Datasym (UK) Ltd. Software License
Stockade software is protected by UK Copyright law and international treaty
provision. You may make backup copies of the software for security purposes
only.
Removal, emulation or reverse engineering of all or any part of this product
constitutes an unauthorised modification to the product and is specifically
prohibited. Nothing in this license statement permits or condones derivation of
the source or assembly code of files provided in executable or object formats.
The functionality of the product is specifically restricted to the routines and
features described in the User manual. Datasym has no inherent commitment
to the provision of any facility not included in the User manual.
Installation of Stockade implies acceptance of all of these conditions.
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INTRODUCTION AND OVERVIEW
Stockade produces information for control and management. It is computer-based but this is only because it
uses the personal computer as a tool for converting data into information. Stockade captures the various
transactions in your business and applies them to your company database. What you get from it is an excellent
range of costings and reports which help you to control your stock and manage your business.

Purchase Ordering and Stock Control
Stockade is a fully featured program for Purchase Ordering and Stock Control. Quantities and value of
Stock in Hand can be maintained for any item in any Location. Stock is increased when goods are received
from suppliers or transferred from another Location. Stock is reduced when items are returned to Suppliers;
transferred out to another Location or sold via linked Point of Sale (POS) equipment. Carrying out a
stocktake of any items at any time allows Stockade to compare the physical quantities in stock with
Stockade’s own calculated quantities and report any variances so that they may be investigated.
Embodied in the Stock Control procedures are routines to save clerical effort (such as the Stockade routines
for producing and printing Purchase Orders) and a wealth of information for the successful management of
this aspect of your business. A major advantage of computer-based systems is the ability to compile reports
quickly and without any effort on the part of the user. Stockade will report on every aspect of material
movements, material costs, sales, revenues and cash control. In all cases, this invaluable information is
produced directly from your Stock Control entries – keyboard entry is kept to an absolute minimum.

Links with Cash Registers
Sales and cash control data will be processed by Stockade by linking the package directly to appropriate
Point of Sale equipment. Through this link your tills can be programmed from the computer and sales data
will be uploaded electronically. Price changes and communication schedules can be set up in advance;
stock is decremented as sales occur and there is a wide range of sales and revenue reporting. Reports
include details of sales analysed by PLU, by Group or as totals over any specified time period. Gross profits
are calculated. Full reports may be taken or concise summaries are available. Revenue control reports (eg.
Cash in Drawer, Voids, Returns etc.) are available where appropriate data have been retrieved from sales
areas.
Supplied as standard, Stockade handles up to three POS units in a single location. Further POS Locations
or additional POS units can be enabled, allowing Stockade to be extended for full multi-unit coverage. Links
to POS units may be by direct cable or via modems.
The key to any business system is what the user gains from it. Stockade includes reports on both Revenues
and Stock Control.

Stockade System Requirements
In installing a system it is important that the equipment should be adequate for the tasks to be performed.
Cutting back here is false economy.
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Server
Because the server has to process most of the data, this computer should be as fast as possible with as
much RAM and hard disk space as possible. It should also have the fastest possible network
connections. A 100 megabit LAN (or faster) is recommended.
Server Hardware
Computer/Processor: Pentium 3 800MHz or comparable compatible CPU. Recommended is Pentium
4 2.8GHz or the latest available.
Memory: 512Mb of RAM. Recommended is 1Gb.
Hard disk: IDE, 2MB cache, 7200 rpm, ATA100. A mirrored Raid system is recommended.
Network card: 10/100 megabit.
Server Software
Windows 2000 based operating system (e.g. 2000, XP, Server 2000, Server 2003) with the latest
service packs installed.
SQL Server 2000 or MSDE 2000.
Microsoft Data Access Components (MDAC). Latest version.
Client
Because of the nature of the client-server database, clients do not need to be high specification
machines. That said, they do need to be able to run the operating system and be able to run background
tasks with a handful of applications at the same time. The most important hardware for the client is the
network card (or the interface with the server. i.e. broadband, dial-up, etc). The faster this is, the faster
the client application will run.
Client Hardware
Computer/Processor: Pentium 3 400MHz or comparable compatible CPU. Recommended is Pentium
4.
Memory: 256 megabytes (MB) of RAM. Recommended is 512 megabytes (MB).
Hard disk: N/A. Any modern hard drive with enough space for the operating system and temporary file
processing will be sufficient.
Network card: 10/100 megabit.
Client Software
Windows based operating system (e.g. 98, ME, 2000, XP, Server 2000, Server 2003) with the latest
service packs installed.
Microsoft Data Access Components (MDAC). Latest version.
At least one printer driver installed. Required for report previewing and printing.
Backups are vital
When a fault develops on your hard disk (and it probably will at some point!) your supplier can replace
your Stockade programs. Protecting your data, though, is down to you. Requirements vary with
particular situations so take advice from your supplier. Include a CD/DVD rewriter or external hard drive
in your system and take appropriate backups at least once a day. Your database and all your transaction
records could so easily be lost if anything happens to the PC. If no other provision is made, there is a
Backup routine in Stockade. Go to the Tools menu and click on Database Backup. Stockade will save a
dated copy of your database (extension *.bak) to the folder specified in Tools/System Options/System
ready for you to copy to any appropriate removable media and store elsewhere. Important: Don’t skimp
on backups.
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Stockade Standard Operating Routines
This section explains how to get around in Stockade and how to use its facilities most effectively.
Access to routines and procedures
This is provided for in a range of ways:
Screen menus can be revealed via the headings on the second row of the main screen. Click on the
Word ‘Procedures’, for example, or key in ALT+P and the Procedures menu will be revealed.
The toolbar on the third row of the main screen shows text and icons. These, and their associated
shortcuts, give immediate access to particular features:

Click on the two chevrons (>>) at the right-hand end to access further choices:

Stockade Function Keys
These can be used in various parts of the package. In any screen, available functions are indicated by
‘live’ buttons. If a feature is not available from your present position then its button will be greyed out.
For those who prefer to use the keyboard, the following keys are available instead of mouse clicks in
many screens:
F1
F2
F3
F4
F5
F10
Enter
ESC

-

Help
Add
Edit
Lookup
Delete
Save
Select
Cancel

Some Standard Buttons
There are many instances within Stockade where a standard set of buttons appears. Precise details
depend on the purpose of the particular screen but some of the more common occurrences are:
- moves the cursor to the top of the file
- moves the cursor one page up
- moves the cursor one page down
- moves the cursor to the end of the file
- posts (saves) any changes (can also use F9)
- cancels any changes (can also use SHIFT+F9)
- refreshes (updates) the data (can also use F5)
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- accesses utilities applicable to current screen
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Using the Stockade Browsers
A ‘browser’ in computing terms is a list. Stockade contains lists of items, customers etc. and in most
cases these are too long to be viewed on a single screen. You can, of course, move up and down the
browser using the arrow keys, Page Up/Page Down, CTRL+Home or CTRL+End but this is time
consuming so Datasym have provided additional facilities which reduce the problem by limiting the
number of items displayed:
Filter To use this option, enter text or numbers in the box then click on the binoculars. Stockade will refresh
your display to show only those items with that particular string of text or numbers within their code or
name. To remove the filter, delete the letters and click the binoculars again.
Sort Items by Any Column
Click on any column heading and your browser items will be sorted into alphabetical or numeric order
according to the entries in that column. A small arrow in the right hand side of the column heading will
show whether the sort is into ascending (arrow points up) or descending (arrow points down) order.
Group Items by Any Column
You can Group your list of items by any suitable column or set of columns. Examples would include
by Product Group, by Supplier or by Customer Postcode. To set this up, select your main grouping
from the columns available in your display (see below for information on how different columns can be
displayed) and drag its column heading up onto the grey band immediately above it. When you
release the mouse button, the screen display will refresh to something like:

In this example, we have a Supplier Column enabled and have chosen to Group by that. From here,
we can choose one or more sub-groupings and set them up in the same way:

This display is now set up to show each Supplier and, within that entry, the items for which they are
the default supplier grouped by Product Group. Entries will be sorted into Code order because this
had been selected (see the small arrow to the right of the Code field heading). To display the items
for any Supplier, click on the plus box to the left of their name:
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To close the display for the Supplier, click on the same box – now showing a minus.
To go back to the standard browser display, drag the column names (Supplier and Group in our
example) off the grey area and back to their rightful places.
To Rearrange the Columns
To move a column to a different position on your display, drag the column name horizontally along the
display. As you pass each of the other headings you will see green arrows appear above and below
the field boundaries. Releasing the mouse will position the dragged column in line with the green
arrows.
The ‘More’ Key At the right-hand end of some browser headings is a button labelled ‘More’. Click on this to limit your
display to items matching a selected criterion. In Products, for example, you can stipulate only
Assemblies or only items sold in a particular Location
Create a New Entry Browsers are lists of items such as Products or Locations. Often, when you wish to add a new item,
the new item is very similar to an existing one. In this case, highlight the existing item in the browser
and click . A box will be displayed asking for the code for the new product. Once this is entered the
item can be saved and edited as necessary to represent the new item.
Customise Your Browser Display
The Stockade database contains many fields for every item record – far too many for them all to be
displayed in a single browser. Therefore, the browser must be restricted to show only some of the
available fields. Different users have different requirements so Stockade includes facilities for you to
configure your browsers and to change this set up to suit any changing circumstances.
From the browser screen, click

. Choose Customise from the drop-down list to see something like:

From here you can tailor the display to your requirements using the options on the left of the box and/or
by using the column headers in the main body of the screen. The main options are:
Auto Width (top left) gives control over the column widths. If the box is ticked, Stockade sets the
optimum column widths with reference to the particular columns being displayed. You can still adjust
these widths using your mouse but they will revert to the automatic settings when you exit the browser
and go back in. If you untick the box, you can set the column widths and your settings will remain until
you change them.
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Pause the Grid from Updating: as you change settings, your browser may update itself after each
change (see Advanced Settings below). If you are making several changes this can take time. To
suspend the recurrent updating, click on
. To restore the update function, click
again.
Showing Selected Fields is essential when you have so many fields in each record. The grid on
screen displays one field per column and you can select the ones for display in the section headed
Grid Columns:

The selection works by listing the various fields in the drop-down box and displaying only those with
ticks. There are over 60 different fields available and you are unlikely to want to display all of those in
the same browser.
You can make your selection manually by working through the list, ticking the boxes on your chosen
fields. Alternatively, you could click on one of the default sets at the top of the box. These represent
typical selections and the single click selects a combination of fields. In many situations, it is useful to
choose a selection and the edit it by ticking more boxes or unticking some that you may not want to
display. Note that each time you add or remove a tick, the browser will take time in being refreshed.
You can avoid this by clicking on
at the beginning to stop the grid updating and again at the end to
finally set up the browser.
Advanced Settings: There are further settings to be accessed by clicking the word – “Advanced…” –
which appears to the left of the screen in the same area as the Auto Width tick box. Doing this opens
the box Advanced Grid Options:

