chemicals £/03/09 E
¥s] 3 [l 9
v Southem Biological 24/08/09 Southem Biological 24/08/09
v Sweetwater Agquatics 19/08/09| 35883 Sweetwater Aquatics 19/08/09| 35883
v Guinnz sportspower 29/07/09| 35763 Guinng sportspower 29/07/09| 35763
v Southem Biological 270703 | 35764 Southem Biological 270703 35764
4l (|52 4 [ i
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Transferring an item to another order.

F10]1114603 2 rolls T ape, adhesive, office [celuloze

873 113453 b Si office

1.729( 38607 10 pkt 10 Dlder, ikzip, refillz:
2,391 | 1288008 1 FPaper towel leaf
29401197 27 1 Bruzh, flask, tufted end

bark, all items as received ] [ Browse Purchase Higtary ]

bove item to another order

Take highlighted item and place it with a different supplier order

[ Copy Received ltems bo Hiztony ]

You can transfer items from one order to another by highlighting the item and

clicking on ‘Move item to another order’

Select New Order

)

Change order for item:  Scissors, office
o Accept

Select New Oider:

A list of unfinalised orders is displayed.

#|| Date

| Supplier

] [3€ Carcel | Highlight the new order and click Accept

E/09/09 [State Supply 1

E/03/03
£/03/09
E/09/09
E/09/09
£/09/09

Science Supply Australia

Supplier Mot Known

State Supply 3

Partland Secondary College
Science Supply Australia - Chemicals

E/09/09 usPen @ayen Py L) new supplier if SciList can find it in the purchase history. If not
3/03/09 |Southern Biolagical found, the product code is left blank.
— = e ——— |
I Sort on Headers || Completed| Supplier | Date | Order Humber | -

cience Supply Australia
Supplier Mot Known
State Supply 3

5 afewa
5

Fartland Secondary Collage I:I
Science Supply Australia - Chemicals
AusPen [Baplen Pty Ltd)
Science Supply Ausztralia
Southern Bialogical
P
Order
Instructions:
<Double Clicks a line item belaw to enter Quantity Received or Unit Cost and <EMTER> ta accept

lter 1D | Praduct Cade | Gty Ordered | Oty Beceived | Purch. Unit | ke Uit Cast | Line Cost | All Bec'd

View the item under new order to check its details.
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Finalising an order
When an order arrives it may be complete or incomplete

If an order is complete

%> Browse and Receive Orders @E‘g
el
‘ Show Unfinalized Orders Only [] Shaw Currert Year Orly Highlighted Order 511
| =<
. . ders: Comelatedl Supplier | Date | Order Murnber o Hew Order
Mark all items as received n State Supply | ; A .
Saleway ] & Edit thiz Order

5 aleway
Science Supply Australia
State Supply 3

Science Supply Australia - Chemicals
Science Supply Australia

mm  [elete thiz Order
24 Prirt this Order

n:#  Email Supplier

27 WiewsEdit Invoices
« [ 1y
Order
Instructions: é Frint incomplete orders

<Diouble Click> a line item below to enter Quantity Received or Unit Cost and <ENTER?> to accept
Product Code | Gty Ordered | Oty Received | Purch. Unit

e 0 [
1 0| pkt alloon 0.00 o.oo
17 17 Soap bar 0.00 0.00 |
1 1 Spray battle, meths solution 0.00 0.00 |
2 2| pkt Chu wipe 0.00 0.00 |
2 2| pkt 40 Bag. plastic ziplock, sandwich 0.00 0.00(v
3 3| pkt B5 Bag, plastic ziplock, snack 0.00 0.00 |
[ Mark all items az received ] [ Browsze Purchase Histoy ] Total § 0.00
[ Move item to another arder ] [ Copy Received Items to Histary ]
e —

Click 'Mark all items as received'

<Double Click> aline itemn below to enter Quantity Received or Unit Cost and <ENTER > to accept

Lire Cost | All Rec'd

1 1| pkt alloon Il

W

17 17 Soap bar n.0a 0.00(W
1 1 Spray battle, meths solution 000 0.00|
2 2| pkt Chus wipe 0.00 0.00(w
2 2| pkt 40 Baag. plastic ziplock, sandwich oo 0.00(
3 3| pkt BB B ag, plastic ziplock, snack 000 0.00 [

This sets the Quantity Received = Quantity Ordered and ticks All Received on
each line item.

: : Click 'Copy Received ltems to History' after line items are flagged as fully
Copy Received ltems to History | yeceived. If all line items have been received, the order is then flagged
as Completed in the top section.

If an order is not fully complete

Enter the quantities actually received on each line item.

<Daouble Click: a line itern below to enter Quantity Received or Unit Cozt and <EMNTER? to accept

s e 1D | Product Code | Gty Ordered | Gty Received | Purch, Unit | [tem Unit Cozt | Line Cost | All Rec'd |
820 2110654 2 i Beaker, 1000ml, glass 735 1470
850| 2110643 11 1] Beaker, 500ml, glazs 570
831 | 22601-80 1 1 ZLNg

culinder, 100ml,
ETO03 al

The order will remain unfinalised until every line item is fully received
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Recording Invoices

If you record invoices, the details
e will show in the Expenditure Report
e be included in the Incomplete Orders Report

This assists you in keeping overall track of orders and expenditure

T =
%> Browse and Receive Orders . El_lg
o ey
Show Unfinalized Orders Only [] Show Cument Year Orly Highlighted Order Eﬂ_
| S
Sort on Headers || Completed| Supplier Date Order Murnber | & Hew Oider
State Supply 1 £/09/09 =
Safeway E/03/03 A Edit this Order

cience Supply Australia

£/09/09
G 03
6/03/09
6/03/09 qﬁ Pritat this Order

mm  [elete this Order

Science Supply Australia

il

R Email Supplier

2" Wiew/Edit Invoices

|View and Edit invoices for the highlighte

Order

Instructions: @ Frint incomplete orders I
<Double Clicks a line item below to enter Quantity Feceived or Unit Cost and <EMTER> to accept
Item |0 | Product Code | Gty Ordered | Oty Received | Purch. Unit | Item Unit Cost | Line Cost | All Rec'd |
491 | 1092596 12 Marking pen, whiteboard, black. 2499 T
17281277871 12 Folder, Fwikzip 572 BRI
1.893 | 1924559 12 M arking pen, whiteboard, red 35.88C
1,894 1100203 harking pen, whiteboard, blue 2.9 A7Em ]

When you receive any invoice for fully or partly received orders:
Highlight the order and click View/Edit Invoices

& Browse Invoices ILJ‘
State Supply 3
Order Number: 978656 l
Invoice No Date Amount | .
Click Insert
A Change
p L= Delete |
% Updatel =5 . . .
e ' Enter details of the invoice and press OK
nvoice No: [1585 and the invoice is recorded.
Invoice Date: IW .
£ Browse Invoices
Amount [ex GST]:» 212.16| Stato Supply 3
Order Number: 978656
<[ =
Invoice No Date Amount
[« ok | [ cancel | 1555 8/09/09
ll Record will be Added |
—
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Copy received items to history.

Copy Received Items to History l

This will enter the item’s order details (product code, price, quantity) into

v Bmw =[E] = T
-

C
[] Show Unfinalised Orders Only [] Show Current Year Only Highlighted Drder |
| e
I Sort on Headers Eomeletedl Supplier | Date | Order Number_l - g Hew Order
N 5 ay . A Edit this Order
[ & Supply Austialia
[ State Supply 3 ) ) 978656 = Delete this Order
Science Supply Australia - Chemicals o
[ Science Supply Australia | 25 Print this Order
v Southem Biolagical =
v Sweetwater Aguatics Az Email Supplier
o Quinng sportspower
v Southern Biological _{,' Wiew/Edit Invoices
4 |_ [
Order
Instructions: @ Print incomplete orders ]
<Double Click: aline item below to enter Quantity Received or Unit Cost and <EMTER> to accept
Item [0 | Product Code | Gty Ordered | Ot Received | Purch. Unit | Item Unit Cost | Line Cost | All Rec'd |
873 16 16| Unit Scigsors, office 230 3680
E11 1 1| pkt Balloon 340 3.40|W
1.744 17 17 Soap bar 1.80 3060 |V
1.853 1 1 Spray bottle, meths solution 450 450w
1.904 2 2| pkt Chux wipe 5.00 10.00|¥
t 40 E i zi 0 4.60 v
5 3 3 pkt B5 i~
Replace Item Cost? ﬁ
e Do you want this value to replace the existing
@ walug of $1.95 that is cumently recorded
= for Scissors, office with the value $2.37
Mark all items az received ] ’ Browse Purchase History ]
Mave item to another order [ Copy Received ltems to Histary ] I; Yes J [ No

the purchase history for that item.

Click 'Copy received items to history"

As items are written to history, any changes to the price for that supplier will
prompt the question shown above. Usually you will click Yes

It doesn't matter how many times you click '‘Copy received items to history'
because any item will only be entered once. You may do this a few items at a
time or after the entire order has been filled.

Order Completion

Once all the items on the order have been

* marked as received
* copied to purchase history

| Completed| Supplier | Date | Order Mumber |
S

Chaba Comnla 2 ESNamal a7aRRE

the order will be automatically be flagged as Completed’.

It is up to you to decide if you delete orders after they are complete. You may find
it useful to retain them for a time.
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Other utilities associated with Orders

Stock Lists

Stock Value
Incomplete Orders
Expenditure
Disciplines
Categories
Suppliers

Lecations

Chemical

B

*

*

Print Incomplete Orders

Reports > Incomplete Orders

This report shows the details of any incomplete order as well as any invoices

received (e.g. in last line below)

West Coast High School
Incomplete orders prior toSeptember 30, 2009

Date
31/01/07

28/05/07

640309

6/09/09

6/09/09

Order Number Supplier
31346 Livingstone School Supplies
Test tube, 20 x 150mm, glass
Evaporating basin, 650ml
32277 State Supply 1
Folder, ringhinder, A4
State Supply 1

Paper towel roll

Pendil, writing

Folder, manilla, A4

Wooden icypole stick

Hole punch, 2-hole

Folder, Kwikzip, refills

Paper towel leaf

Brush, flask, tufted end
Scence Supply Australia

Beaker, 1000ml, glass

Beaker, 500ml, glass

978656 State Supply 3
Marking pen, whiteboard, black
Folder, Kwikzip

Marking pen, whiteboard, red
Marking pen, whiteboard, blue

Received Invoice(s): 1555 8/09/09

Shortfall

422120115 1
C-57 1

1064274 &

1904639 1 carton
1474635 12

1064924 1 box 100
1224773 2 pkt
1351106

35607 10 pkt 10
12858005 1

1970127 1

2110654 2

2110643 11

1092595 12

1277871 12

1924559 12

1100203 24
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View the Line Items in all the Orders

4> Purchase Orders

Purchase Orders > Browse Ordered Items
Browse Purchase History
Invoices

Sent Emails

This shows all orders' line items in a single table. You can't alter them here.
Alterations are done through the Orders window