The Database tab, seen on the left above, allows you to load records into memory by ticking Load All
Records. There is a clear explanation on screen but essentially, Load All Records loads records into
memory. This will speed up your operations as long as you have fewer than about 15000 items on
your file – on larger files the processing will be slowed. Certain processes such as Automatic Sorting
only work in memory and will not be available if the option is not ticked.
The Miscellaneous tab, shows the screen on the right above. In Confirmations and Warnings you
can (obviously) turn the features on and off by ticking or unticking the boxes.
The warning about the number of records is useful in that performance can slow down if you are
working with a very large browser. If your dataset is large, enter a suitable setting for the number.
When you get the warning on screen, you may be able to reduce the number of records in the
browser by using a Filter or by restricting the display to specified Groups or Suppliers.
Stockade version 2.7
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Confirm Refresh when Edit Screen Closes refers to the situation when you have been adding or
editing an item. With the box unticked, the browser is refreshed each time you complete an item and
click on
. This can take time and you may wish to avoid it. With the Confirm Refresh box
ticked, Stockade will offer a choice as you complete an item entry:

In the section headed Add Product, you can pre-select the procedure you would like Stockade to
follow when a user wishes to add a new product. The choice is whether to use the Add Product
Wizard which will take you step by step through adding the product or, alternatively, to present the
Edit Product form for completion. The latter option is probably best for an experienced user. If you
have several users, you may wish to tick the third option and have Stockade offer a choice to the user
at the time.
Setting Dates and Date Ranges
Throughout Stockade there is need to enter dates and date ranges. Transactions must be dated.
Stockade will normally offer the computer’s system date (which should be today’s date) by default but
entries frequently relate to other dates. Many Stockade reports cover periods of time and need the date
range to be set up on the introductory (header) screen for the report. Dates can, of course, be typed
directly into the date field but in all cases where dates are required there is also a Lookup facility. Click
on the date field. This will reveal:

Within this screen you can select by clicking the required date. The month can be changed backwards or
forwards by clicking
or .
In certain situations Stockade offers a selection of quick-access dates for you to select from a list:

1-7

Stockade version 2.7

Using Templates in Stockade
There are many procedures in Stockade where the user needs to compile a list of items. A Purchase Order
would be one example. Entering sales data by hand would be another. Clearly, compiling the list will take some
time, even with Stockade’s excellent search routines. Equally, for many users, the same (or very similar) lists
may be used on a regular basis.

Create a Template
First, move to the relevant procedure in Stockade. It may be New Order, Transfers, Stocktakes, or
whatever. Make up your list using the procedures described in this manual. Once the items are on
screen, click
and from the Utilities menu select Save List to Template. Give the Template a
meaningful name - possibly involving the location name or number and/or some kind of identifier - and
click
. If there is already a Template with this name a box will appear asking whether the system
should overwrite (i.e. replace) the existing Template. To get out without damage say NO and you will be
able to select a different name. If you really are updating an existing Template say YES and the new
version of the Template will be saved to disk.
Load a Template
Go back to the same procedure (Orders, Transfers etc.) and select
followed by Load List from
Template. Highlight your choice from the list of Templates displayed. If the list is too long, you can
reduce it by entering all or part of the name in the filter box and clicking
.
Merge with Current List in the first check box (immediately above the filter box) decides whether the
Template adds on to any items you may have already entered (box ticked) or overwrites existing items
(box not ticked). In some templates, quantities can be imported along with the items.
Zero Quantities (in the second check box) can be matched to the precise situation. If ticked, quantities
saved in the Template will be zeroed and you will need to enter quantities for each item. If you only have
a couple of changes to make to the saved amounts do not tick the box and original quantities will be
loaded with the Template.
Whichever options are adopted, click
and the Template data will appear on screen ready for you
to enter quantities or otherwise amend as required. Further items can be added at the bottom of the list
(highlight the last item then move down using the down arrow on your keyboard) and put in position using
the arrow buttons - on the toolbar. To delete an item, highlight it then click the Delete button - on the toolbar.
Changing/Resaving a Template
The Template is saved as a file on your hard disk. You have saved it under a given name so that you
can retrieve it later and use it again without re-entering all the items. Remember that when you retrieve a
Template and make changes, the original file is not affected unless you go back to the Utilities (
)
menu and do ‘Save List to Template’.
Using Templates for Different Purposes
There may be some Templates which apply to more than one activity – both Transfers and Goods
Received perhaps. To cater for this, Stockade provides that you can bring Templates into the current
section from elsewhere. When you select Load List from Template from the Utilities (
) menu in any
appropriate section, Stockade will display a scroll bar at the bottom of the screen showing the type of
templates selected. In Stocktakes, for example, it will show
. To use a Template
originally saved for a different activity, click the scroll tab and select All. All the templates on your system
will be offered for selection.
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Stockade Reporting
An important feature of Stockade is that its reports and labels are produced by means of Seagate's powerful
Crystal Reports utility program. This has a number of implications:
When you go to PRINT a Report, Stockade will pass into Crystal Reports. Once you are finished with PRINT
you will need to use
to return to Stockade.
There is substantial flexibility in reporting. Standard reports and labels as supplied with Stockade are informative
and well presented.
Changes to reports and labels become much easier (and therefore cheaper) to implement. Your supplier will be
pleased to quote for any modification or you may prefer to purchase a copy of Crystal Reports and format
printouts for yourself.
On calling a report from Stockade you will see your Set-up screen for the Report. To save time, the Set-up will
retain the settings from last time this Report was produced but these can, of course, be changed at this point.

Setting up a Report
The set-up screen will show three or four tabs to fit the needs of the particular Report.
The General Tab will offer a range of choices. Our Stock on Hand report (above) allows us to choose
the Locations to be covered and which products and/or suppliers are to be included. We could specify
a Template if this is desirable and there are several settings concerned with how our information is to
be presented. The More Tab is a continuation of the General headings and is only there because this
report has too many parameters to fit nicely in a single box.
The Reports Tab covers the quite common situation where there might be several layouts for the
report. The user should try all the alternatives in the early stages and select the one preferred. Once
a selection has been made, it will remain in place until someone alters it.
The Printer Tab first shows the last printer used. Clicking on
gives access to the usual
Windows printer screen where you can select a different printer (if you have more than one installed)
or modify the printer properties.
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The Report on Screen
Once satisfied with your settings, click on
like:

to see your Report on screen. It will look something

The Report content will, obviously, depend upon which Report has been called and what data are
available, there are, however, a number of facilities which are common to all the Stockade reports:
The Report Name and the location of the Report format file are normally displayed at the top of the
screen and again at the foot of the document. This detail will not be printed with the report, but it may
be useful if you should wish to change the report or to base it on a different file. You could do this in
the set-up phase or Reports Options in the Tools menu will allow you to select an alternative layout
if one is available.
To Move between Pages in a Report click on the standard Windows graphic
at the top of your screen. The arrows will move forward or back one page.
will take you to the last
page, which will often be a Summary.
will return you to the beginning of the report.
The Group Tree is a special facility which is only available if your report is grouped. To show the
Tree, click on
at the top left of the Report screen. Your Groups will appear to the left of the main
display. The benefit here is that if you now click on any Group, the cursor will move instantly to the
beginning of that Group. Click on the icon again to hide the Tree.
The Standard Search will find any specified entry. Click

to access.

Set Size for Screen Display: In common with other Windows displays, the level of magnification
used on your Stockade report can be changed. A field on your toolbar will be showing
or
some other percentage. Click on
to reveal a list of possible percentage magnifications then simply
select as required.
To Print a Report click on the
icon. This will initiate the standard Windows print procedure using
the printer specified in your setting up of the report (see Printer Tab above).
To Export a Report click on the

icon on your toolbar:
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Click on the
at the end of the Format field to reveal an extensive series of choices as to the format of your
exported report. Depending on your format, clicking
on the Destination field offers an opportunity to specify the
path and location of the exported report.
This feature of Crystal Reports may, of course, be utilised as a means of transferring data from
Stockade to other packages. If you need further information or a particular Report layout, please
contact Datasym or your Stockade supplier.

To Search Report for Specified Text: In a long report, it can be very helpful to find a particular word,
phrase or number and move directly to it. To accomplish this, click on
and enter the required text.
Now click on
to initiate the search. The first occurrence of your text will appear on screen
with a hashed border (indicating a Crystal Reports field) around it. If this is not the one you want, click
again and Crystal will go to the next matching word, phrase or number.
Modifying a Report Layout
To be able to modify a report layout, you will need to have a copy of Crystal Reports. This can be
purchased via your Stockade supplier if required. Alternatively, your supplier will be able to take details
of the report required and give you a price for its development.
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BASE DATA: GENERAL SETTINGS
Once Stockade is installed on your PC, the next job is to get it working in such a way that it fits your situation.
This chapter is concerned with configuring your Stockade to match your business requirements. Settings
selected at this early stage can be changed later but there is a definite advantage in getting them right from the
beginning. Please follow through each section in this chapter entering appropriate data for your own business.

Your Company Details
From the Stockade menus at the top of you screen, select Tools/System Options and click on the
Company tab. You will see something like:

The Company Name comes from your Stockade license and can only be changed by your Stockade
supplier. Please complete all other relevant fields. The data provided will be used on Stockade reports
throughout the software.
There is a further (optional) setting on the Tools menu. Tools/Financial Period enables a routine by which
transactions are allocated to particular periods in particular years. Stockade assigns a transaction to
whatever period is currently set so when your business period changes you must return to this screen and
set up the new period. One advantage of this approach is that transactions can be assigned to periods other
than the current one if you reset the period before entering and then reset afterwards.