4 Browse ordered items

Sort on headers. .. Click header to toggle between + or - zorting

Hide Received Items <CTRL- Click> - for additional columns in the sort 511
<SHIFT- Click> - to clear all sorting

Rec'd |Order Number Date Product Code Description [ty | Unit Unit Cost | Supplier |
- 2233 N7 “Watch glass, Beaker cover, 12 12 0,00 State Supply - clags materials
- 2233 N7 [retergent 2| bottle 0,00 State Supply - clags matenals
[ 2233 N/0107 Spray bottle, meths solution 1 0.00] State Supply - clags matenals
ol 2233 /0107 Poster paper, white 1 0.00 State Supply - clags matenals
ol 2233 /0107 Cup, plastic, loose 1 0.00] State Supply - clazs materials
o 2233 301407 Rubber band, large 2| bay 0.00] State Supply - class materials
- 2233 31./01/07 tarking pen, whiteboard, red 24 0.00] State Supply - class materials
- 2233 N7 tarking pen, whiteboard, blue 26 0.00| State Supply - clazs materials
- 2233 N7 t arking pen, whiteboard, green 12 0,00 State Supply - clags materials
- 2233 N7 Tissues 4 0,00 State Supply - clags matenals
[ 2233 /0107 Chus wipe 2| pkt 0.00] State Supply - clazs matenals
ol 2233 /0107 Marking pen, overhead projecta 3| pht 0.00 State Supply - clags matenals
ol 2233 /0107 Marking pen, overhead projectao 4| pkt 0.00] State Supply - clazs materials
o 2233 NA0107 Knife, vegetabla 2 0.00] State Supply - class materials
- 2233 31./01/07 Beaker. 2000 ml, glass 1 0.00] State Supply - class materials
- 2233 N7 Plant meiosis lilium anthers bz (p 1 0.00] State Supply - class matenals
- 2233 N7 t arking pen, whiteboard, orang 12 0,00 State Supply - clags materials
[ 2233 /0107 M arking pen, whiteboard, brown 12 0,00 State Supply - clazs matenials
ol 2233 /0107 Packing tape 2 0.00] State Supply - clazs matenals
ol 2233 /0107 Counter, stackable, plastic, largs 11 jar 0.00 State Supply - clags matenals
[ 2233 /0107 Genetic peas 1| pkt 0.00] State Supply - clazs materials
[ 2233 31,0107 5 kitch 3 5 - clazs materials
[ 2 i a ) nal
[ 32T 24/08/07 Periodic Trends [chart] 1 X
- Ny 24/05/07 | SCOAM The Male [chart] 1 35,00 Graphic Education
[ 3227 24/05/07 | SCOADY Molar converzion paths [chart] 1 235,00 Graphic Education
ol 32T 24/05/07 | SChADS Summary of matter 1 35,00 Graphic Education
ol IN27 24/05/07 | SCMADE Phyzical properties [chart] 1 35,00 Graphic Education
o INET 24/05/07 | SCMAD7 Chemical properties [chart] 1 35.00 | Graphic Education
- 32127 24/05/07 | SCEBD2 Le Chatelier's principle {1} [chart 1 35.00| Graphiz Education
- 3T 24/05/07 | SCEBO3 L& Chatelier's principle §2} [chart 1 35.00 | Graphic Education
- A ber 24/05/07 | SCEBD4 The Equilibrium constant [chart] 1 35,00 Graphic Education
- Ny 24/05/07 | SCARBOZ Bronsted-Lowny acids and bage: 1 35,00 Graphic Education
[ 3227 24/05/07 | SCHADZ The International spstem (S1] [ch 1 235,00 Graphic Education
ol 32168 21/05/07| 1062303 Pigeon skeleton 1 135.00| Haines Educational
ol 32168 21/06/07 | MFD1250 M aghet theary board 1 39.00| Haines Educational
ml 32168 21,/05/07 | HM-E Sieve zet, metal 2 79.00 | Haines Educational
— bl N==] 1 NEMTIDAR L B | 12 QNN U - mn B A A b

The table is useful to easily locate items not yet supplied and to get an overview of
all orders.

Items with a tick have been received.

The table may be sorted on any combination of column, and can be filtered to hide
received items.
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Browse and Edit the full purchase history

% Purchase Orders|
| % Purchase Orders
Browse Ordered ltems

Hl  Browse Purchase History

Invoices
Sent Emails

Purchase Orders > Browse Purchase History

edit any aspect of them.
This table can be sorted by any column, or combination of columns.

This shows all purchased items that have been copied to history and allow you to

& Browse Purchase History e - @
Click. header ta togale between + or - zarting
<CTRL- Click: - for additional columng in the sort - - -
-
Sort on headers... <SHIFT- Clicks - to clear all soting [A LChange ][ Delete ]@ Frint selected item histary 5“-
Unit Purchazed Product Code Order Mumber -
17, 3 14764 x| upply 1 Order Mo: 33 -_l
10/12/08 | Brush, burette L1 359701 347592 Science Supply Australi School Order Mo: 347!
10/12/08 | Brush, pipette L'f1439-01 347592 Science Supply Australi School Order Mo: 347!
17/12/07 | Paper, butchers' 1280473 3389/3388 | State Supply 1 School Order Mo: 3314
3401407 | Paper, butchers' 1280473 31362 State Supply 1 School Order Mo: 3131
18412706 | Paper, butchers' 1280473 State Supply 1 E10=81 3mm 481 Bgsm
10/12/08 | Poster paper, 510<640mm, 200gsm, darl 1478699 34789, 34790 | State Supply 1 School Order Mo: 347!
17412407 | Poster paper, 510<640mm, 200gsm, darl 14786599 3389/3388 | State Supply 1 School Order Mo: 3314
17/10/07 | Poster paper, 510<640mm, 200gsm, darl 14786599 32739 State Supply 1 School Order Mo: 327:
N/01/07 | Poster paper, 510<640mm, 200gsm, darl 14786599 H3E2 State Supply 1 School Order Mo: 3131
19/12/06 | Poster paper, 51064 0mm, 200gsm, dar . 14786599 State Supply 1 dark blue
21/01/09 | Counter, stackable, plastic, small 1095 pkt 500 1922130 34954 State Supply 1 School Order Mo: 349!
10/12/08 | Counter, stackable, plastic, small 0.0o jar Supplier Mot Known | School Order Mo
17/12/07 | Counter, stackable, plastic, small 0.0o jar Supplier Mot Known | School Order Mo
17A12/07 | Globe, 1.5y 250 1063002 33s2 Serata Pry. Ltd. School Order Mo: 3314
10/411/06 | Globe, 1.5 250 Serata Pry. Ltd. pluz $10.62 postage
24408409 | Glue stick 145 1221507 State Supply 1
| 30404709 | Glue stick 1.87 401221507 35473 State Supply 1 School Order Mo: 3547
10412408 | Glue stick 149 511221507 34789, 34730 | State Supply 1 School Order Moz 347
f 15410708 | Glue stick 1.49 241221507 34524 State Supply 1 School Order Mo: 345;
28/06/08 | Glue stick 1.45 401221507 34108 State Supply 1 School Order Mo: 3411
1712407 | Glue stick 149 401221507 33189433188 | State Supply 1 School Order No: 331
29410707 | Glue stick 1.49 201221507 32799 State Supply 1 School Order Mo: 327
28/06/07 | Glue stick 1.37 20| 1221507 32277 State Supply 1 Schaal Order Mo: 3227
007 | Glue stick 1.45 401221507 3362 State Supply 1 School Order Mo: 3131
1812406 | Glue stick 145 401221507 State Supply 1
10/412/08 | Cover slip 329 pkts, sml 3| 1476564 34789, 34790 | State Supply 1 School Order Mo: 347!
23/04/08 | Cover slip 329 pkt 100 101476564 33724 State Supply 1 School Order Mo: 337
21/05/07 | Cover slip 250 101476564 32082 State Supply 1 School Order Mo: 3200
1/08/07 | Eye [model] 34.90 1 46487 Deals Direct School Order Mo: 464
10411406 | Colour disc, Mewton's 20.00 Haines Educational
24/08/09 | Paper towel rall 4049 carton 31904639 State Supply 1
10/06/09 | Paper towel rall 3013 carton 11941054 35608 State Supply 1 School Order Mo: 3561
21/01/09 | Paper towel roll 3013 carton 1| 1941054 34954 State Supply 1 School Order Mo: 343!
10/412/08 | Paper towel rall 3013 carton 31904639 34789, 34790 | State Supply 1 School Order Mo: 347!
15/10/08 | Paper towel rall 3013 carton 1[1904639 34524 State Supply 1 School Order Mo: 345, _
AR MNCIND | Demmr bmanal eall AN AQ ks 2ldandcoa 241N0 Chabm Coimmho Coalvmml Cedme hla 2490

)

& Record Will Be Changed

Item: Poster paper, 510X640mm, 200gsm, dark bl
Order Humber: | 31362 Optiohal
Supplier: | State Supply 1 E]

Product Code: | 1472839

Date Purchagzed:

[ 31401/2007 {ddrmm Ayy]
Walue PerUnit(: [ 7.40 (%41
Quantty: [T Mumeric
Purchase Unit [ egBoxof 10, 500ml Battle

Comment::

[v ok ] [x Lancel ]
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Browse Invoices

4. Purchase Orders

& Purchase Orders
Browse Ordered Items

Purchase Orders > Invoices

Browse Purchase History

View all invoices for a selected date range

Invoices

S Select Start of Period S

Sent Emails

£ June 2009
/ Sun Mon Twe Wed Thu Fri Sat
07 08 09 10 11 12 13
This utility displays invoices in the selected date range. :51—1] 14 15 18 17 18 18 20
21 22 23 24 25 26 27
28 29 30

Start Date: 15/06/09

- g Browse Today
EndDate: | 20/08/09 % -

5 Select End Date =5

September 2009

Sun Mon Tue Wed Thu Fri  Sat

01 02 03 04 05
06 07 08 09 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26

27 28 29 30
Invoices betwceTn 15/06/09 - 2m
i —
Sart on headers: Click to sort/reverse sort, Chil-Click for another, Shift-Click to clear r
To lozate by invaoice number first zort by invoice number |,qu ]
= || Datef+] Invoice Mo Order Humber Amount () |
27408709 T2 35763 BG.00
7/09/09 23334 35883 71.95
8/03/09 1555 9 21216
15/09/09 35764
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Stock Lists
Stock Value

Expenditure
Disciplines
Categories
Suppliers
Locations

Chemical

Incomplete Orders

Print Expenditure

B=E 000

L3

L3

Reports > Expenditure

Reports on the Order amounts and Invoice amount for the selected date range

Print an Exenditure List ‘

Thiz ubility printz orders between a selected dat_e range along with

the order amount and value of azsociated invoices.

StatDate: | 3706703
EndDate: | 7/09/09 ?ﬁj

L .

West Coast High School
Expenditure 9/06/09 - 7/09/09

Date Order Mo Order Amount ($) Invoiced (%) Order Completed
6/09/09 217.84 0.00 D
6/09/09 101.00 0.00 |E
6/09/09 102.85 0.00 ]
6/09/09 978656 212.16 212.16 |:|
6/09/09 17,800.00 0.00 ]
6/09/09 0.00 0.00 U

24/08/09 70.70 0.00 |E
19/08/09 35883 71.95 71.95 @
29/07/09 35763 66.00 66.00 |E
27/07/09 35764 10.20 0.00 g
17/07/09 35725 152.90 0.00 |E
23/06/09 35619 300.00 0.00 E

&J

19/06/09

900.00

0.00
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Chapter 6

Chemicals
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Introduction

Chemicals can be considered as stock in the same way as any other item of
equipment, except that there are other issues involved with them, particularly
safety.

Stocktaking also works in a slightly different way with chemicals.

ScilList allows you to enter (or import) a variety of data such as a chemical's UN
Hazard Code (for storage and transportation) and a CAS number (a unique
identifier) and provides reports with this information.

SciList does not provide Material Safety Data Sheets (MSDS) because they
are subject to regular updates and there is other software that provides this
information.

You may choose not to use Scilist for chemicals at all.

Many users will only add chemicals to SciList when re-ordering. This means that
the commonly used chemicals will be in SciList, and purchasing histories will be
accurate.

A complete list of chemicals is best entered by importing them if you have them

in another computer format e.g. spreadsheet. See next chapter for details on
import.

Activate Chemicals

Go to File Menu > Setiings and choose the Chemical Options

Activate Recording Chemicals in ScilList

I Record Will Be Changec ||

west Coast High School v oK
() Email Setys” Chemical Dptions
Recording Chemicals in Scilist? If 20, thiz provides for the detailz on the Master lbem

[Cising MSW Colour Cateqories 20 TCH [red] teacher uze anly

NSW Colour Categories

This scheme assigns a code and colour to chemicals used in schools.

TCH - Teacher only (Red), Year 11-12 use (Orange), 7-12 (Green), K-12 (Blue )
N-not recommended (Black) , PS - Professional Staff (no colour)
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Entering a Chemical

] Update Master ltem... =ee
Frecard will be Added o 0K

[tem: |Trinitr0t0|uene

. [50 characters max]
General |Chemlcal |

Description:

Image Filename: | [

Urit: ’97 in Images Folder
Trigger Level: 0 Stock Take Guantity: i]

Thiz iz updated automatically from latest recorded purchaze
Otherwise, enter it yourself

Check this if the item is a chemical

Insert a Master Iltem and tick 'ls Chemical'

The General Tab
Is Chemical

Tick Is Chemical and the Chemical Tab will appear behind General

Unit

This unit should be what you would measure or count at stocktake, not the unit of
puchase. For example, you may measure a liquid in mL or L, but purchase in a
5L bottle. Use ml or litres, not 5L bottle.

We suggest that you use g instead of kg and ml rather than litre because no
decimal points will need to be entered.

Quantities

Are entered when you add chemicals to a location (shown further on in this
chapter)

The Chemical Tab

L1 Update Master Item... =TE

Fecord will be Changed

All fields on this tab are optional.

ltem: | Sodium acetate trikydrate

General Chemical | [50 characters max]

- . N . Whether you use them or not depends
Fill it only &z rmuch detail az vou require. Any iterm can be left blank if not needed.

CAS Mumber: B131 - W -|4_ Chemical Abstracts Service unigue identifier WhO"y on What Compllance gL"de“neS
you are required to follow.

Dangerous Goods Details

UN Number:  UN ’7 DG Class: ’D— E] Sub Hisk:l— E]
(See next page for explanations)

Iz Hazardous Amouint
1 %¥es @ Mo () Blank 500g Enter Quantity + Unit eg 500g
Packing Group Dates [vear Only)

ol e @ Blank MSDS: | 2005 Risk &ssessment Sheet:

After adding chemicals it iz suggested that they be added to a category Chemical
[ thiz easily from Utilities Menu > Add Chemicalz to category Chemical
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CAS Number

Chemical Abstract Services number - a unique number for each chemical. You
can find it from a label, data sheet, or internet query.

The last digit is a check digit so if a digit is entered
incorrectly you will be advised with this message. The CAS numberis invalid, Eheck and re-enter.

If iy doubt, leawve it totally blank

Dangerous Goods Details

UN Number - a 4 digit number.

Dangerous Goods have the potential to cause immediate harm to people, property
and the environment due to the possibility of a fire, explosion, release of toxic,
flammable, or corrosive materials during a storage or handling incident.

Not all chemicals have them, and some chemicals share the same code.

The DG Class (and sub-risk) may be selected from the lookup table (left) by
clicking the the ellipses button to the right of the entry field.

SciList uses 0 for a stable chemical.

& Select UN Hazard Code (DG Class)

000 00 1 (7] e e 0 T — [
PO =t = L D

Explosive substances
Gazes

Flammable Liguid
Flammable Solids ¥ Select
Liable to spontaneous combustion

In contact with water, releazes flammable gases
Oxidizing agents

Organic peroxides

Toxic substances

Infectious substances

i &

Radioactive substances
Corosive substances
Mizcellaneous dangerous substances

|~
|

Is Hazardous

Yes, No, or blank

A hazardous material has a potential for harm to humans, even though the actual
risk may be low.

Not to be confused with the UN Hazard codes for Dangerous Goods
A chemical can be Hazardous, but not Dangerous, or Dangerous but not

Hazardous. For example, a compressed gas would be dangerous (due to its
compression), but may not be hazardous (due to its chemical nature).
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Amount

Enter the quantity and unit e.g. 5L

This is somtimes referred to as the Manifest Quantity. It is the quantity your full
container(s) would hold - a theoretical maximum quantity.

In SciLlst it is only used for printing on the dangerous goods compliance sheet.
No processing or calculations are done with this number.

Packing Group

Enter | Il or lll or leave it blank.

The Packing Group for a chemical indicates the degree of hazard associated with
its transportation. The highest group is Group | (great danger); Group Il is next
(medium danger), while Group Ill chemicals present the lowest hazard (minor
danger). Packing Groups are often shown on MSDS data sheets for chemicals
under the heading “Transport Information”.

MSDS Date

Enter a single year if you have a current MSDS sheet for the chemical e.g. 2007.
Current MSDS sheets should be no older than 5 years.

Risk Assessment Date

Enter a single year if a Risk Assessment has been written for the chemical.

NSW Chemical Category

If this is activated (File > Settings) then the selection shows at the bottom of the

window.
.
Update Master Item... & Elilﬂ
_ e You may choose an
R ¥ 0K option, or leave it
ltem: Acetone (Propanone) blank.

w Chemical {50 characters max]

Fill i anly a5 much detail a3 you require. Any item can be left blank if not needed.

CAS Mumber: B7- B4 -1 Chemical Abstracts Service unique identifier
[Dangerous Goods Details
UM Mumber: UM 1090 DG Class: 3 [:] Sub Risk: [:]
|z Hazardous Amount
@ ‘Yes (O Mo () Blank 400 ml Enter Quantity + Unit eg 500g
Packing Group Dates [v'ear Only)
1 @ ) Blank MSDS: 2008 Rizk Azzessment Sheet:
M5w Chemical Category I

) Not Recommended () Teacher Only:-|@ 712 (O KA2 () Prof Staff Only

After adding chemicals it iz suggasted that they be added to a categary Chernical,
Do this eazily from Utilities Menuw > Add Chemicals to categony Chemnical
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Placing a chemical in a location

After completing the master item details for a chemical, you will place it in one
location or another.

£ Update Stock Item... - =5
Itemn: |Sodium acetate tihydrate g
Location #
Location: [Chem Store *| Subdocation |OHnarg127 [I]

l Trigger Levell 500 3: aq

Stock Take Quantity: Mote:
| I 1.010 3: g [uantities apply
to above
lmcation oy

Comment: e 136.02

Recard will be Changed

Instead of Ideal Quantity, it will say Trigger Level

Trigger Level is the level that a quantity of chemical can fall to before it shows up
for re-ordering on a stocktake. The total you would expect to have in stock is
usually quite a bit higher.

This represents a different behaviour than ordinary items

[ Browse Stock by Master Item ‘ l o o S
[ Anitem may be in the master item list Individual Stock ltems
td aster ltem List even if pou dor't have any in stock Sodium acetate tiihydrate \5111

Loeel e Swiliiy Location Sub-location It Unavail| Urit

Chem Store O-lnorg-127

P Item | «

b’ | Sodium acetate hikydiate

S Total @ty: 1,010

When you browse the chemical in the master list, QTY refers to the Trigger level,
whereas the TOTAL QTY below refers to the total stocktake quantities.
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Chemicals - stocktake considerations

In the stocktake window, record the actual amount of chemical in each location.

@ sonesoatens

CHEMICAL Use Update Form [

Sort headers: Click to sort/reverse sort, Chil-Click for anather, Shift-Click to restore defaults

ftem[+] Location Sub-location Quantities Unit -
Stocktake
Sodium acetate trihydrate Chem Store 0-Inorg-127 g
Sodium acetate trihydrate, recycled Cs O-Inorg-127 400 400 | g
Sedium bromide cs O-Inorg-126 559 50 | g
Sodium carbonate, AR anhydrous cs O-Inorg-129 =Y 200 | g
I Sedium carbenate, technical anhydrous cs O-Inorg-130 200 200 | g

The Ideal column really means Trigger Level for a chemical

If you want to force an order to be written, change the trigger level. For example,
trigger level for Sodium thiosulphate is 500g, and you have about 700g in stock,
more than the trigger level so no order will be generated. You realise with the
number of classes doing year 8 chemistry next year that this won’t be enough, so
change the trigger level to 1000g and 500g will be ordered.

Auto-generated chemical orders

The line items in a chemical re-order can look peculiar.

<Double Click> a line item below to enter Quantity Received or Unit Cost and <EMTER? to accept
Product Code | Qb Drdered Gty Received | Purch. Unit Item
13 500m| Universal indica ech
Zlnc sulphate, heDtahvdrate

[ Mark all items as received ] [ Browse Purchaze History ] Total $ 17.800.00

The universal indicator above is 400 ml below trigger level, so the quantity ordered
is 400. However the unit price is based on a 500 ml bottle so the total cost is
astronomical. Change the quantity ordered to 1 Bottle (Edit this Order button) and
all will be correct.

&ll Rec'd

Line Cost

Itern |0 Uit Eost

Product Code | Gty Ordered | Oty Received | Purch. Unit | [tem

Save to History and Reset Stock Levels
This is the last step in the stock take process.
For ordinary items, the stocktake quantity is reset to the ideal.

For chemicals the stocktake quantity is retained, because it shows the actual quantities in

stock.
- g e - -
Silver metal 0-Inorg-124 T 7
Sodium bromide 0-Inorg-126 559 50 M
Sodium acetate trihydrate, recycled 0-Inorg-127 400 400 r
Prior stock levels

™|

Stocktake
History

Sodium carbonate, AR anhydrous 0-Inorg-128

Sodium carbonate, technical anhydrous 0-Inorg-130 SEID SDD
Sodium formate 0-Inorg-135 250 100

Chemicals are saved additionally to a Chemical History file,
so during subsequent stock takes, when you go to enter
stocktake quantities, you can look up prior stocktake levels.