Some General Settings
Back in Tools/System Options, click on the General tab to see:

The “Year Start” date determines when your year-to-date transaction records will operate. Please set this
date for the year in which your Stockade package will begin operation.
Item and Assembly Names
These set up the names by which the products you handle will be referred to on your files. The reason
there is a choice is that different names are used in different trades. A single file item, for example, may
be known as a ‘product’ in a general shop, a ‘component’ in an electrical store or an ‘ingredient’ in a
catering unit. Please enter the terms appropriate to your business in the fields for Singular and Plural
Component/Ingredient Name.
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Your Stockade software includes a facility for individual items to be grouped together and sold as a
combined product. Our electrical store might build computers from components and sell them as an
‘assembly’. The caterer could combine ingredients and sell them as ‘recipes’. If you do this in your
business, please enter appropriate terms in the fields for Singular and Plural Assembly/Recipe Name.
Use Main PLU Code as Product Code
Stockade can accept a range of codes for items. These codes determine the order in which browsers are
held and some reports are produced. For retailers, it may be convenient to use the PLU number as a
stock code and to have data held in this format. Where your suppliers have product codes you may
prefer to use these. Or you can use a system of your own devising. In any of these cases, it is possible
to hold both supplier codes and several additional codes for any item. If you decide to stick to the PLU
code, please tick the box.
Correct PLU Codes for Scanning
Datasym software supports scanning facilities both in Stores areas and at points-of –sale. If you wish to
use these valuable features, the PLU codes for products MUST be EAN codes and MUST have check
digits. Please make the necessary settings in Tools/System Options/POS:

Automatic Generation of Codes (not PLU)
The Stockade database needs codes for a series of data types – Products, Locations, Suppliers and
various Groups are all examples. This option allows you to have Stockade maintain all of these codes
automatically by giving new entries a number equal to the previous relevant code plus one, thus saving
you having to track a coding system. To adopt this approach, tick the box. If you do this, you should also
make an entry in the box labelled ‘Leading Zeroes on Numeric Codes’. Without leading zeroes, your
listings may not be maintained in proper numerical order. Please estimate the maximum number of
Product codes (this is normally the largest category) you will ever need and enter Leading Zeroes as
follows:
Up to 999 products, enter 2 Leading Zeroes
Up to 9,999 products, enter 3 Leading Zeroes
Up to 99,999 products, enter 4 Leading Zeroes

Tax Settings
VAT and Tax rates set up in Stockade apply to the Sales side of your business only. The package does not
calculate taxation on purchases.
In Tools/System Options, click on the Tax Groups tab to see:
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The name of the tax defaults to VAT but you can change this if you wish. Stockade provides for up to nine
levels of tax numbered 1 to 9. Each Level has a Description and a percentage Rate with an additional field
to show the equivalent tax code in Sage Accounting software. Use this last facility only if it is helpful to you.
To change any field, simply highlight it on screen and type in your new text or value. Note that the codes
MUST be in the range 1 to 9 and cannot be repeated. If you have less than nine codes set up you can use
to set up a new code. Stockade will sort the display into code order once you close and reopen (or
refresh) the window.

Your Stockade Users
It will be crucial to your operation that the entering and maintenance of data is accurate. For this reason
and, of course to maintain commercial confidentiality, access to your Stockade software can be restricted to
authorised users. Even better, some users can be given full access and others can have their access
limited to particular procedures or particular parts of the program.
The routines to set this up are approached via Tools/Users where the first screen lists existing users and
allows you to edit them, delete them or add new users. The ‘Add’ screen shows all the options:

User name and Password – please complete.
System Administrator should be ticked ONLY if this user is to be granted complete access to all
aspects of your Stockade system. Please note, however, that you must have at least one person with
these rights or you will never be able to add or edit your user list.
Additional Challenge/Response Password adds an extra level of security for infrequent access. If it is
ticked, the user will be given a randomly generated number something like:

The user must then contact someone with System Administrator rights who will generate a Response
Code via Tools/Generate Response String. This Code should then be keyed in and, if correct, access
will follow.
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The lower part of the screen is headed by four tabs by which the Administrator can define the access rights
of any other user:
Under the Procedures tab (click the tab), you can tick the box ‘Full Access to All Procedures’ to give
just that. The other options under this tab will then be greyed out. If this box is not ticked, you can make
choices under each of the headings by clicking on the scroll bars and choosing from the drop-down lists:
‘Orders and Receipts’ refers to Purchase Orders and receipts of delivered goods. Here you can
grant Full Access for all functions or you can allow everything except the right to authorise a
Purchase Order. ‘Receive only’ excludes the user from Ordering. ‘View only’ gives read-only
access and ‘Not available’ excludes the user from this part of the program.
Scroll bars for ‘Stocktakes and Adjustments’, ‘Requisitions and Transfers’ and ‘Batch Jobs’
allow a full range of settings for the user and there are some additional detailed choices to be made in
connection with various Batch Jobs.
Under the Reports tab (click the tab), you can tick the box ‘All Reports’ to give access to all of the
Stockade reports. The other options under this tab will then be greyed out. If this box is not ticked, you
can make choices under each of the headings by ticking those reports permitted for this user.
Choices under the Maintenance tab are slightly more complex. Click the tab to see:

The default setting for the first box is
. If this is showing then all other choices will be
greyed out and this User will have free rein with all Maintenance options. Click the scroll button on this
box and you will see:

The first four alternatives give the usual range of choices from full access to Not Available (no access).
‘Detailed’ opens all the other choices and you can go through the list setting each one individually for this
User. There are three additional choices at the foot of this screen where options can be permitted or
denied by ticking or unticking the boxes.
One final selection can be accessed via
. Click on this button to reveal a list of all POS
Locations. Indicate for each Location, by leaving the box ticked or blank, whether the User can access
the Location. The level of access will be determined by the setting under ‘POS Locations’ in the main
body of the screen.
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Finally, under the Tools tab, we can stipulate which of the Stockade tools we will allow for the new User:

If the User is to be allowed to take Stockade backups (see Backups are vital on page 1-2) simply tick the
box.
Similarly, tick the box to allow the other options or leave boxes blank to deny access.

For Hospitality Systems
Stockade and its associated point-of-sale software, Datasym.pos (known as DPOS) provides an excellent
business solution for restaurants, pubs, clubs and others in the Hospitality market. If this includes you,
please access Tools/System Options/Hospitality to see:

Service Charge PLU is to be used where the DPOS software is set up to apply a Service Charge to
customers’ bills. This is done in DPOS by having a specified PLU which is programmed to calculate a
given rate of service charge and apply it to the bill, printing it as the last item. Click on
and select the
PLU from the file.
Sales Rollover Hour is designed to be used in establishments (usually in the Hospitality market) whose
trading hours go beyond midnight. Point-of-Sale records would normally bear the date on which the
sales occurred and for these firms, this could be wrong. The sales should really be assigned to
yesterday’s date. To get around this, you would set the Rollover Hour to, say, 6 (ie. 6:00 am). Any sales
imported BEFORE 6.00 a.m. would then be credited to the day before. If the box is left blank then sales
will be assumed to apply to the date of the communication (i.e. Rollover time will be taken as midnight).
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Updates and Backups
In Tools/System Options/System, there are buttons to update database programs and reports with local
files. These are useful where there are several users on a Stockade/DPOS system. In this situation, the
process of applying program and report updates to all of the users (and it is ESSENTIAL that all users must
have the same version of the program) can be cumbersome. To ease this problem, you can apply any
program/report updates to one of your system terminals then click on
or
. This will cause programs and/or report layouts to be saved from that terminal to
your main database location from which the updates will be copied to all other locations on their next
communication.
The other facility in Tools/System Options/System allows you to set a path for Stockade backup files (see
Backups are vital on page 1-2). Click on the browser tab
to choose the folder for your backups.
Having done this, make sure that Stockade is backed up at least once daily.
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IMPORTING DATA INTO STOCKADE
To get the best out of Stockade there is often a good deal of data to be entered and maintained. Where this
is done manually, item by item, the process may be quite long-winded. With this in mind, Datasym have
developed import procedures for the largest elements of the dataset – Products and Customers. Data is
prepared in bulk in Microsoft Excel and is saved in csv (comma separated value) format import. Note that
the basic settings described above should be put in place BEFORE attempting any Import. This
facility is clearly useful in the setting up of initial data for your Stockade. Since it does not affect any existing
data, it can also be of benefit at any stage when there are several items to be added.

The Excel Models
Microsoft Excel offers major advantages in the setting up of large inputs of data. In particular, you can see
many entries on a single screen and if you are familiar with Excel you can save time by using its copying and
sorting facilities and other useful features.
Datasym supplies two Excel models for the imports. They are to be found on the system CD as:
\Stockade\Extra\import Products CSV file fields.xls
\Stockade\Extra\import Customers CSV file fields.xls.
The models have the same basic structure. In each case there are two sheets – the first sheet shows the
import fields and explains the nature of each. The second sheet is where the data is to be entered.
Excel Models Sheet 1
You should not make any entries on the first sheets. The sheets, labelled Product fields and
Customer fields give information about how the data is to be structured. The columns are:
Column A – Field gives the column numbers of the fields in the second (data entry) sheet – see below.
Column B – Field Name says which variable is to go in each field
Column C – Type indicates the format of the data:
A is an Alphanumeric field. The number following the A is the maximum number of characters
allowed. So A50 is an alphanumeric field which can accept up to 50 letters or numbers.
N is a Numeric field. It accepts whole numbers and decimals.
I is an Integer field. It accepts whole numbers only.
Column D – Required contains an asterisk or the word YES to mark any field which is mandatory. If you
fail to make an entry in a mandatory field your import will not work.
Column E – Default shows what will appear in a field if you leave it blank.
Column F – Range indicates the range of valid entries in that field.
Column G – Notes contains guidance as to the use of the field
Excel Models Sheet 2
These sheets, labelled ‘CSV File’ are where you enter the data. The fields that were in rows on Sheet 1 are now
transposed to be column headings so that the individual records are easier to see.
On this sheet, enter your data, being careful to follow the explanations and advice given on Sheet 1. You may
find that where you enter a very large number (a PLU code, for example) the number is not displayed as you
expected – it may be shown as a complex decimal with an E in it. If this happens you should configure that
column to be Text. Click on the column header to select the whole column then, on the toolbar, click Format
followed by Cells and then Text. Note that if you use the Worksheet again you will need to repeat this process –
Excel loses the formatting when the Worksheet is saved as a CSV file.
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Save the Worksheet as a CSV File

When your entries are complete, with Sheet 2 open, use ‘Save As’ to save the file but save it as a CSV file,
NOT as an Excel Worksheet. Excel will give some warnings as you go through this process. It will warn you
that it can only save a single sheet in CSV format – that’s fine, you only want Sheet 2. It will also tell you
that some formatting may be lost. This is not a problem and you should just carry on. You should save the
file on a path which is accessible from Stockade. Put it on a local drive or at least on your network. Avoid
saving the file to any removable media. Make sure you close this file before attempting the import.

The Import into Stockade
Go to Tools/Import\Export and select either Import Products or Import Customers to see something like:

Click

to browse for your CSV file.

The Import option Imports only new products i.e. those with a new main code.
Update identifies products by their main code and will update products already in the database. There is a
danger here in that changes made in Stockade since the last import will be overwritten. It may be best to
select Import Only unless you have deliberately included Updates in your CSV file and have made sure that
all fields are completed correctly for any existing products.
Click

3-2

to execute the Import. Check a sample of your imports via Edit Products.
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BASE DATA: STOCK CONTROL AND PURCHASING
Stockade is a fully featured program for Purchase Ordering and Stock Control. Quantities and value of
Stock in Hand can be maintained for any item in any Location. Stock is increased when goods are received
from suppliers or transferred from another Location. Stock is reduced when items are returned to Suppliers;
transferred out to another Location or sold via linked Point of Sale (POS) equipment. Carrying out a
stocktake of any items at any time allows Stockade to compare the physical quantities in stock with
Stockade’s own calculated quantities and report any variances so that they may be investigated.
Embodied in the Stock Control procedures are routines to save clerical effort (such as the Stockade routines
for producing and printing Purchase Orders) and a wealth of information for the successful management of
this aspect of your business. A major advantage of computer-based systems is the ability to compile reports
quickly and without any effort on the part of the user. Stockade will report on every aspect of material
movements, material costs, sales, revenues and cash control. In all cases, this invaluable information is
produced directly from your Stock Control entries – keyboard entry is kept to an absolute minimum.
This chapter describes the data necessary to operate the input side of your stock control system – the
details required to record additions to Stock.

Importing Data for Stockade and DPOS
The best way to construct the initial database is to import as much data as possible from a range of sources.
Suppliers can often provide files with details of products, prices etc. or you may be able to access data from
your point-of-sale equipment or from a previous system. Anything you can find in this respect is likely to
save time in the early stages of building up your data.
Stockade contains tools for the importing of product data and customer data from csv files. The letters ‘csv’
in this context stand for ‘comma separated value’. If you were not aware of this, it will probably be better for
you to get some technical help with the imports. Your Stockade supplier can offer this service either directly
or via Datasym although he may rely on you for assistance in acquiring datafiles from your suppliers. Details
of the import process are described in IMPORTING DATA INTO STOCKADE on page 3-1

Stock Location Groups
Locations are the areas within which things happen. The Stores, for example, can be where goods are booked
in, stored and transferred out to other locations. A retail department can be a location. Non-physical areas such
as "Staff Sales" may also be used as locations.
There are some eventualities for which it is helpful if locations can be grouped. In stock control, for instance,
there are advantages in being able to create a report which goes only to those locations which hold stock. Other
groupings which may be of value include staff facilities; particular floors or buildings in a complex or even small
annexes or outstations which may not be large enough to warrant their own systems.
It is helpful to set up any Groups first so that new Locations can be assigned to them as they are added.
Location Groups can be added at any time by selecting Stock Location Groups from the Maintenance
menu. Codings are alphanumeric and can be up to 50 characters long.
Location Groups can be deleted but only if there are no Locations attached to them. It is actually better NOT
to delete Groups unless it is absolutely essential. If a Group is not in use, just leave it there. It occupies
very little space.
Note that whilst the Description of a Location Group can be changed, you need to be very sure before you
do this. Once a system is operational, data will be attached to Groups via the Group code. Changing the
Group Description DOES NOT affect this data so you could end up with data attached to misleading
headings.
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Stock Locations
Once Location Groups have been set up, individual Locations may be entered via Maintenance/Stock
Locations. Before beginning the actual entry it is wise to devise some coherent pattern for Location coding
which fits in with the Location Group codes. The Location Group ‘Sales Areas’, for instance, may contain
Locations 401 - Clothing and 405 - Sports Department. In this way a recognisable format emerges which
will be clearer for operators to understand and remember.
To Add a Location select Maintenance/Stock Locations. The Stock Locations Browser will appear. Click
on
. On the General tab (at the top of the form) you will see:

To Edit a Location, highlight an existing Location and click on
Location’s details will be displayed.

.

You will see the same form but the

The Location Code can be any combination of up to 50 numbers and/or letters and should follow your
predetermined system as discussed above. A code must be unique amongst Stock Locations - an
error message will appear if the code is already in use.
Most of the fields on this form are self-evident but the following may be helpful:
The Active button offers a way of taking a Location out of service without actually deleting it. Deletion
a Location is dangerous because there may be transactions associated with the Location and the
deletion could cause database problems. If the Active box is NOT ticked, the Location can
(optionally) be omitted from reports etc. It can be restored to use if required by re-ticking the box.
The Stockholding box controls the default setting as to whether or not the Location holds stocks
which will be checked by stocktaking. As Products are Added or Edited, there is freedom to hold
stock of any item selectively in any location - the stock holding question here simply determines the
default setting. Click the box or use SPACE to set Stockholding on or off.
Oncost % sets a default for determining the pricing of goods transferred to this Location from
elsewhere. Left blank, the transfer would be priced at cost. Enter a figure and any transfers to this
Location will be calculated at cost plus this percentage unless the value is edited in the Transfer
procedure.
To save your Location, click

. To exit without saving, press Esc on your keyboard.

A Useful Shortcut: You can edit Location settings directly within the Stock Locations Browser. Display the
browser via Maintenance/Stock Locations and, if necessary, use Customize to display required fields.
Click on the field to be changed and enter your new setting. Note that changes are saved when you move
off the edited line so you will need to do that before exiting.
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There are two additional tabs at the top of the Stock Location form. Under the tab labelled POS
Locations Stockade will, in due course, list any POS Locations (i.e. sales points) associated with the Stock
Location being added or edited. The Notes tab offers space in which any useful text may be entered.
To Delete a Location, highlight the Location in the Stock Locations Browser and click
. Stockade
Locations should only be deleted if you are absolutely sure that you will never need any of the data
associated with them. To maintain data integrity, the DELETE routine removes every relevant transaction
from the dataset and this removal is not recoverable. If you are sure that a deletion is advisable please
ensure that you have a recent backup. Remember that you can simply untick the Active box to take the
Location out of service without risking database problems.

Your Suppliers
Suppliers are used in the Stockade system for the generating of orders and for reports on business done. The
entry and subsequent editing of Supplier details is very straightforward. From the main menu choose
Maintenance/Suppliers. A list of current supplier records appears on screen: If the installation is new, the list
will be empty.

Add/Edit a Supplier
From the Suppliers Browser click

to see:

To Edit a Supplier, highlight an existing Supplier and click on
. You will see the same form but the
Supplier’s details will be displayed.
The Supplier Code and Description (Name) are alphanumeric and can contain up to 50 characters.
Fields for Address, Contact, Phone, Fax, email and website are text fields.
Fields in the lower part of the form are used in the Stockade Purchase Order functions.
Order Reference should only be completed if the same Order Number (as entered) is to be used on
all Orders to this Supplier.
Discount % sets a default standing discount from the Supplier.
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Minimum Order Value and Min. Order Quantity will be checked by Stockade each time a Purchase
Order is drawn up. If the Order does not reach the values entered here then a warning will be given.
Delivery Days – checkboxes should be ticked as appropriate
Back Orders appears as a checkbox. Stockade procedures for the receipt of goods provide for the
possibility that not every item on the original Order was received. The user can indicate this on the
Goods Received screen by amending the quantity - changing it to 0, for instance. Where this
happens, and where the Back Orders box is ticked, Stockade will keep the outstanding part of the
Order on file awaiting its eventual delivery. If Back Orders is not ticked, no Order will be retained.
Finally, under the General tab, there is a checkbox for the link to Booker’s EDI (Electronic Data
Interchange). This function permits electronic order processing for Booker’s customers. If you intend
to use this facility, make sure there is a tick in the box and complete your connection details for each
relevant Stock Location (go to Maintenance/Stock Location and edit the relevant Location).
There are three Additional Tabs in the Edit Supplier form:
Notes offers space in which any useful text may be entered.
Under the Products tab Stockade will, in due course, list any products associated with this Supplier.
Booker Products works in the same way for systems where the EDI link to Booker’s is established
Delete a Supplier
From the browser revealed by Maintenance/Suppliers highlight the particular Supplier to be deleted and
click
. Confirmation is required. If there are items allocated to this supplier you will need to edit the
items and allocate them to new suppliers. Generally, it is not worth deleting suppliers – the record takes
up very little space and information about transactions attached to the supplier may be useful. Note that
only the supplier’s name will be lost from transaction information; other details will remain.
Items Purchased from a Supplier
Go to Maintenance/Products and click on the
button and choose Product List Report. Set
to be just the single supplier required. The printout will show the supplier name and a list
of the items purchased from that supplier.
Supplier Transaction History.
Go to Reports/Stock/Transaction History Report. Select the required Location and Product. The
procedure offers a chance to set a date range for the report. A summary only option is available. The
printout will show details of Goods Received, Returns etc. for the selected Product.
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Reasons for Stock Changes
In a well-run stock system changes to stock levels cannot be permitted on an ad hoc basis. Stockade insists
that a reason must be given every time a change is made via, for example, Stock Adjustments or Returns to
Suppliers. To exercise maximum control over this vulnerable area, the software insists that the user selects
from a list of pre-approved, acceptable reasons. To set the Reasons up in Stockade you need appropriate
authorisation in your password. If you have this, go to Tools/System Options/Reasons and choose a field
from the drop-down box:

Use
to enter one or more Reasons. Note that since entries in these areas require you to select a
Reason from the list, you must have at least one reason in place for each area before you begin. Further
Reasons can be added to the list as necessary but the Reason must be on the list before you begin the
entry.
The
button causes the Reasons set up in Datasym.pos to be automatically imported into Stockade.
Click the button to reveal:

Use the browse facility (click ) to identify the path to your tilldata folder and tick to indicate which of the
DPOS Reasons are to be imported.
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BASE DATA: SALES AND DPOS
DPOS (short for Datasym.pos) is Datasym’s point-of-sale software. If you have DPOS in place, Stockade
can be used to maintain its set up and its base data. Once this is in place, transactions can be imported
from DPOS and used to decrement stocks as part of the Stock Control procedure and clear and informative
sales reporting is available from Stockade.
This chapter describes the data necessary to link Stockade and DPOS

Departments and Sub-Departments
Where Product Groups (see Product Groups on page 6-1) in Stockade are essentially to do with Purchases
and Stock Control, Departments and Sub-Departments offer a different grouping for use in the Sales side of
the business. They will be used mainly in the production of analysed Sales reports but are also of value in
areas such as Promotions. To set up or edit a Department go to Maintenance/Departments where you will
see something like:

To Add/Edit a Department
To edit a Department, highlight the appropriate entry and click
. The Edit Department screen will
appear complete with the details of the existing entry. To add a new Department, either copy an existing
Department along with its Sub-Departments (see Create a New Entry on page 1-5) or click
to see a blank version of the same screen:

Departments are essentially based at the point of sale so most of the detail under the General tab is
entered specifically to be communicated to your DPOS terminals. Please consult your DPOS manual
for explanations of the various fields.
The pages for Sub-Departments and PLUs are populated automatically by Stockade as Sub5-1
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Departments and PLUs are allocated to the Department. They are not for user entry under this
heading but they provide useful information as to how the POS data is structured.
To Add/Edit a Sub-Department
Sub-Departments are sub-sections of Departments and are set up mainly to give additional depth to
Sales analysis and reporting. An example might be where you have milk, cream and cheese as subdepartments of the Dairy Products Department. To Add or Edit a Sub-Department, go to
Maintenance/Sub-Departments where the Sub-Departments Browser will appear. To edit a SubDepartment, highlight the appropriate entry and click
. The Edit Sub-Department screen will appear
complete with the details of the existing entry. To add a new Sub-Department, click
to
reveal:

Select the parent Department via the scroll tab under Department and give your Sub-Department a 2-digit
numeric code. The code must be unique amongst Sub-Departments of this particular Department. Enter
a suitable name in the Description field. The Web Image field is provided for use in Ecommerce
applications.
When you
this screen, the Sub-Department will automatically be added to the list displayed with
the parent Department. You can now assign PLUs to the sub-department via the POS tab in the Edit
Product screen. Stockade’s Global Changes procedure is often useful here (see Global Changes on
page 6-11).