Sodium carbonate, AR anhydraus

u
g
g
g
g
9
g
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Chemical Reports

Stock Lists

Stock Value
Incomplete Orders
Expenditure
Disciplines
Categories
Suppliers

Locations

Chemical

' Reports > Chemical

Reports provided specifically for chemicals:

¢ a full alphabetical list

West Coast High School

Chemical List

Full List - Alphabetical
Full List - By DG Class
Chemical Register...

Hazardous Substances

Hazard Code CAS Number

Sodium pyrophosphate

sodium silicate (sodium orthosiicate)
Sodium siicate, solution (water glass)
Sodium sulphate, anhydrous

Sodium sulphite, anhydrous

Sodium tetraborate, borax

Sodium thiosulphate, pentahydrate, A.R.
Sodium thiosulphate, pentahydrate, LR.
Sodium thiosulphate, technical, anhydrous
Sodium, sample

solochrome black , eriochrome black indicator
starch iodide papers
starch,potato,non-reducing

starch,soluble

stearic acid

stopcock grease

Strontium carbonate

Strontium chloride

e by DG Class

West Coast High School

13472-30-5

7757-82-6

1303-96-4

10102-17-7

3 7440-23-5
1787-61-7

10476-85-4

Chemical List - by Dangerous Goods Class

| Item CAS Number MSDS RA.
DG Class: 3 Flammable Liguid
Acetone (Propanone) 67-64-1 2008
Butanol 71-36-3 2007
Cyclohexane 2003 2005
Cyclohexene 2003 2005
Edicol blue FCF (acid dye)
ethanol 70% 64-17-5 2006
Ethanol 95% 64-17-5 2006
Ethyl acetate 141-78-6 2006
Eucalyptus oil 8000-48-4 2005
Frother, M200 2005
Hexane 2003
iso-butanol (iso-butyl alcohol) 78-83-1 2007
Iso-propanal 67-63-0 2007
Kerosene B8008-20-6 2008
Methanol 67-56-1 2005

Methylated spirit
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_ __

All Chemicals

All D, Goods and H Subst

Dangerous Goods whose M5D5 Date is earlier than: 0000
(4 digit year YYYY) _

* Chemical Register

These are essentially the same report format, except how
you filter the printout.

For Dangerous Goods based on MSDS date, you may select a date or leave as
0000 for all DG regardless of MSDS date

West Coast High Schoal

Dangerous Goods and Hazardous Substances Register 7i08/2009
Dangerous Goods ~ packing MSDS Risk Assessme:

Item Hazardous UN No. Class Sub Risk Group Date Date Amount Location
1,1,1, Trichloroethane Yes UNZ231 6.1 il 2008 450 ml C3 8.1-Toxic-
Acetic acid, glacial Yes UNZ2729 3 3 Il 2005 500 ml CS &-Corr-02
acetic anhydride Yes UN1T15 -] 3 I 2005 500 mi CS &-Corr-08
Acetone (Propanone) Yes UN1090 = Il 2008 400 ml CS 3-Fl.Lig-01
Aluminium chleride, hydrated Yes 0 2008 2005 750 g CS 0-Inorg-003
Aluminium nitrate: Yes UN1438 5.1 1l 2007 500g CS 5.1-Oxid-01
Aluminium poweder Yes 4.3 2005 300 g CS 4.3-Dg Wet-01
Alumninium sulphate Yes o 2007 400 g CS 9-Misc-05
ammania 35% Yes k] 2005 500 mi CS &-Corr-11
ammonia, cloudy, commercial 3 CS &-Corr-11
Ammenia. conc. 25% Yes UN2§T2 2 1l 2005 2500 ml CS Bfloort
Ammenium carbonate Yes o 2007 400 g CS 0-Inorg-10
Ammenium chloride Yes 0 2000 650 g CS 0-Inorg-11
Ammenium dichromate Yes UN1439 5.1 Il 2008 500 g CS 5.1-0xid-02
Ammonium ferrous sulphate Yes 0 2008 500 g C5C23
Ammonium mohlybdate Yes o 2005 759 C5C23
Ammonium nitrate Yes 5.1 2001 500 g C5 5.1-0xid-03
Antimony, pieces, sample Yes 6.1 2005 10 g CS 6.1-Toxic-01
Arsenic, metallic, sample Yes 6.1 2005 259 C5 6.1-Toxic-03
Barium chloride Yes 6.1 2008 25049 CS 6.1-Toxic-05
Barium hydroxide octohydrate Yes UN1564 8.1 il 2007 2007 S00g CS §.1-Inorg-

Hazardous Substances West Coast High Schoal 7/09/2009
Dangercus Goods ~ packing MSDS  Risk Assessment

Item UN Mo. Class Sub Risk Group Date Date Ameount  Location
1,1,1, Trichloroethane L2831 8.1 1l 2008 450 ml  C5&81-Toxic
Acetic acid, glacial UNZ27E9 8 3 1l 2005 500 ml CS 8-Com-D2
acetic anhydride UN17T15 8 3 1l 2008 500 ml CS 8-Com-D8
Acetone (Propanone) UIN1050 3 1l 2008 400 ml G5 3-Fl.Lig01
Aluminium chloride, hydrated 0 2008 2005 ¥50g CS50-lnorg-003
Aluminium nitrate UM1438 5.1 1 2007 5800g GCS5.1-Ocaid01
Aluminium powder 4.3 2008 300 g S 4.3-Dg.Wet-01
Aluminium sulphate L1} 2007 400 g CS 8-MiscD5
ammaonia 35% E 2005 500 ml C5 8-Com-11
Ammonia. conc. 25% UN2872 8 1l 2005 2500 ml CS Bfloort
Ammonium carbonate 0 2007 400 g C5 0-lnorg-10
Ammonium chloride Li] 2000 8650 g CS50-lnorg-11
Ammonium dichromate UM1439 5.1 1l 2008 500g CS5.1-OuidD2
Ammonium ferous sulphate o 2008 500 g G5 C23
Ammonium molybdate 0 2008 7B g C5C23
Ammonium nitrate 541 2001 500 g CS 5.1-Ceeid-03
Antimony, pieces, sample 6.1 2005 10 g C5 8.1-Toxic01
Arsenic, metallic, ssmple 6.1 2005 25g CS 8.1-ToxicD3
Barium chloride 6.1 2008 250 g C581-Toxicd5
Barium hydroxide cctohydrate UM1564 6.1 1l 2007 2007 B00g CS5 8.1-lnorg-
Barium nitrate UM1448 5.1 8.1 1l 2008 100 g €S 5.1-OwidD8
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Adding Chemicals to the category Chemical

Much of SciList's functionality comes from being able to categorise items with a
Category. Scilist provides this utility to assign all chemicals to the category
Chemical.

Utilities > Add Chemicals to Category: Chemical

Assign all chemicals to the category Chemical

Thisz utility checks that you have a categony named Chemical and azsigns all
chemicals to that categon,. 511

v Add Chericals to the category Chemical

Thiz utility can be repeated any number of times without generating dupicate data.
[t ignores chemizals that are corectly categorized.

| R WO e e Rt - Once this is done, you may use the Search by Category and
Tag the categories and disciplines  Discipline feature, to list all chemicals in their locations (left)

It either Category or Discipline is un
CHEMICAL

Locate Categorny:

» Category A
Bing And Tubs B
Books

Botany

Bottles

Charts

CHERICAL

< 111000,

Chemistry Eguiprment
Clagzroom Equip-Chem
Clagzroom equip-Gen

I
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Chapter 7

General Utilities
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General Utilities

@ Local Settings
Set School Logo

¥ 5et Categories and Disciplines
L] Manage and Index Key Words

From the Files and Utilities menus

Set Wallpaper -« Check Data Integrity
Print Setup Change Case of Sub-Locations
=~ Clear Items with no Location

“, Copy Data to another folder
& Backup Data to single file

" Restore Data from Backup File

Merge Master Items
Add Chemicals to Category: Chemical
Update Sub-Location List

Change Password ®p| Import Data

Login Centrol *| Export Data

Registration Code

Splash screen

Bit Discussed below in no particular order

Check Data Integrity
Utilities > Check Data Integrity

This utility will go through your database, making sure that the data is logically
connected. The usual reason it would not be is if a file is copied from another
data location that doesn't match existing files.

This utility will attempt to fix errors or inconsistencies and gives related messages.

Also when an update to Scilist occurs, sometimes data fields need some form of
update from earlier versions.

Use it any time you update, and otherwise just occasionally.

Change Case of Sub-Locations

Utilities > Change case of sub-locations

# Change the case of locations

If you have imported your data or otherwise need it to be standardised. There
o — are often many sub-locations and to do each one individually is tiresome.

() UPPEF: CASE
O lower case
() Capitalise

You can change the format of all your locations into one of 3 formats.
ROOM 5, room 5, or Room 5

Clear Items with no Location

Utilities > Clear Items with no Location

Clear Stock Details

Particularly when starting with a new data-base, many of
the master items are un-related to your actual stock, so you
may wish to get rid of them.

This utility removes Master lermns that are not in stock
Itis typically used with sample or ohsolete data.

(ot ] &

After clicking "Do It", you will receive two warning messages.

=

Remove non-stock items

Remove non-stock items

=]

_ Delete all ltems not stocked
b |t may be a good idea to do & backup first

~ Doyou wish o conlinue...

il '0' This will permanently remove all ltems with na stock.
L

Y Procesd?

I l Yes
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Do not do this unless you are quite sure that most or all of your master items
have been given a location. If you accidentally lost a couple of items that you
wanted to use, it's not a big deal, but if you lost 800, it is a problem.

If you answer 'Yes' to both the warnings, the process will take a certain amount of
Do a backup of your time to check the data. On a network it could be a couple of minutes.
data first to be safe

When complete, a message is displayed:

Clear Stock Details

Thiz utility removes Master kems that are notin stock
ltis typically used with sample or obsolete data.

94 items deleted. 1432 items retained

Merge Master Items

Utilities > Merge Master Items

Sometimes you have two master items that are really the same thing. Each may
have their own related stock, but they are really one item.

This utility allows you to merge both items into the one.
In the screen shot above, Aluminium Sulphide is highlighted on the left as the
item we want to keep, and Aluminium Sulfide highlighted on the right as the

item we don't want.

After moving all stock from Sulfide to Sulphide, the Sulfide reference is deleted
altogether.

Merge Master Items

Thiz facility combines the master item on the right with the master item on the left. It
connects up categories and disciplines and also purchase history. q
Highlight Item that will be retained Highlight Item that will be combined
Locate [tem: Locate [tem:
|| Iemn A Itermn [~
Alurniniumn Metal Sheet 0 . Alurninium mitrate B
Aluminiumn ritrate Combine Aluminium oxide
Aluminium oxide Alurniniur S ulfide Aluminiurn potazzium sulphate
Alurminiurm potazsium sulphate Alurniniurn Powder
Alurniniurn Povder Inta Alurniniurn S ulfide
Alurniniurm Sulfide . ) Aluminium sulphate
Alurniniurn sulphate Alumirium Sulphide Aluminium Sulphide
| Alurninium S ulphide Alurminium Wire Pieces
Alurminium wWire Pieces Americumn [Am 241 Sources)
Americurn [Am 247 Sources) Combine Armmeter, 01 and 0-5 amp range
Ammeter, 01 and 0-5 amp range Ammeter, 0-10 amp range
Ammeter, 010 amp range Ammeter, AC, 0-5 amp range
Ammeter, AC, 05 amp range Ammeter, demo
Ammeter, demo W Ammeter, industrial W
Ammeter, industrial Ammonia best strips
Ammoria test strips Ammoriurm acetate
Ammonium acetate Ammaonium bicarbonate
Armmaoniurn bicarbonate Armmaoriurn carbonate
Ammanium carbonate Ammanium chlonde
Ammonium chloride Ammonium Cupric Sulphate
Ammariun Cupric Sulphate Ammaniun dichromate
Ammonium dichromate Ammonium dihydrogen orthophosphate
Ammariun dikydragen orthophosphate Ammariun dibydrogen phosphate
Ammonium dikydrogen phozphate Ammoniunn feric citrate
Ammoriun feric citrate Ammoriurn Ferric: Sulphate
Ammonium Ferric Sulphate v Ammoniun ferous sulphate v

Local Settings

Utilities > Local Settings
Enter all SciList owner details, contact details including email address.
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Add chemicals to category: Chemical

Utilities > Add chemicals to category: Chemical

A convenient way to add all chemicals to a category called Chemical. If category
Chemical does not exist it is created.

Data Backup

File > Copy Data to another folder

This option allows you to copy all data files as well as your program files to
another folder. If that folder is on another computer altogether it becomes
a very useful backup. You can run SciList from that other folder if you have
backup up program files as well.

Your data consists of the data files in the SciList folder and images in the Images
folder.

Data files are identified by the extension .tps

The backup process copies all .tps files to your selected backup location. It
makes an images folder, and copies into it all images referenced from Scilist.
These images include all item images, wallpaper and organisation logo.

The result is a complete image of all of your data.

It is best to copy the data to a network location that gets backed up by system
backups, so if you have one, talk to your network manager.

The backup window

Backup all Data Files A

Select drive or folder to save to: Use the ellipseS ( )
||F:\Data\3ciListBu E] % Copy to lookup a folder and
Include Program Files - create one if you need

After selecting the destination, click the Copy button

You should really back your data up to a separate drive on a network in case of
your own hard drive failing.

To restore data

Use windows explorer to copy files from your back up location to the SciList folder
and the images folder.
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Another option for back up and restore

File > Backup Data to a single file

This method of backup saves all the data files into a single file in your SciList
folder.

Advantages

It is very convenient to restore from.

If you have to send your data to another person, you can attach that single file to
an email or put it on a memory stick.

You can save any number of separate backup files because they all have different
names.

If you are about to make some changes to the database, like import a batch
of chemicals or other items, you can use this option so you have a recovery
position in case your data gets mangled by the import.

Disadvantage as a backup
The file is saved in the Scil.ist folder so if that hard drive fails, you can't restore

from it. You could of course copy that file to another computer.
It doesn't copy program files or images

The process

4§ Create a single Scilist file =HECT X
This utility creates a single data file stores ALL data 511
It can then be used to restore from, or to send to someone else.
The file name iz in the format: SciList + date[YYYYMMDD] + time(HHMM)
Use it for a i backup. especially before major changes to your data,

such as data import.

Current back up file name...

Scilist 7 SEP 2009 6 31PM.tps

Attach a comment:_eg Before stocktake, 5 December 09

# || This is a practice back up| |

(,H Lreate Backup

Location: C:\Clarionb\Apps\Scilist

The data file created is named as shown in the window. A long hame composed
of 'SciList' plus the date and time.

You add a comment to the backup so you know later why you did it.

4§ Create a single Scilist file o S

This utility creates a single data file stores ALL data 511
It can then be used to restore from. or to send to someone else.
The file name iz in the format: Scilist + date[YYYYMMDD] + time(HHMM)

Use it for a convenient backup. especially before major changes to your data.
guch as data import.

Cumrent back up file name...

Scilist 7 SEP 2009 6 31PM.tps

Attach a comment:_eq Before stocktake. 5 December 09

Data saved to SciList 7 SEP 2009 6 31PM.tps with 24 files
Location: C:\Clarionb\AppshScilist

After clicking the Create Backup button, you are told how many files were saved.
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Restoring from the single file backup

File > Restore Data from Backup file

r

Restore Data from a Backup ==

Select Backup File:

| C:AClarionB\Apps\Scilist\SciList 8 SEP 2009 8 15AM tps

This backup was performed on 8/09/709 at 8:15AM with the comment:
Before import of chemicals
If you click DK, current data will be REPLACED by the selected data.

BEST TD MAKE A BACKUP FIRST.

Use the ellipses button (...) to look up the saved file.
Click Restore

Restore Data from a Backup - =][CT
-

Select Backup File:
| C:AClarionB\Apps\SciListhSciList 8 SEP 2009 8 15AM.tps E]

24 files restored successfully

Setting the Organisation Logo

The logo is an image file that appears on reports. Importantly it appears on
external documents such as Orders. It can be in any normal image format, .jpg,

.gif, or .omp.

File > Set Logo

When you look up
the |OgO, USIng Select organisation logo image file [appears on some reports and orders]
the e”|pses »i|.\|mages\FecthaHobLDgo.glf |E] I
button, the

logo is copied
into the ScilList
Images folder

Look up image
’ All images will be copied into the Images subfolder in Scilist
il N i,

[~ B

Setting the Wallpaper
File > Set Wallpaper

The wallpaper is cosmetic only and can be anything you find pleasing in a
graphics format. Like the logo, when you select it from somewhere on your

system, it is copied into the Images folder, where SciList will always expect to
find it from then on.
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Prep Gear

Manage Stock > Prep Gear

] Master Items and Locations
[.] Keyword Search Prep Gear is non-public equipment. You want to list it, but it is not for
Stock by Location viewing by other staff. They don't need to know anything about it.

|&  Stock by Category/Discipline

0 Master ltem You may never use this utility. It is not part of the main database.
5 Chemicals The utility was requested by several lab assistants for their own

convenienae.

& Browse Prep Gear or other Non-Public Equipment
Locate [tem: [+ Insert ”A Change ”- Delete I rsﬂj
“J
ltem Qty Room Location
Sink cleaners 1 Prep Dr 2
Tape, book repair 1 Prep office drawer 2
() |
Comment: |1.8m Insert screw end into drain, twist to the right, moving cleaner back and forth at
the same time. Bought Mt Gambier, about $10, Jan 06

$ Update Prep Gear... I'X‘

Einkccioancrd |
Room: |Prep Location: |Dr2 Quantity: 1

Comment: |1.8m Insert screw end into drain, twist to the right. moving cleaner back and
forth at the same time. Bought Mt Gambier, about $10, Jan 06

Item:s

Record will be Changed ¥ QK

The Update Form 1

Prep Gear or Non-Public Equipment

Report Date:  22/10/2007

ltem Qty Room Location

Sink cleaners 1 Prep Dr2

1.8m Insert screw end into drain, twist to the right, moving cleaner back and forth at the same time. Bought Mt
Gambier, about $10, Jan 06

Tape, book repair 1 Prep office drawer 2

State Supply, 2227681, $10.01. Pritt , 72mm X 25M. Bought beg. 07. Use for affixing labels to solutions bottles,
and any heavy duty protection of signs, labels, etc. Expensive, so use carefully.

The printed report of Prep Gear
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Login Security and Access Control

If placed on a network server or if the ScilList computer is used by different users,
security needs to be considered.

SciList has an optional login feature that provides two functions

e Login Security - requires users to have a password to get in

e Access Control - Restricts what an average user can do in terms of editing
data

When installed for the first time, these features are not activated because we
assume SciList will be on a local drive with a limited number of users and
consequently, fairly secure.

Activating Login Security

Access (or Login) Control is not activated when SciList is installed. Many users
will not need it.

Access control is activated by the presence in the main ScilList folder of the file
DSSWS5.TPS. If this file is present, anyone attempting to run SciList will be
prompted for a login.

To Activate

With SciList closed, copy the file dsswb5.tps from the control folder in SciList to
the main ScilList folder.

Run SciList. You will be prompted for a user name and password.

for full access.
Login
— Logging in as User, password user gives browse

Pazzword - o Ee o )
rights and some print rights, but no editing rights.

)% ‘ [ Cancel ] ail

The super user can add, delete and modify the functions other users can use.
This is described in the subsequent pages.

A third user is provided in case access is required by CaRob Computing. Super is
capable of deleting this user, but we request that you leave it.

Network Security

If placed in a network folder, do not rely totally on this security. Make sure that
only legitimate SciList users have security permissions to see and use the
folder.
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Configuring Access Control

Background

Access Control allows the main user to limit access to the application based on
who is using the program. This is necessary if you wish to expose some of the
users to more functionality than others.

We have provided two users with Scilist.
e Super - the fully privileged user
* User - has limited access: browse stock and print

Most users of SciList will probably be satisfied with these two, so the following
sections on user management may be safely ignored.

Passwords

Change your password from the File menu. Each user can only change their own
password. So Super cannot modify User's password directly. You must be
logged on as User to change User's password.

Changing the User Password

You have many potential individuals who may log on as User, and if any could
change the password, it can be lost. Consequently we have restricted User's
access to the File menu. This means that User can't normally change their own
password.

To change the User's password you must:
1: Log on as Super and give User access to Change Password
on the File menu
2: Log on as User and change the password
3: Logon again as Super and block Change Password

These steps are illustrated below

1: Log on as Super

Login as Super and immediately press <CTRL-F8> to bring up the Access Control
window.

Double click the PW Change setting to
make it "Yes".

Ordered by Mame

Operator Mame
Staff [Group) Yes Mo

Access File Menu  Pw Change ck Reports Menu 5 (User is a member of the staff group

s s shown... initially the only member)

Log out

2: Log on as User

Login as User, go to the File menu
and change the password.

Print Setup

Change Password

Exit
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£ Change User Password @
Oid password T You will need to enter the existing password before you can
Mew password ’7 Set a new one.

Mew paszword again

=,

=

Log out after changing the password.

3: Log on as Super b T e Y e

Repeat step 1, and change User Access to
Change Password to "No"

Saving security settings

Security settings include the users, passwords,
and access privileges for these users. They are stored in the encrypted file
dsswb.tps in the Scilist folder. It is recommended that you save a copy of
this file in a secure location. lt is possible (hopefully unlikely) for a user to
delete this file. If it is missing, SciList has no security. Any user will have full
access. On a network it might be advisable to get the network administrator to
place a Deny Delete permission on it.