Cashiers
In Maintenance/Cashiers, you can set up the names and details of cashiers permitted to sign on to the
Datasym POS terminals in particular Locations and specify for each one what procedures they are allowed
to access. Clicking on Cashiers in the Maintenance menu will reveal the Cashiers Browser which lists your
current cashiers. From this browser select
or highlight a name and click
to see
something like:

Code must be unique in this Location
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Password is the cashier’s four character password for use in DPOS
Hospitality Sales Screen Page Number refers to the DPOS Hospitality feature whereby you can
nominate the ‘home’ screen for a cashier. To set this up (and you can only do this in a Hospitality
environment), simply enter the number (between 1 and 18) of the relevant page.
The Checkboxes indicate the cashier’s permissions – each checkbox refers to a specific DPOS
procedure. Tick those to which this cashier is allowed to have access.
Add Fingerprints will apply to systems where cashiers identify themselves at the terminal via their
fingerprints. Details may vary according to the equipment in use. Please contact your supplier for
assistance in setting this up.
Under the Notes tab there is space for you to enter text applying to this Cashier.
Please note that this procedure can also be accessed from within the Add/Edit POS Location routine
(see
To Edit a POS Location on page 5-9

DPOS Buttons for Point of Sale Equipment
Where your Stockade is linked to Datasym.pos terminals at the point of sale, you can use set up touch screen
buttons within Stockade and send them to the DPOS terminals via a Batch Job (see Batch Jobs –
Stockade/DPOS Communications on page 12-1). Many businesses use the same buttons at every DPOS
terminal so they will have only one Button Set. Others, however, have different layouts for different sites or for
different locations on the same site. Your Datasym software gives you the facility to create a range of Button
Sets in this situation.
The button layouts for your DPOS terminal (the Button Sets) vary according to the type of business. The
Hospitality industry, in particular, has some special requirements. With this in mind, Stockade and DPOS offer
three different basic structures:
The Retail Button Set
The DPOS Retail screen has 6 main sales keys with each one programmable for a further level (optional)
of up to 26 buttons. You really need to plan your optimum layout within this framework before
proceeding. Having completed your plan, go to Maintenance/POS Buttons where you will see a list of
your sets of buttons in the POS Button Set Browser. From here you can
an existing Button Set or
click
to add a new set. Taking the latter as an example, when you click
you
will the header screen for your Button Set:

Code may be letters or numbers (or both) and must be unique within Button Sets.
Description gives a name for this particular Button Set
5-3
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Type will be Retail in this instance. The Hospitality options are described below.
Once your header information is set up, click

to reveal:

The six shapes down the left hand side of the image are the six main sales buttons. Each one can be
programmed via the Button Type field as a Button Page, a PLU, a Department/Sub-Department or a
Received on Account key.
Button Page is the setting in Button Type which gives access to up to 26 further keys at a second
level. To set this up, type the required name for the button in the field labelled ‘Button Text’. Your
typing will appear on the Button. Set up the Button Colour and the Font (text) Colour by clicking the
palette icons ( ) or by choosing options revealed via the scroll tabs on the colour fields. The Font
Size field may be used to reduce or enlarge the text on the button
Once these entries are set up, click
a Button, click on it to reveal

to display 26 buttons labelled A to Z. To set up

Configuring colours and font size is as described above. The possible Button Types at this level are
PLU, Department/Sub-Department or Received on Account. Descriptions of these entries are given
below.
PLU (Price Look Up) allocates a single product to the Button. Set up your colours and font size as
described above. Click the scroll tab on Button Type and select PLU to see the layout illustrated
above. Enter the required PLU code or click
to search the file. The name of the PLU as recorded
in your product file will appear on the Button. If you wish to amend it, you can do this in the Button
Text field.
Department/Sub-Department will be helpful if you have several similar items selling at the same
price. A Department for Soft Drinks with a Sub-Department of 330ml bottles might be an example. In
this case, set up your colours and font size as described above. Click the scroll tab on Button Type
and select Department/Sub-Department. The layout is very similar to that for a PLU illustrated above,
Stockade version 2.7
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the only difference being that you are required to complete fields for the Department and SubDepartment codes.
Received on Account will be used to record payments received at DPOS terminals from Account
customers. Set up Button Text, Colours and Font Size as described above and set Button Type to
‘Received on Account’.
The Hospitality Button Sets
The DPOS Hospitality screen has 10 main sales keys which can be structured for either 10 or 18 pages
of 40 item buttons per page. You really need to plan your optimum layout within this framework before
proceeding. Having completed your plan, go to Maintenance/POS Buttons where you will see a list of
your sets of buttons in the POS Button Set Browser. From here you can
an existing Button Set or
click
to add a new set. Taking the latter as an example, when you click
you
will the header screen for your Button Set:

Code may be letters or numbers (or both) and must be unique within Button Sets.
Description gives a name for this particular Button Set
Type will be one of the two Hospitality options. The difference between them is simply the number of
item pages. If in doubt, take the larger option, if only because you cannot change this setting after the
file is formatted.
Once your header information is set up, click
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to reveal:

The smaller boxes down the left hand side of the image are the Page buttons. If you have set the
Type as 10 Page Hospitality you can use all of the 10 boxes on the left as Page Buttons. If you
chose the 18 Page Hospitality option, the bottom left-hand button will be labelled More (as in our
illustration above). In this instance, you have 9 Page Buttons on this first screen. Click More and you
get a further 9 buttons on a second screen – giving you the 18 Pages as chosen. The four columns of
ten rows each will be programmed as the Menu Buttons accessed via the individual Pages.
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To set up a Page Button, click on a square in the left-hand column and enter the page details in the
upper (Page Button) section on the right-hand side. As you do this, you will see the formatting appear
on the selected button. Key in the Button Text first. Your typing will appear on the Button. Set up the
Button Colour and the Font (text) Colour by clicking the palette icons ( ) or by choosing options
revealed via the scroll tabs on the colour fields. The Font Size field may be used to reduce or enlarge
the text on the button.
To set up the Menu Buttons, click on a Page Button to ‘focus’ the items on to that Page then click
any of the 40 squares to the right of the Page Buttons. Now enter the Menu Item details in the lower
(Menu Button) section on the right-hand side. Identify the item first by completing the PLU Code field.
PLU (Price Look Up) allocates a single product to the Button. Enter the required PLU code or click
to search the file. The name of the PLU as recorded in your product file will appear on the Button.
If you wish to amend it, you can do this in the Button Text field. Set up your colours and font size as
described above.
Pop-ups are extra PLUs or groups of PLUs which “pop up” on screen when the operator is entering a
particular menu item as part of a sale. A steak, for example, may need further information as to how it
is to be cooked, which sauce the customer would like and what vegetables are required.
Setting Up a Pop-up
Pop-ups can be entered as Products in the usual way or they can be created as part of the editing
process accessed by clicking the
button at the top right-hand corner of the Hospitality
Buttons screen. The Pop-up Menus box shows any pop-up items you may already have
programmed:

You can click
see something like:

to add a complete new pop-up or highlight an existing pop-up and click
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On the Edit Pop-up Menu, you can
line.

the header information, any of the pop-up items or any blank

The Header information relates to all of the items on the pop-up menu so the items must be of
a similar type. To apply different kinds of pop-ups, create different Pop-up Groups – you can
assign up to 4 pop-up groups to any item on your menu. There are four categories:
Chargeable Items are usually chargeable accompaniments – you may be offering Vegetables or
Salad with your steaks and having a different price for each.
Unwanted Items are instructions to the kitchen that the customer does not want a particular item
– one of the selection of vegetables perhaps.
Multiple Choice Menu covers the situation where a single sale includes a choice of items – ice
cream toppings would be a good example
Pizza Toppings where you are selling pizzas by size and the customer can choose the toppings.
The Individual Item Lines in the Pop-up can all be edited. If you need to remove an item,
highlight it and click
. To change an item or to populate a blank line, highlight the line
and click
. This reveals your PLU browser:

You can
any item from the browser and it will be added to the pop-up. If you need to
a PLU you will be shown the usual Edit Product screen for entry of the details. To create
a usable PLU you must give it a code, a description and a sales unit. If your system is NOT set
to use PLU as Main Code you must also enter the code into the PLU field under the POS tab or it
cannot be displayed in the PLU browser. Other fields in Edit Product are optional. Full details of
how to enter a PLU appear in Adding/Editing Individual Products on page 6-2.
When your pop-up group is complete, make sure that the pop-up has an appropriate name and
click
.
Assigning Pop-ups to the Menu Item
You assign Pop-ups by selecting your Page and clicking on the Menu Item. Pop-ups are added
via the scroll bars in the bottom right-hand corner of the Hospitality Buttons screen. Enter the
pop-ups by clicking the scroll tab and selecting from the drop-down list. After sending the
settings to DPOS via a Batch Job, whatever you set up here will appear to the DPOS operator at
the point-of-sale whenever the menu item is selected.
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Price Levels for Sales
Many Stockade users maintain different selling price levels for different situations. The software provides for
up to five levels if you need them. The actual prices are entered in Product Maintenance but the headings
are entered in Tools/System Options/Prices. Go there to reveal:

If you wish to use this optional facility, indicate, for each level, whether prices will include tax or not and give
each Price Level a name. Examples might be Standard Price, Happy Hour, Autumn Sales Price or IntraCompany. It might also be a level for a specific Location e.g. Restaurant or Coffee Shop.
When setting selling prices for products, it is often helpful to know how much Gross Profit a given price will
yield. Stockade offers that calculation for any price (assuming that the cost price has been entered) but it
also offers suggested prices at different mark-up levels. These levels can be specified by you in the lower
part of this screen. Please note that the calculation is on a gross profit basis. Thus, if you enter 20% as
your first level, the calculation would be ((Cost Price divided by 80) x 100) plus Tax. At 17.5% tax, an item
costing you £1.60 would suggest a selling price of £2.35 and at that price you would be making 20% gross
profit.

Point of Sale Locations
Point-of-Sale (POS) Locations are dealt with in a similar manner to Stock Locations but their details are different.
Hence, they have their own procedures which must be accessed separately. Please read carefully through the
initial description of Stock Locations – the procedures for POS Locations are exactly the same until you come to
adding a new POS Location.
To Add a POS Location
To add a POS Location, select Maintenance/POS Locations. The POS Locations Browser will appear.
Click on
. On the General tab (at the top of the form) you will see:
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To Edit a POS Location
To edit an existing Location, highlight it and click
Location’s details displayed.