Lost a Password?

Restore the file dssw5.tps from your backup. All security settings will be restored.

If you have no backup of this file, delete the user and add it again. You will have
to reset the password. (see above)

Login Control

Login Control enables you to create new users and fine tune a user's access
rights.

If you need a user to have more rights than User but less than Super, you might
want to add a new user and set their access rights.

A user can be classified into one of 3 possible levels.

e Supervisor: This level has full access.

* No Access:

e Operator: This level is in between, i.e. a user has
limited power.

A Supervisor is allowed to change the security access rights of other Users. An
Operator cannot change either their own, or anyone else’s, Access rights.
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Inserting a new user

EXZ Go to

9 Local Settings File > Login Contl’Ol

Set Loge
Set Wallpaper
Print Setup

Browse Users - SCILIST | MAIN

., Copy Data to another folder 7
& Backup Data to single file Order by Dperatar |Drder by Login Cods | ‘_a
", Restore Data from Backup File
- | Operatar Login Code Lewvel User Group Work Group
Change Password The Programmer 1 Supervisor MHone
Avverage User user 0 Staff i
Legin Control b ain Llger Sy iz Mohe

Registration Code

Splash screen
Exit

[ Inzert I [ LChange l [ Delete ]
[ Uszer Group Details l [ LClose ]
Click Insert
7
Benera | i Check Operator Level
First Name |J0hn Level /
Sumame |5mith () Supervisor /_
Logi o S © Operatan | — Set Default access to All Access
first password.
Defaukboosss  [alAcoass - tetes 1l — Leave User Group as None
User Group Mane > 4-—/
Workgroup [

[ oK ] [ Cancel I Click OK

The user name is the initial password and should be changed using the
procedure described on the previous pages.

The new user has full access and now has to be restricted based on your needs.
See next section.
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Access rights

The Set Access screen allows a supervisor to limit access to specific controls
(menus and buttons) and windows within the application.

By going to any window and pressing <Ctrl-F8>, you will get the Set Access
window. Not all windows have access rights. Usually this is becasue only
users of Supervisor level are allowed access to them.

This Access Control window will have a list of the Operators on the left.
Supervisors are not listed because they always have full access.

- .—fj |
Oidered by Mame 'K

Operatar Mame Access File Menu P Change  Stock menu  View Stock Reports Menu  StockTake  Orders Menu  Other Menus
es Mo No Mo es Tes No Mo No

<l e 3

The Access Control Window when <CTRL-F8> is pressed from the main window.

The list takes the form of a spreadsheet, with the names on the left, and the
access rights on the right. By double-clicking on the displayed rights, access
can be changed from Yes to No.

You need to do the same on any windows to which the user then has access.
Generally, if you disable Edit Buttons or Update Buttons the user will not be
able to change data.

S Ut A j W For example:
7
Ordered by Mame —j

Operator Mame Access EditButtons  Purchases SetCategories  IndexKeywordsButton ThIS 1S the ACCeSS Contro' WIndOW from
Sta [Grou] No No No No Browse Master Items.

Access - Yes means that staff can open
the window. If you set it to no, the window
will not open for them.

With other options set to NO, a staff user
can browse all the data, but not change

< v
anything.
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ScilList’s Files

Mame
category.tps
ChemHist.tps
discipline.tps
dsswa tps
hazard tps
Elnvnice.tps
Eltemf:at.tps
ItemDisc.tps
Item Reorder.tps
lnme:c:clude.tps
kwindex.tps
location.tps
E masteritern.tps
ODetail.tps
Orderltern.tps
orders.tps
Own5cilist.tps
prepgear. TPS
E Purchase.tps
E Reorder.tps

ReorderHistory.tps

ru:n:um.tps.
SavedEmaiI.tps
status.tps
stl:nck.tps.
EStnckHis.tps
Estncktake.tps
suhlncatiun.tps
5upp|ier.tp5

B Upg.Tps

This listing shows all data files associated with SciList.
(Except dssw5.tps not dssw2.tps since May 2012)

SciList.exe and the various .dll files comprise the program.

Scilist is written with a database development language system called
Clarion. Clarion uses a proprietary data file format identifiable by the .TPS
extension. Each physical data file holds one logical data table together
with its indexes.

TPS files cannot be edited directly with common tools.

Restoring from a backup

To restore data from a backup, use Windows explorer to copy the .tps files
from your backup folder into your working folder. See Data Backup section
for further information.

Program Updates

The program will change with features requested by users, extra reports,
bug fixes and so on. No commercial software is static.

Updates to SciList are posted at
http://www.carobcom.com/download.htm

Updates are free to download unless a major rewrite is released,
whereupon a charge would be made.

File structure changes

Often when a data base program is updated, there are changes to the design and
structure of data tables. ScilList will automatically convert data files upon the
first running of the new version if it needs to.
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Runtime File Management Utility

New in the May 2012 SciList, this utility allows you to manage your files to some
extent, especially if you think there may be a corruption.

West Coast High School - Scili
4= File

[E/ Set Categories and Disciplines
|d Manage and Index Key Words
“a Check Data Integrity

Change Case of Sub-Locations

Clear ltems with no Location

Merge Master ltems

Add Chemicals to Category: Chemical
Update Sub-Location List

.l Import Data
.l Export Data

File Manager Utility

It displays most of the operational files. You must tag all or some of the files to
work with them.

From the Utilities Menu, choose the File Manager Utility

File:

ecords  Disk name

Cateqory

R

2

ChemHist ?
Discipline ?
Hazard ?
IMReorder ?
Invoice ?
ItemCat ?
ItemDisc ?
ItemReorder ?
KWExclude ?
KWIndex ?
Masterltem ?
OrderItem ?
Orders ?
PrepGear ?
Purchase ?
ReorderHist ?
Room ?
SavedEmail ?
Status ?
Stock ?
StockHistory ?
Stocktake ?
Sublocation ?
?

Supplier

@ _

dp TagAl

= Untag Al

Build

- ik

Eix

Freshen

il

Records  Disk name

If you Tag All (or some), you
may then carry out several
operations.

Build rebuilds all indexes
(keys) in selected files.

Fix attempts to repair a
corrupted file.

Freshen copies all files to
new copies of themselves.

Info tells you about the file.
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File Disk name
Category 118 C:\Sdlist\category. tps
ChemHist 0 C:\Scilist\ChemHist. tps Info
Disdipline 2 C:\5ciList\disdpline. tps
Hazard 14 C:\5dlist\hazard. tps
IMReorder ] C:\Scilist\Reorder.tps
Invoice 5 C:\Sdlist\Invoice, tps
ItemCat 2641 C:\Sdlist\[temCat. tps Al
TtemDisc 1530 C:\5ciList\TtemDisc. tps H
TtemReorder 113 C:\5clist\temReorder. tps IIStS the number Of records
KWExcude 135 C:\Scilistkwexdude. tps
KWIndex 10373 C:\SaListYwindex. tps
Masterltem 2213 C:\Sdlist\masteritem, tps
Orderltem 1] C:\5clist\OrderItem. tps
Orders 1] C:\5cilist\orders. tps
PrepGear 13 C:\SciList\prepgear . TPS —
Purchase ] C:\SciList\Purchase. tps Build
ReorderHist B50 C:\Sdlist\ReorderHistory. tps =
Room 14 C:\5dlList\room. tps Ei
SavedEmail 0 Ci\adList\SavedEmail. tps B
Status ] C:\5cilist\status.tps ]
Stock 2599 C:\Scilist\stock. tps Freshen
StockHistory a C:\Sdlist\StockHis. tps ——
Stocktake 3 C:\SciList\stocktake. tps B o
Sublocation 627 C:\SciListsublocation. tps -

......3unplier 1 C:\scilist\supplier, s

@2 G

Runtime File Manage‘

File Records  Disk name

Current File - KWindex
Action - Key :KWIWORD_K

Progress : " Build

Files Left

This takes some time and a window
appears, showing progress as keys
are rebuilt in the selected files.

[ Fe Records  Diskname .
i Category

ChemHist le
Discipling
Hazard
IMReorder
Invoice
ItemCat
ItemDisc
ItemReorder
KWExdude
KWiIndex
MasterItem
OrderItem
Orders
PrepGear
Purchase
ReorderHist
Room
SavedEmail
Status
Stock
StockHistory
Stocktake
Sublocation

Supplier
L= r

It is best to use this only on indiviual
suspect files.

If this does not work (and it may not), use
TPSFix yourself. See next section on File
Recovery

2
2
2
2
?
?
?
?
?
?
?
?
2
2
2
2
2
?
?
2
7
2
2
2

Freshen

This creates a new file and copies all the old records out the old file and puts them in the
new file.

This effectively removes all duplicate entries (which might be causing the Build to fail) and
also can act as an effective fixing of possibly corrupted files
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Recovering Files

TopSpeed files are very robust and problems are rare. However, power glitches
for example can partly corrupt files. A corrupt file is usually indicated when the
file is opened, either when you start SciList or try run some part of SciList. There
is usually a message saying that ClaTPS.dll is having a problem with a file. The
file is usually named. You can Abort or Ignore, but generally the program will
fail.

TPSFix

TopSpeed provides a utility called TPSFIX.EXE which is part of the ScilList
installation. It is located in the directory C:\SciList\FirstAid.

TPSFIX attempts to read a corrupted TPS file and write it to a new file of the same
name with an extension of .TPR.

This process does not always work if the header area of the file is damaged, so a
further measure is provided. All of the major SciList data files have an Example
file in the FIRSTAID directory with an extension .TPE. Given a .TPE file to work
with, TPSFIX can tell what the file format ought to be, and do its best to produce
the .TPR repair file.

After TPSFIX has run, producing a TPR file, the corrupt TPS file should be copied
elsewhere, and the TPR file renamed as TPS. Then run SciList.

This is described in the following example.
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TPSFIX Example

Assume that Stock.tps file in C:\ScilL.ist is corrupted.
* Run TPSFIX.EXE.

This window appears, asking for the the file to recover.

TopSpeed Database Recovery 6.300 (In this example, | have copied Stock.tps
from the main folder into the FirstAid folder,
Source [file to recover) so | am working on a backup)
Filename: |I::'\SciList'\Firsb’-‘«id'\stuck.tps Browse..
Browse and locate your Stock.tps

Pagsword: |

| Destination [result file)
Filenarne: |I::'\Su:iList'xFirsb’-'-.id'\stuck.TF'H Browse.. The recovery file is suggested as Stock.tpr.

Pagsword: |

Accept this.

|
[ Hext> l | Cancel | | o press Next

This screen appears asking for the location of the example file. Note that this is
optional, but recommended.

TopSpeed Database Recovery 6.300-..cilist\FirstAid\stock.tps

Example File [optional) Find the .tpe file in the FirstAid folder
Filename: |EZ"\SCiLiSt"'.Fier':'\id"\StDl:k.tpE: | Browse.,, |
Pazsword: |

Build Keys lse Header [ Use OEM flag Make sure Build Keys is ticked

Locale File [optional)

| Filename:; | Browse..
[ < Back ][ Start ] [ Carcel ] |

The Locale file is not used.