. You will see the same form but with the POS

Under the General tab:
The Code can be any combination of up to 50 numbers and/or letters and should follow your
predetermined system as discussed above. A code must be unique amongst POS Locations - an
error message will appear if the code is already in use.
Branch Number will be suggested in sequence by Stockade as you set up successive POS
Locations. It may be changed if required.
Price Group is a Stockade facility, mainly for multi-site operations, which allows you to have several
sets of selling prices in use in your business. The Price Group stipulated here will be used for the
pricing of products sold at this Location (see Point of Sale (POS) Settings on page 6-5). Note that if
you opt to use several Price Groups you will need to set up pricing for each of your Price Groups for
each product – most users will not require this.
Target Gross Profit sets a standard for the Location. When viewing Real Time Sales (see Using
Real-Time Sales on page 12-13) current Gross Profit level is displayed on screen along with the
Target level set here. If the Target is not being met, the display will show red.
Default Button Set selects the Button Set to be used by the POS terminals in the Location. The term
‘Button Set’ refers to the graphical ‘buttons’ displayed on your Datasym terminals at the point of sale.
These can be set up in Stockade (see DPOS Buttons for Point of Sale Equipment on page 5-3) and
communicated to your DPOS devices. If your business requires it, you can set up different Button
Sets to use in different Locations
The Active checkbox would normally be ticked to show that the POS Location is in use. You may
wish to untick the box if, for example, you do not wish to communicate a particular update to this
Location.
Import and Export Folders are used when Batch Jobs (see Batch Jobs – Stockade/DPOS
Communications on page 12-1) are run. Batch Jobs involve communications between Stockade and
the Master till on your DPOS system and so must ‘know’ where to put data for export to DPOS and
where to find data supplied by DPOS for upload into Stockade. A single file will normally suffice for
both Import and Export. It will be located on the Master terminal so you will need to enter the UNC
path from your Stockade machine to the Master. The actual folder is normally called tillserver so the
UNC path would be followed by \tillserver.
Under the Terminals tab you set up the terminals for the Location. Click the tab to see something like:

In the General screen, fields may be edited as required but note that the terminal number must be
unique in that Location. Description and Terminal Number will be used in Point of Sale Reports.
Under the Notes tab there is space for you to enter text applying to this Terminal.
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Under the Cashiers tab you can identify the cashiers permitted sign on to the Datasym POS terminals in
this Location and specify, for each one, what procedures they are allowed to access. Click the Cashiers
tab and select either
or
to see something like:

Code must be unique in this Location
Password is the cashier’s four character password for use in DPOS
Hospitality Sales Screen Page Number refers to the DPOS Hospitality feature whereby you can
nominate the ‘home’ screen for a cashier. To set this up (and you can only do this in a Hospitality
environment), simply enter the number (between 1 and 18) of the relevant page.
The Checkboxes indicate the cashier’s permissions – each checkbox refers to a specific DPOS
procedure. Tick those to which this cashier is allowed to have access.
Add Fingerprints will apply to systems where cashiers identify themselves at the terminal via their
fingerprints. Details may vary according to the equipment in use. Please contact your supplier for
assistance in setting this up.
Under the Notes tab there is space for you to enter text applying to this Cashier.
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Customers
Customer Accounts can be set up and/or edited in Stockade and transferred to DPOS via a Batch Job.
Transactions involving the accounts are brought from DPOS into Stockade along with other sales in the
Transaction Log. Stockade maintains detailed records of activities in these accounts.
To Add or Edit an Account Customer
Go to Maintenance/Customers where the Customers Browser will open. If you already have some
account customers they will be listed. Select the Customer to be edited and click
. For a new
Customer, click
. The data entry form will resemble:

Much of the data on the General screen is straightforward. The Code must be unique amongst
customers. The following may need explanation:
Alternate Code is an input to the Customer Maintenance screen in DPOS
Price Level – Stockade and DPOS provides for 5 separate price levels per product. Price Levels for
Sales on page 5-8 refers. You can choose here which Price Level will apply to purchases by this
Customer.
Discount sets a discount level which is applied automatically at the point of sale to every transaction
involving this account.
Current Balance will be displayed automatically as transactions are imported from DPOS.
On Stop may be set here or in the Customers browser
Mandatory Order Ref. – this setting will be displayed to cashiers. Set it where the cashier must have
an Authorised Order before charging to the Customer account.
Cash Only should be ticked where the Customer is not allowed credit but Price Level and Discount
are set.
Daily Spend Limit and Meal Subsidy – the usual application of these settings has been in School
Meals situations but there will certainly be uses elsewhere. The value of the subsidy is set in DPOS
and is treated as a daily credit against account transactions by the customer. The Daily Spend Limit
is a cap on cash spending over and above any Subsidy.
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Moving to the Additional tab you will see:

Customer Linked Code, Analysis Code and Category are all inputs to the Customer Maintenance
screen in DPOS.
POS Notes will be displayed to the cashier every time the account is accessed.
Additional Phone fields may be used as required for contacts with the account holder.
The Card Numbers tab was originally provided for use with Magnetic Swipe Reader Cards but has been
extended to include other forms of customer ID. Use
to see:

Card Number and Description relate to any magswipe card
Quick Code is no longer in use
Image accepts a digital photograph of the customer to be imported – click
or captured
from a viewcam and saved – use
. If this is done and the Customers file exported to
DPOS via a Batch Job, the image will appear on screen in DPOS whenever the account is accessed.
Fingerprints are registered here if you have the equipment. Click
Registration Form.

to access the

The Balances and Transactions Tabs will be blank as you set up the customer. Once the account is in
use, these tabs will be primed by Stockade to show the balance of the account and details of the
transactions entered through DPOS – invaluable information for customer management!
Under the Notes tab there is space for you to enter text applying to this Customer.
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Promotions
Clearly, Promotions are an integral part of point-of-sale operations. DPOS contains powerful Promotion
routines which can be initiated within DPOS or can be set up in Stockade and communicated to DPOS via
Batch Jobs. Go to Maintenance/Promotions to access the Promotions Browser. This screen lists all your
existing Promotions which may be edited from here if required. Click
to set up a new promotion
and you will see the Edit Promotion screen:

Code may be letters or numbers (or both) and must be unique within Promotions. It is worth bearing
in mind that in any sale, DPOS searches through codes in numeric/alphabetical order and implements
the first relevant Promotion reached.
Description should describe the offer. It will be printed on customer receipts at the point of sale.
Dates should be entered if you have specific start or end dates for the Promotion.
Active will normally be ticked. It can be unticked as a simple way of suspending the Promotion
without having to lose the set up.
PLU or Department/Sub-Department applies the offer either to single products or to one or more
Departments or Sub-Departments. For single products, you can key in the PLU number or you can
search the product file by clicking
. If your offer is Department-based you need to enter < in the
PLU field followed by the Department Code. For a sub-Department you would do < followed by the
Department code then a space followed by the code for the sub-Department. For example, if
Department 01 is Special Products and its sub-Department 02 is Fireworks, to apply an offer to all
products in the Fireworks section you would enter <01 02
Dummy Code is a discount PLU which you need to create. Where discount given in a sale applies to
just one product, the discount value is set against the sales of that product. Where a Promotion
involves a combination of products, discount cannot be attributed to any individual product. In this
situation, the discount is allocated to the Dummy PLU and is charged against total sales.
In the Quantity Field you need to enter the number of items or the value of sales required to ‘fire’ the
offer.
The RRP Field will be primed by Stockade if this line of the offer relates to an individual product.
In the Value Field you should enter the value in money or as a percentage according to the type of
Promotion.
The Cashier Alert, if ticked, will cause DPOS to alert cashiers to any part-fulfilled Promotion so they
can inform the customers and, hopefully, sell more.
Collection Orders Only operates only with the Datasym Delivery and Collections module

5-13

Stockade version 2.7

Value Type allows the user to select the type of Promotion. Click the Value Type scroll tab to see:

Use of Value Types in setting up Promotions is extremely flexible. There is often more than
one way to achieve an objective. The following examples show some typical ways in which
Promotions may be implemented:
Discount Amount enables an offer whereby if the purchases match the products and quantities
specified, a monetary discount will be deducted. An example would be:

This example shows one way (there are others) of setting up the Buy One Get One Free’
scenario. A single product is identified and the retail price will appear in the RRP box. The
Quantity is set to two because the customer should be at the counter with two of the product.
The Discount Value is shown as £4.99 (equal to the RRP) because this is the amount that will be
deducted from the purchase price of two of the product.
Discount Percentage is similar to Discount Amount. An example would be:

Here the customer gets 10% discount (note that there is no £ sign in the Value box) if one of
each product is purchased.
Stockade version 2.7
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Fixed Offer Price sets a price if the customer buys the specified Quantity (or more) of each
product on the list:

For every 5 bags of Cocoa Shell purchased in the transaction, the total price (which would
normally be 5 x £6.99) will be reduced to £25. This type of offer could be set up to cover a
combination of products. To do this, you need to enter the various PLUs and the Quantity of
each required to fulfil the offer conditions. Note that in these circumstances the customer would
be required to buy the specified Quantity of every product to get the Fixed Price.
Quantity Break refers to offers whereby the customer can get different discounts depending
upon the Quantity purchased. The Discounts may even be of different types for example:

In this Promotion, a customer buying 5 of the product will receive a Discount of £5.00. This is
shown by the Break Quantity of 5, the Break Type being Discount Amount and the Break Value
being set to 1 (i.e. £1 per unit of the product). The second Break Quantity, where the Break
Type is set to Discount Percentage, offers 15% off when the customer buys 10 of the product.
Cheapest One Free may be set up in this way:
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The customer gets the cheapest item free if he buys 3 products from the specified subdepartment.
Cheapest One Discount %:

The customer gets 10% discount on all the items i he buys 5 products from the specified subdepartment.
Cheapest One Fixed Price:

The customer gets the cheapest item for £10 if he buys 5 products from the specified subdepartment.
Free Item(s) Based on Sales Value:

The customer gets a free bag of potting compost if he spends more than £25.
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Price Level Shifts allow for the use of different price levels (see Price Levels for Sales on page
5-8) on an occasional or regular basis. One example would be:

The entries shown above set up the use of Price Level 2 each Tuesday evening from 18:00
hours. Once the Promotion has been sent to DPOS via a Batch Job, Level 2 prices will
automatically come into play at each DPOS terminal as scheduled and will remain in force until
the date changes.
L

Promotion Groups
Promotion Groups provide a method of setting up multiple Promotions in one action, perhaps for seasonal
offers or for a particular event. The advantages are that the Groups are very quick to construct and once
their usefulness is past all the component Promotions can be deleted in a single action.