¢ Select Start

If the file is not corrupted, TPSFIX will tell you that it thinks the file is OK and allow
you to exit.

After repair,
* Remove the suspect Stock.tps
* Rename Stock.tpr to Stock.tps. (and if necessary, copy it back to the

main Scil.ist folder)

Note that TPSFIX comes with its own Help file which can be referred to.
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ScilList.ini

SciList.ini is a plain text file that saves window information, including locations and
fonts. If you move a window, its location is stored here.

SciList.ini is kept in the program folder.

If a window does not appear when expected, it may be that the location of the

window is off screen. In this case, delete Scilist.ini. All windows will then be in
their default locations.
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Data Import

SciList allows you to import general items and chemicals as separate processes.

Many users already have stock lists in electronic form, often in a spreadsheet. If

so you will probably be able to manipulate it into a format suitable for import to
ScilList.

Menu Option File > Import Data

® Import Data

Print the instructions for .ﬁ.fter yar file iz pre_pared, qo ko the lmpart [f, after impnrt, you realize you've Sa
e g g o wmu;h:nw and you will I;ue shown__l,lcnur data_ made a miztake, you can uze the
flesis) against the required field headings. At this Ur'u:lu_:n I:uuttu:_nn to remarve the

" point you may proceed or cancel. presviously imported itenms

General Data [not chemicals])

Fieldz 1 -3 ltem, Category, Conzumable, Unit, Purch Date, Supplier, Catalogue Code, Unit Cost, Comment
Figldz 10- 18 Location 1, Sub Location 1, Quantity 1, Loz 2, Sub Loz 2, Quantity 2, Loz 3, Sub Loc 3, Guantity 3

‘a Print Instructions ‘ Import Items. . ‘ ‘ Undo Last Import ‘

Import of Chemicals
14 Fields in thiz order:
Item, Quantity, Unit, Location, Sub Loc, CAS, UM Mo, DG Clazs, Hazardous, PG, MSDS Date, BA Date, Walue, Amount

a Print Instructions ‘ Import Chemicals. . ‘ ‘ Undo Last Import

For either import of general equipment or chemicals, first print the instructions.
The printed instructions will be up-to-date with your program, where-as this user
guide may become out-dated. The printed instructions are convenient to give to
the person making up the data.

Both imports retain existing data.

Neither import will write over an existing item if it already exists in ScilList. i.e. only
fresh items will be added. However, if an item exists, but the import file shows
it to have stock in a new location, that stock detail is imported.

For both imports, Item Name is the only compulsory field, but obviously it would be
useful to have some quantites and locations. Fields that you don't understand or
don't need can be left blank in the import file.
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Import Equipment - File Format

The import file must be tab-delimited text, as created by Excel when saving as
Text(msdos). The name does not matter, but must have .ixt extension.

Take time to check for consistent naming conventions. The main descriptor
is better as the first word, so that common items are grouped together
alpabetically in listings.

e.g. Beaker 100 ml
Beaker 200 ml

Be consistent with capitalisation.

Spelicheck your data before import.

This table shows the file format for general equipment.

Column Position Column Contents Max Size Example Comment

1 or A Item Name B0 char's Beaker - 100 ml The only required field

2orB Category 30 Junior Science Scilist category
The import will create the
category if required.

JorC Consumable 3 Mo If Yes, Scilist creates a category
named Consumable, and adds this
item to that Category

4 o0rD Unit 10 item Unit of the quanity eg ml, g, carton

B or E Purchase Date 10 31/08/2006 DDA Y Y Y

6 or F Supplier Name 40 State Supply

7 orG Catalogue 1D 20 Supplier's Catalogue Code

3 orH Cost 346 Cost of a single item, no § sign

o or | Comment Pyrex

10or J Location 1 20 Room S6 The Location will be added to

11or K Sub Location 1 20 Cupboard 3 Scilist’s locations

12or L Quantity 1 20

130r M Location 2 20 Room 53

14or N Sub Location 2 20 Front Desk

16or O Quantity 2 10

1Gor P Location 3 20 In this example, the beakers

17 or Q Sub Location 3 20 are only in 2 locations

18or R Quantity 3

If equipment is located in more than 3 locations, duplicate the line using the same
item name in column 1 and extra locations and quantities in fields 10 to 18.
With duplicated items, fields 2 to 9 are only imported from the first of the lines.
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Import Chemicals - File Format

The import file must be tab-delimited text, as created by Excel when saving as
Text(msdos). The name does not matter, but must have .ixt extension.

The import file format allows for a range of safety information. No single user
would be expected to use all fields. They are there just in case you have this
information already recorded and can import it.

The expected data would be Columns 1 to 4, and perhaps 13.

Columns that have no data must be retained in the text file as blanks. e.g. Unit
Cost must be in Column 13 even if you have no columns 5 to 12.

Column Position Column Contents Max Size Example Comment

1 or A Chemical Name 50 char's Acetaldehyde The only required field

2 orB Quantity 3500 Will be written as both
Stocktake Quantity and Tigger Level
Adjust in SciList for your own usage

3 orC Unit 10 ml For chemicals, better to use
small units (ml, g) so that quantitie:
may be entered without decimal

4 or D Location 20 Chem Store

5 or E Sub Location 20 Shelf 7

6 or F CAS Number 12 75-07-0 Format: Up to 7 digits - 2 Digits - 1 Digit

7 orG UN Number q 1090 4 digits. Don't put UN in front.

8 or H DG Class 3 3.1 Use 0 for stable chemicals

9 or | Hazardous 3 Yes Yes or No or Blank

10 or J Packing Group 3 1 111 1T or blank

110or K MSDS Date 4 2006 If MSDS is held, 4 Digit Year

12 or L Risk Assessment Date 4 2007 If RA is written, 4 Digit Year

13o0r M Unit Gost 12 50 No § sign

14 0or N Manifest Quantity 20 5 Litre Qty + Unit. To print on DG Register

If chemicals are located in more than 1 location, duplicate the line using the same
item name in column 1 and extra quantity and location in fields 2 and 4. For
duplicated items other fields are ignored.

All imported chemicals are automatically added to the category named Chemical.
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The Import Process

Import Items.___ I‘ l Import Chemicals...

For either import, you are prompted for an import file.

Select a file

Select a text file with configuration A

These are easiest created by Saving as Text {(ms-dos) from Excel.

E Use the folder button to bring
up the File Dialog below.
[f Accept ”x Cancel l

Select Data Folder

]
Lok in: | 3 ScillstData v O # £ @
s I-5) CorpusChristi
___J [aGenezzano
Recert [ Gigengack
[C)Lourdes Hil
== ICT)St eonards
[ [ JrtemData. tt] Select your import file.
Desitop [£] TestDataz. txt
[£] TestData. txt
My Documents
Ny Computer
Q File name: |hernData.t:d A | I Open l
Wby Metwork Files of type: |Text Files v | ’ Cancel l

Select a file

Select a text file with configuration A

These are easiest created by Saving as Text {(ms-dos) from Excel.

CACaRobhScillstDataltemData.

Accept
’f Accept ”x Cancel
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® Import Science Apparatus from Text File

The following window is displayed for the Item Import

FEX

Your data iz dizplaped. Ensure each field matches its heading. If not comrect the data before import.

Position

Col 1 [A]
Col 2 [B)
Col 3 [C]
Col 4 [D]
Col 5 (E]
Col 6 [F]
Col 7 [G]
Col 8 [H]
Col 9 11]
Col 10 [J]

Col 11 [K]
Col 12 L]

Col 13 [M]
Col 14 [N]

Col 15 [0]

Col 16 [P]

Col 17 (Q)
Col 18 [R]

Contents

Itern Mame

Category

Consumable Ves ar Mo

rit eg ml

Purchase Date DDAMM S
Supplier Mame

Supplier Catalogue Mo.

nit Cost eg 24.40 Ho § =ign
Caommett

Location 1

Sub Location 1
(uantity in Location 1

Location 2
Sub Location 2

Euantiby in Location 2

Location 3
Sub Location 3
(uantity in Location 3

]

Line 1 of 9

Lego technics kit
Robot

No

kit

2871072007

Sci Supplies
551234

6575

classroom use
Room 55

Shelf 10
15

- Import

The following window is displayed for the Chemical Import

® Import Chemical List from Text File

Position
Col 1 [A]
Col 2 [B]
Col 3 [C
Col 4 [D
Col 5 [E
Col 6 [F]

Col 7 [G
Col 8 H
Col 9 (1)
Col 10 (J)
Col 11 [K]
Col 12 [L)
Col 13 (M)
Col 14 (0]

Your data is displayed in red. Ensure each field matches its heading. If not. correct it before import.

Contents Line 1 of 21 % View next Ea
Mame Acetaldehyde

CQuantity 450

Uit ml

Lacation Chem Store

Sub-Loc Steel Cupboa

CAS No 75-07-0

HHEHEHEH-RH-H

UM Mo Hit 1030

DG Clazs eg 4.1 31

Hazardous [vesdMa) Yes
PG (1)

MSDS [Year) 2000
Rigk Azzesement [vear) 2001
Walue HHHE HH 3.45

b anifest Quantity

FEX

Import

In either case you may scroll forward and view the text file records. When you
are satisfied, click Import.
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Undoing an import

Chemical List

kd

Sart an headers...

After importing, browse your data to see if it looks correct. For chemicals, you
may use the utility Browse Chemicals (Browse menu).

| Alumiriurn

Itemn DG Class | Location Sub Location MSDS | Quanhty LInit CAS Mumber | UN Mo, PG
Alizarin Red B1 Chemn Stare Shelf 2000 15| g 1344-281| 3132 -
Alizarin Yellow Indicator B.1 Chem Store Shelf 2000 Slg
Alizarin ellow Indicator E.1 Cherm Stare Shelf 2000 Gla
Alizarin Yellow Indicator E.1 Chem Stare Shelf 2000 Blg
Alurnitiurn chloride 8 Cherm Stare Shelf 2003 1.100|g 7446-70-0| 1726 ]
Alurninium chloride g Chem Store Shelf 2003 1.100|g TA446-700( 1726 Il
Alurnitiurn chloride 8 Cherm Stare Shelf 2003 1.100|g 7446-70-0| 1726 ]
Alurminium Metal Shavings 6.1 Chem Store Shelf 2000 3| bottle
Alurnitiur Metal Shavings E.1 Cherm Stare Shelf 2000 3| bottle
Alurminium Metal Shavings 6.1 Chem Store Shelf 2000 3| bottle
Alurnitiurn Metal Sheet E.1 Cherm Stare Shelf 2003 4501 g
Alurminium Metal Shest 6.1 Chem Store Shelf 2003 450| g
Alurninium ketal Sheet E.1 Chem Store Shelf 2003 4501 g
Alurninium nitide 5.1 Chem Store Shelf 5 2000 a00| g 24304-00-5
Alurniniurm nitide 5.1 Chem Store Shelf 5 2000 500 g 24304-00-5

2000 g 24304-00-5

Alminium nitride

Alurniniur oxide
Alurniniurm oxide
Congo Red indicator
Congo Red indicator
Congo Red indicator
Copper acetate
Copper acetate
Copper acetate
Copper metal
Copper metal
Copper metal
Copper nitrate
Copper nitrate
Copper nitrate
Copper Sulfate
Copper Sulfate
Copper Sulfate

Mitric Acid

Mitric Acid

Mitric Acid

Sodium Mitrate
Sodiurn Mitrate
Sodium Mitrate

5.1 Chem Store
] C E

6.1 Chem Stare
Chem Stare
Chem Stare
Chem Stare
Chem Stare
Chem Stare
Chem Stare
Chem Stare
Chem Stare
Chem Stare
Chemn Stare
Chem Stare
Chemn Stare
Chem Stare
Cherm Stare
Chem Stare
Cherm Stare
Chem Stare
Cherm Stare
Chem Stare
Cherm Stare
Chem Stare
Cherm Stare

Shel 5

Shelf
Shelf
Shelf
Shelf
Shelf
Shelf
Shelf
Shelf
Shelf
Shelf
Shelf
Shelf &

Shelf 5

Shelf &

Shelf

Shelf

Shelf

Acidz Cupboard
Acidz Cupboard
Acidz Cupboard
Shelf

Shelf

Shelf

3261-238
32581-23-8
3251-238
7758-98-7
7758987
7758987
77321845
7732185
77321845
7631-93-4
7631-93-4
7631-93-4

3077
3077
3077

1477
1477
1477
3077
3077
3077
2031
2031
2031
1487
1487
1487

If not satisfied with the data, return to the Import Data window and select the
This will remove all items (or chemicals) and
associated stock records. The Undo action does not remove Categories or

appropriate Undo button.

Locations that were created at import so you would have to tidy those up
yourself if necessary.

‘ Undo Last Import
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Export Data

File > Export Data

® Export Data

Both of these utilities create text files in the Scilist folder. Both processes will first remove
any existing file of that name.

The column structures are identical to that required for the respective import of equipment Sﬂ
or chemicals except these files are created with a header row.

General Data [not chemicalzs)

This export saves data into EQUIPMENT.TXT in the current folder

Figldz1 -9 Item, Category, Consumable, Unit, Purch Date, Supplier, Catalogue Code, Unit Cost, Comment
Fieldz 10 - 18: Location 1, Sub Location 1. Quantity 1, Loz 2, Sub Loc 2, Quantity 2, Loc 3, Sub Loc 3, Guantity 3

‘ Export Items. ..

Export of Chemicals
Thiz export saves data into CHEMLIST.TXT in the current folder

14 Fields in this order:
Item, Quantity, Unit, Location, Sub Loc, CAS, UM Mo, DG Claszs, Hazardous, PG, MSDS Date, Ba Date, Walue, Amount

‘ Export Chemicals. .

Export Items will export all items except chemicals.
Export Chemicals exports Chemicals only.

Both exports will overwrite any previous data in the respective text files.

Both create tab-delimitted text files of the same format as required for import into
SciList. These files open easily in Excel.

Exporting Items places 3 locations and quantities on one line of data. If more than
3 locations exist, the item is duplicated with the extra locations, 3 on each line.

Categories present a slight problem because the text file Equipment.txt has only
one field for Category but the item may be in several categories. The export first
checks if one of the categories is '‘Consumable'. If so, the field Consumable is
setto 'Yes'. The Category field in the text file is then set to the first category of
that item that is not Consumable.
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Index

Symbols

<ESC> Key in LookUp Tables 18
<ESC> Key in Update Forms 19
.pdf Acrobat Reader file

printing to 22, 80
.TPE Files 118
.TPS Files 115

A

Access Control 110
Activating 110
Configuration 111
Account Number 28
Acrobat .pdf File Printing 22, 80
Activate Email Function 26
Amount in Chemical Details Form 97
Asset Register 33
Asset Value 33
Auto-generate Order Numbers 14

B

Backup Data and/or Program Files 106

Backup Data to a Single File 107

Boolean Queries in Category/Discipline Search 55
Browse Chemicals 126

Browse the Re-order List 68

Building the Database 25

C

CaRob Computing

Postal Address 2

Web Address 2
CAS Number 96
Categories

Assigning to a Master Item 42
Categories and Disciplines 41

Boolean Searching 55

Editing Lists 29

Overview 13

Searching by 53
Change Case of Locations 104
Check Data Integrity 104
Chemical Category 42, 106
Chemical Reports 100
Chemicals 93

Activate 94

NSW Colour Coding 94

Data Entry 95

In a Location 98

Stocktake Considerations 99
Chemical Tab 95
Clarion 115
Clear Items with no Location 104
Colour Codes, NSW Chemicals 94

Column Sorting 20

Complex queries 55
Consumable Category 42
Contact Details 105

Contact Details, Setting 26
Contact Email Address 105
Contact Us 2

Corrupt Files, Repair 116-118
Create Orders from the Stocktake Module 70
Creating a New Order 77
Customer Account Number 28

D

Dangerous Goods 96
Database Building 25
Data Backup 106
Data Export 125
Data Files 115
Data Import 121
Data Integrity Check 104
Data Recovery 116-118
Data Structure 10
Description Field on Master Item 33
Disappearing Windows 120
Disciplines 30, 41
Assigning to a Master Item 42
Disciplines and Categories 13
Searching by 53
Drop Down Menus 11
dsswS.tps - Security file 8, 110, 112

E

Email Address for Suppliers 28
Email Address of User 105
Email an Order 81

Email Function, Activate 26
Email Settings 27

Enter Stocktake Counts 66
Errors in Files 118

Expenditure report 91

Export Data 125

F

Files, Data

List 115

Recovery 116-118

Corruption or Errors 118

File Structure Changes 115

Run Time File Utilities 116-117
Finding Stock by Category/Discipline 53
Finding Stock by Keyword 49
Finding Stock in a Location 51
First Aid 118
Full Stock Quantity 39
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G Unit 35
Master Items, Merge 105

General Utilities 103 Menu Functions 11

Generate Order Numbers 14 Merge Master Items 105
H Microsoft Vista 8
MSDS 97
Hazardous Materials Field 96 Multiple Column Sorting 20
Headers, Sort on 20
N
I .
Network Security 110
Ideal Quantity 39 NSW Chemical Colour Codes 94
Total 35
Image of Item 34 o
Import Data 121 Ordered Ttems
Incremental Locator 51 Move to Another Order 83
Index Keywords 43 View Full List 88
Installation 8 Order Numbers, Auto-generate 14
Insur.ance Value 33 Orders
Invoices Browse Purchased Items 88, 89
Date Range Browse 90 Completion 86
Recording 85 Creating a New Order 77
Is Chemical Tickbox 95 Edit Order 79
Item Value Field 33 Filtering the View 82
K Finalising 84
Organising your Locations 37
Keyboard Shortcuts 18 Overview of SciList 9
Keyword Exceptions 43, 49 Owner Details 105
Keyword Index 43
Keyword Searching 43, 49 P
L Packing Group 97
Password Control 8
Licence Agreement 2 Passwords 8, 111
Local Settings 14, 105 Lost 112
Locating Stock 48 Picture of Item 34
Overview 14 Prep Gear 109
Locations 36 Printing 22
Change Case of Locations 37 Pages to Print 22
Editing List 29 Print Preview 22
Organising 37 Print to Text, XML, HTML, or Acrobat Reader 22
Sub-locations 37 Program Updates 115
Locations and Sub-locations Purchase History 44, 89
Entering 29 Adding and Editing 44, 89
Locator Function Behaviour 21, 51 Browse Full History 89
Login Control 110, 112 From Browse Stock by Maser Item 44
Login Security 110 From Order Window 86
Logo, Setting 108 Purchase Orders 75, 103
LookUp Tables 19, 26 Browse Purchased Items 88, 89
Overview 14 Creating a New Order 77
Lost Password 112 Edit Order 79
From the Stocktake Module 70
M Editing 71

Overview 15
Purchase Order Item
Transferring to Another Order 83

Manage Stock 31, 36
Master Item
Adding an Item 32

Description Field 33 Q

Images Field 33

New Item 32 Querying by Category and Discipline 55
Overview 12

Total Ideal Quantity Field 35 R
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Recovering Files 116-118
Registration Code 8
Re-order List from Stocktake 68
Reports

Chemical 100

Overview 16

Stock 57

Restoring from Backup 106, 108, 115

Risk Assessment 97
Run Time File Manager 116-117

S

Sample Reports 57-58
Save as
.pdf Acrobat Reader file 80
School Details 105
Scilist.ini 118
SciList Overview 9
Screen Functions 17
Edit-in-Place 17
Keyboard Shortcuts 18
Locators 21
Lookup Tables 19
Multiple Column Sorting 20
Printing 22
Progressive Filter 21
Sort Headers 20
Tables and Forms 18
Scrolling on Tables 20
Searching for Stock Items 48
Searching on Keywords 49

Searching Stock by Category/Discipline 53

Searching Stock by Location 51

Security file - dssw5.tps 8, 110, 112

Security Settings 112
Send Test Email Message 27
Set Logo 108
Set Wallpaper 108
Sort Headers 20
Sorting on Columns 20
Stock in a Location 51
Stock Items 36, 48
By Category/Discipline 53
Comments 40
Ideal Quantity 39
Locating 48
Overview 12
Reports 52, 54, 56, 57
Stocktake Quantity 39
Temporarily Unavailable 40
Stocktake Activities 61
Overview 15
Stocktake Archive 73
Stocktake Quantity 39, 66
Stocktaking
Browse the Re-order List 68
By Category 64
By Location 64
Checklist 64
Create Orders 70

Detailed Guide 64
Enter Stocktake Counts 66
Using Update Form 66
Overview and Logic 62
Preparation 63
Re-order List 68
Archive 72
Sub-locations 37
Naming Convention 37
Suppliers
Customer Account Number 28
Editing 28
Email Address 28
On an Order 77
Update Form 28
Web Link on Order 77
Website Address 28

T

Tab
Chemical 95
Email Setup 26
Tables and Forms 18

Temporarily Unavailable Stock Items 40

Test Email Settings 27
Toolbar Buttons 11
Total Ideal Quantity 35
TPSFIX 118, 119

U

Unavailable Stock Items 40
Unit
For Chemicals 95
Of Master Item 35
Updates to Program 115
Update Form 18
User Email Address 105
Utilities 104
Change Case of Locations 104
Check Data Integrity 104

Clear Items with no Location 104

Local Settings 105
Merge Master Items 105

v

Value of Master Item 33
VCR controls 20
Vista Operating System 8

W

Wallpaper, Setting 108

Web Link on Order 77
Website of Supplier 28
Website on Order 77
Window missing? 120
Windows, Disappearing 120
Window Settings 120
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