Setting up a Promotion Group
This feature creates identical Promotions for a number of products. The procedure is accessed from the
Promotions browser (go to Maintenance/Promotions) by clicking
. The completed screen
shows something like:

Code is 2 digits and must be unique within Promotion Groups.
Linked Group may be used to link the Promotions where there are more than the 99 which would be
linked by the 2-digit code.
Description should describe the offer. It will be printed on customer receipts at the point of sale.
The remaining fields in the upper part of the form give the conditions for the offer which will apply to all of
the PLUs nominated below. For an explanation of these fields please see Promotions on page 5-13.
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To select the PLUs for the offer, click
completed to set up our example above):

. This will produce a PLU browser (this one has been

Tick the checkbox for each of the required items either by double-clicking the items or by highlighting it
and pressing the space bar on your keyboard. When you have ticked all of the relevant products, click
and the items will be listed on your original form as shown above.
In our example, the Garden Centre is offering a Spring Promotion which will run throughout April 2007
giving 4 for the price of 3 (25% discount) on each of the products listed. The words ‘Buy 3 get one free’
will be printed on customer receipts.
Check your header and ensure that the list of products is correct. When you are satisfied, click
and Stockade will create an individual Promotion for each of the stipulated products.
Deleting a Promotion Group
When the time comes to discard these Promotions, select any one of them on the Promotions browser
and click
. The screen will show:

To remove the whole Group of Promotions at a stroke, click on All promotions followed by
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Labels – Sales and Shelf Edge

The purpose of this option is to permit the printing of selections of labels for shelf edges or products. The
procedure works by allowing the user to set up templates - lists of products – in which the number of labels
to be printed for each product is specified. The template is saved so that it can be used again and the
product settings can be edited to change either the product or the number of labels required. To access this
facility, go to Maintenance/Labels where you will see the Label Templates Browser:

The example shown has two templates set up. Both are for the Composts group of products but the Sales
Label template is set to print a dozen of each label whereas the Shelf Edge one is set for single labels.
Numbers of labels are easily edited as you will see below. To print labels from this screen, highlight the
required template and click
.
To Add or Edit a Template
Click
or
as appropriate. If you are editing, select your template. If you are Adding, you
will be asked to put forward a name for the template and once the name is entered, a blank will be
presented:

To add a product to your template, click
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and you will see:
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If you are editing, highlight the item and click

.

The first field, No., determines the line on the template where this item will be displayed. Stockade
enters the numbers in sequence but you can edit them if you wish to change the order. If you do this,
note that giving two items the same number will cause an error.
PLU allows you to select the required product. Click
to access the Product Browser.
IMPORTANT: Note that labels can only be printed for products which have been configured for labels.
See Shelf Edge and Sales Labels on page 6-3 for details. You can check an individual product’s
settings by editing its entry (click on
once you have selected your product).
Item Code is there for situations where the PLU code is not the main code. The field will be
populated automatically.
Sales Unit Name shows the unit of the product offered for sale. The field will be populated
automatically for you to check that it is correct. If not, edit the product to change the unit.
Sales Quantity is the number of labels to be printed.
1. Alter this to show the number required.
Click

The field will be populated automatically with a

to add the item to your template.

To Print your Labels
Within an open template, click on the Header tab. The template name will appear. Click
to see:

Select your settings for Shelf Edge or Sales Labels and for the Price Level to be used (our example
above is set for Sales Labels at Price Level 1) and check that the POS Location is correct. Click on
for the Label Report screen:

Stockade version 2.7

5-20

Check that the label details are as required. If they are not, you can make changes under the Report File
tab. Check the printer description and, if necessary, change via the Printer tab.
The field for Blank Labels is provided for use with A4 sheets. If your first sheet is part used with some
labels missing at the top, enter the number of missing labels in the Blank Labels field and the printer will
skip this number of labels.
Having completed the set up, make sure that you have the label stock in the named printer and click
. The number of labels specified for each item on the template will appear on screen ready for
outputting to the printer.

Ecommerce/Mail Order Applications
Ecommerce/Mail Order Applications have some particular requirements for which Stockade has special
solutions. Up to five price levels are provided for in Stockade (see Price Levels for Sales on page 5-8). ECommerce Pricing may call for the display (in the Stockade product file) of both a Recommended Retail
Price and your own, advantageous, special pricing for each product. In Tools/System Options/ ECommerce you can indicate the Price Levels to be used in the boxes labelled Sales Price Level and R.R.P.
Price Level.
Remote sales are also likely to involve delivery charges and therefore a need to know the weight for each
product. In the same screen, you can choose the unit of weight to be shown in the product file for your
carriage calculations. The default is grams – you can change it to kilograms if this is more suitable.
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6

BASE DATA: PRODUCTS
The Product file is the foundation of any Stockade system. It must be primed with a record for every product
used within the system. The number of product entries accommodated is effectively limited only by the capacity
of the equipment. For each product in the file there is not one record but a whole set. The 'header' for each
product holds a great deal of detail in terms of its code, name, group, main supplier, price and the units in which
it may be used. Allied to this detailed record is supplementary information about how the particular product is
stored and/or used in each of the Locations and how it is priced in different contexts. This gives the links
between the Product file and the Stock Control and Revenue systems and allows excellent Stockade features
such as the use of sub-stores, top-up lists, ECR programming etc.
Product Groups
Product Groups are used to keep similar products together for reporting purposes. A caterer’s report in
alphabetical order may not be particularly helpful if it puts beef, beer and beetroot alongside each other in
the listing. To prevent this, beef is allocated to a Meats group, beer to Alcoholic Beverages and Beetroot
to Pickled Vegetables. Many reports divide products into groups before alphabetising.
To set up or modify your Product Groups go to Maintenance/ Product Groups. From the Product
Groups Browser you can ADD a Group by clicking on
. This will show:

If you click on EDIT, you get the same screen but it will show details of your existing Group.
The Group structure is entirely flexible. Each Group has an alphanumeric code of up to 50 characters
and up to 32 characters in its name. In editing a Group, the Code should not normally be changed – the
code will probably have been used in transactions and changing it could cause data errors.
There are two additional tabs at the top of the Edit Product Group form. Under the tab labelled
Products, Stockade will, in due course, list any Products associated with the product Group being added
or edited. The Notes tab offers space in which any useful text may be entered.
Product Types
A further form of grouping is available via Product Types. Go to Tools/ System Options/ Product
Types to see something like:
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From this form you can add or edit your product types as required. Move between lines using the
keyboard arrow keys or mouse.
This facility has recently been added to Stockade. Should you wish to use it, please approach your
Stockade supplier who will arrange any necessary Reports.
Policy for Product Coding
Each item on your Stockade database will require a unique code of up to 50 characters. There are
significant advantages to giving serious consideration to the coding structure BEFORE you add any
products in order to avoid second thoughts and subsequent time-consuming corrections. Some of the
points to ponder are:
Does your Stockade need to relate electronically with any other system? If you are part of a large
organisation, there may be a need to link to your corporate Finance system. Or you may intend to use
extensive EDI links for your purchasing. In these situations it may be wise to adopt the same codings as
the related system.
Is your Stockade to be used extensively on the sales side? If so, it may be best to adopt the PLU (Price
LookUp) codes in use at your points of sale. If this is your choice go to Tools/ System Options/
General and make sure that Use main PLU code as Product code is ticked. Note that if you choose to
do this, you can still use separate Manufacturer Codes on your Purchase Orders.
If your emphasis is on Purchasing and Stock Control, you may wish to use your suppliers’ codes as the
main Product Codes. In this instance, you should ask your suppliers to give you their product list in
electronic form (on disk, for example). This can then be manipulated into the correct format to import into
your database, saving someone a good deal of work on data entry.
There are too many possibilities in the wide range of Stockade users to discuss codings in detail here.
The principle, however, would be to work back from a vision of what you wish to achieve. Stockade
Reports (including Purchase Orders) can be sorted in various ways. Often by Product Groups first and
then, within each Group, by main code, supplier code. PLU code etc. Decide first, what are your desired
outcomes then design your coding system to enable these outcomes.

Adding/Editing Individual Products
As outlined above, there is a whole range of data to be assigned to each product if you wish to get the most out
of your Stockade. On going to ADD a product (click on Products then
) you may (depends on settings
described in Customise Your Browser Display on page1-5) be offered a choice of two approaches: the Product
Wizard will take you screen-by-screen through the process of entering the basic data whereas ‘Edit Product
Screen’ displays a comprehensive entry form where you can access the various requirements by selecting tabs
in sequence. In either case, mandatory fields, essential to the system’s acceptance of the new product are
marked with a star (*).
If you wish to EDIT an existing product entry, click on

for direct access to the Edit Product screen.

Many of the individual fields are obvious – the following list includes only those which may need explanation.
Note that not all of these fields are offered in the Add Product wizard.
Product Code
Please see Policy for Product Coding on page6-2. Note that codes MUST be unique – before beginning
to add a product you should look at the Products file to identify gaps in the list of codes and decide
exactly what code to assign to the new item.
If you have chosen (in Tools/System Options/General) to use the PLU as the main product code you
can scan the code directly from the product using a scanner connected to the PC. To generate an inhouse PLU code, click
alongside the Code field in the Edit Product/General screen. This facility is not
available in the New Product wizard.
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Single Product or Recipe/Assembly
Stockade allows assembled items to be added as single products. This might be, for example, a recipe
for a caterer or a suit – jacket and trousers – for a tailor. The data needed for a recipe/assembly is
different from that needed for a single item so you need to indicate this early in the Add procedure. This
section of the manual deals with adding a single product. If you are working with a recipe/assembly, read
this section first and follow this with Adding and Editing Recipes/Assemblies on page6-7.
Group
The Group should be selected from the drop-down list displayed. Note that the list itself comes from the
Groups you have set up – see Product Groups on page 6-1.
Product Type
Product Type offers an additional, optional category – see Product Types on page 6-1.
VAT Groups
These are as set up in Tools/System Options. Select from the drop-down list
Shelf Edge and Sales Labels
The labels to be used for this product can be identified on the drop-down lists – click on the scroll tab for
Shelf Edge Label or Sales Label and select the label required for shelf edge or product labelling.
Standard labels in EAN 13 and Code 39 formats are supplied with Stockade. They are Crystal Reports
based and can normally be found in \Program Files\Datasym Stockade SQL\Reports. Additional label
formats can be provided by your Stockade supplier.
Once labels for the product have been specified here, they can be printed at will (see Labels – Sales
and Shelf Edge on page 5-19) or for specific Orders as supplies of the product are received (see
Printouts from Your Receipt on page 8-4).
Units
Units of purchase, storage and sale are vital to Stockade’s correct handling of the new product.
Stockade uses three main units - the Order Unit, the Issue Unit and the Recipe/Assembly Unit. The
Order Unit is the one usually used to Order from suppliers, often a case or an outer. The Issue Unit is
that used to issue goods from storage. The Recipe/Assembly Unit is the one usually used in recipes and
often also at the point of sale.
If your new product is measured by weight (kilogram, gram etc.) or by volume (litre, centilitre etc.) you
should use the Unit sets offered by the Stockade Unit Templates. They are shown as ‘Complex Units’ in
the Add Product wizard. If you are adding your product via the Edit Product screens you should select
under the ‘Units’ tab. These will give you full sets of weights/volumes with all the Sizing
done for you. Extra Units can be added as required.
Where the new product does not fit these templates you can set up your own Units (and save them as
templates for use in other products if you wish). The fields in which these units are entered will accept
any sequence of characters so Case (24) may be entered, as may 3.5kg bag or 70cl bottle. Where text
entries such as these are used, Stockade knows nothing about them but can work with them so long as
the Size fields are completed. You should give the SMALLEST of your units a Size of 1 – this will make
sizing of the larger Units much easier. Using the Add Products wizard, select Simple Units and you are
offered Each and Pack as your two units. You can change the names if you wish but note that the Inner
Unit (the Each) has a value of 1. You are required to enter the Size of the Outer Unit – in other words, tell
Stockade how many ‘Each’s there are in a Pack.
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Entering Units via the Edit Product screen (Units tab) you should enter your smallest unit first, giving it a
value of 1, then add further units as required. The screen will look something like:

Here we have our single unit (the Single Can), a Six Pack (showing Size as 6 x Single Can) and an Outer
containing 48 x Single Can in the process of being added. If you feel that it would make the display
clearer, you can click on the ‘switch’ icon
to transpose the line and show 48 x Single Can per 1 x
Outer.
In Edit Product, having set up your Units you should now assign them to the Defaults shown on the right
of the screen. In our example, the Default Order Unit would normally be the Outer; the Issue Unit might
be the Six Pack; Assembly Unit will probably be the Single Can. The Stock Unit is a matter of choice –
this is the Unit that will be used by default in your Stock Reports. The Sales Unit and Label Unit might be
the Single Can or the Six Pack. Please note that what you set up here are the defaults but units can be
selected from all those available for the product in most circumstances.
Suppliers
Suppliers may be added singly via the Add Product wizard. Using the Edit Product screens you can add
one or more Suppliers in full detail. Under the Suppliers tab you will see something like the following
although the fields will, of course, be blank:

Our example shows the Supplier and the Order Unit as selected fro drop-down lists. The checkbox for
Default should be ticked if this is your main supplier for the product. The question about Delisting may be
ignored unless the product is to be ordered from this supplier via EDI (Electronic Data Interchange). The
Cost Price should be the (ex-VAT) price for the Unit shown. The Product Code and the Barcode would
normally be the manufacturer’s codes although you could use these fields for any codes that suit your
business. Enter any useful text in the Notes field. Go on to add further suppliers if appropriate but
remember that there can only be one default supplier.
Stock
Whether these details need to be entered depend very much on whether or not the item is to be
designated as STOCKHOLDING. Stockholding status should be indicated via the check box shown in
both the Add Product wizard and the Edit Product screens. Stockholding should be set to YES only when
6-4

Stockade version 2.7

the item will be subject to stocktakes in that Location. There are some instances where an item supplied
to a Location is immediately regarded as having been consumed. In this case, set Stockholding to NO by
leaving the check box blank. Initial status goes by the default setting in Maintenance/Stock
Locations/Edit but this can be overridden for the individual item simply by clicking the checkbox here.
By this means, any item in any Location in your business can be subject to full stock control if you wish.
If Stockholding is ticked, further settings ask for Reorder Level and Maximum Stock. These values are
used in Stockade’s Generate Order function (see Generate an Order Automatically on page 7-4. When
this function is used, the software takes any item where available Stock is below the Reorder Level and
suggests an order quantity sufficient to take it up to Maximum Stock.
The value for % Variance allows you to stipulate the level at which a Variance in stock (ie. the difference
between expected stock and quantity entered) is highlighted in a Stocktake Report.

Point of Sale (POS) Settings
These must be completed if the product is to be sold via Datasym point of sale equipment linked to your
Stockade. The following describes the relevant screen (under the POS tab) in Edit Product – identical
information is asked for in the Add Product wizard. On access, the screen will show something like:

The field for Main PLU will be completed already if you are using PLUs as your product codes. If not,
you need to enter the PLU code for the product, perhaps using a scanner to capture the number. In
manual entry, click on
, listing your existing PLUs to avoid duplication. Note that if you intend to
use scanners, the PLU code MUST be an EAN code and MUST have a check digit. Please make the
necessary settings in Tools/System Options/POS:

To enter Additional PLUs, perhaps to cope with manufacturers’ special packaging, click
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. Stockade will create an in-house PLU if you click

.

Sales Unit will usually have been set under the Units tab but can be changed here if required. In our
example, ‘Six Pack’ has been selected as an illustration. To set the unit of sale, click the scroll tab
and select from the available units.
Sales Unit Weight should be entered in grams if the item is to be sold via a weighted barcode
Departments and Sub-Departments are the product groupings used for sales reports from your
Datasym point of sale equipment. They need to have been set up in Maintenance/Departments and
Maintenance/Sub-Departments before you can allocate the product to them (see To Add/Edit a
Department on page 5-1).
POS Location and Sold at Location allow you to set the characteristics for each POS Location
separately. The product may be priced differently in different outlets and it may not be available
everywhere. To set up pricing where there are several Locations, use the scroll tab on POS Location
to access each Location in turn. For each Location, set the Sold at Location flag and if you are using
Price Groups (see
To Edit a POS Location on page 5-9), enter the Price Group in the box below the price fields. Check
that the Price boxes are correct (for the first entry in a Price Group they will be set to zero) and, if you
are using multiple Price Levels (see Price Levels for Sales on page 5-8) make sure that you have a
price entered for each level in use.
Maximum Sales Quantity should be entered if stocks of the product are limited. Examples might
include event bookings or short term special offers.
Product Fields in the lower right-hand quarter of the screen reflect settings available in DPOS and
may be completed accordingly.
Price Grid
The Price Grid tab sets out pricing for the product for each POS Location. It is useful to be able to check
all this detail in one screen. Additionally, if you need to make alterations, you can edit Price Groups and
Sold at Location flags from this screen – simply double-click on the setting to be changed. You can also
change a price for one Price Level in one Location and the adjustment will carry through to all Locations
using the same Price Group.
E-Commerce
Under this tab you can set out the fields necessary to sell the product via your website. Select the tab to
see something like:

The Short Description is text you may have set up under the POS tab as POS Description.
The Image File Names should contain the paths to the Thumbnail (small) and Standard (large)
graphics of the product to be displayed on the website. Click on
to browse your system and
identify the files.
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Sales Unit is primed by Stockade – change via the scroll tab if necessary.
Sales Unit Weight should be entered in grams to be used in the calculation of delivery charges.
Free Shipping should be checked if this applies to Ecommerce sales of the product.
Image
The objective here is simply to set up an image so that the user can recognise the product. Under the
Image tab, click
to browse your system and identify the file.
Sales
If the Product has been in use, the Sales tab will display its sales history for a selected period either in
text form or as a histogram. Use the scroll tab on Sales Date Range to set the period required. The tab
on POS Location may be used to select a single Location. Click
to display the data in histogram
form and click
again to revert to text.
Custom
There data fields are ‘spare’ in Stockade. They are at the disposal of the user.

Adding and Editing Recipes/Assemblies
A Recipe or Assembly in Stockade is an item for which you have purchased the constituents and assembled
them in house to sell as a single product. The obvious example would be in catering where ingredients are
purchased separately and used to make the dishes sold as items on the menu. Exactly the same principal
applies to a tailor who makes up a suit or a florist composing a display for sale.
Clearly, many aspects of the data for a Recipe/Assembly are the same as they were for a single product –
please read the previous section for descriptions of these. The differences come under four headings and are
outlined below. These options will follow on from the ticking of the checkbox labelled Recipe or Assembly in the
Add Product wizard or under the General tab of the Edit Product screen.
Note that the generic names by which these made-up products are referred to on screen can be set in
Tools/System/General.
Units – where a single product may have several units of purchase, storage and sale, the made-up product will
have only one. For the caterer this would normally be ‘portion’; the tailor might use the word ‘suit’ and the florist
may call the product a ‘display’ or a ‘bouquet’.
Ingredients/Components/Items – the name used to refer to the parts of a made-up item depends upon
what you have set up in Tools/System/General. This name will appear as a tab on the Edit Products
screen and you can add ingredients as required. Please be sure to enter the Quantity of each item and
to complete the field at the bottom of the screen to say how many of the made-up products these
ingredients should make.
In the Add Product wizard, the entry of ingredients comes in Step 4. The screen resembles:
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The left hand box shows your current list of Products in Code order. Highlight the ingredient to be added then
click on
to add the selected item to the list of ingredients shown in the right hand box. Important – now
click on the Qty column and enter the number of single units of the ingredient to use in the made-up product.
Repeat this process for all ingredients. If you make a mistake, highlight the unwanted item in the right hand box
and use the
icon to cancel it. Finally, complete the field at the bottom of the screen to say how many of the
made-up products these ingredients should make.
Method may be relevant where a product is being built up from ingredients. Appropriate text may be entered
under the Method tab in the Edit Product screen. There is no provision for Method in the Add Product wizard.
Supplier fields are removed because the product is, by definition, made up in house.

Product Changes
This facility permits the user to create a template of product changes which can then be applied to the
database at any time – not necessarily immediately. The procedure is aimed mainly at price changes but
other amendments to products are also possible. Note that the procedure has two distinct stages – you will
set up the Template first. Changes to Products will only occur when you choose to Apply the Template to
your database.

Go to Maintenance/Product Changes to display the Product Changes Templates Browser showing any
existing Templates:

There are two templates on our example. Note the sizes shown in the right hand column – Template 001
contains 475 items, number 002 has only 3 items.
From this browser you can Add another template by clicking
or
to copy an existing one or you
can use
to Edit one of your existing templates. You can also, however - and this is a very powerful
facility – ask Stockade to generate a Template.
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Generate a Product Change Template
The objective here is that Stockade will add items to a Template without you having to enter them
individually and this is sufficiently helpful that this would be the usual way to set up a Template. You can
normally get the bulk of the work done via this procedure then refine your template by editing. Click the
Utilities icon (
) and select Generate Template to see:

In our example, we have decided to change the price of House Plants. We have allocated a Code to our
Template (this must be unique amongst Price Change Templates) and we have given the Template a
name.
To identify the products for your Template use
,
and/or Description
Filter. In our example, we have selected a Product Group – a Department would have done the job
just as well. The Description Filter could have been used to refine the choice. If the task had been to
reprice Bonsai plants only, for example, we would have entered Bonsai in the Description Filter.
Products sold in a particular Locations can be identified by ticking the checkbox ‘Sold at Location Only’ and
then
. Please bear in mind, however, that pricing may be working in Price Groups. If you set a
price for a POS Location in Price Group 1, for example, that price will also be effective in any other POS
Locations using Price Group 1.

These settings identify products to be added to the Template. In our example, 302 products were
added in about one minute without the need to key them in.
There is a second tab on the Generate Template form. Click More to define the level of detail required in
your Template display. You can also identify the Stockade Price Levels (see Price Levels for Sales on
page 5-8) to be included and you can set a percentage price change to be applied as the items are
added to the Template. Note that these settings can also be applied to the Template after it has been
created and you may find it helpful to do this at the later stage.
Once your settings are entered, click
may take a little time to complete.

and your Template will be created. Note that this process

Edit a Product Change Template
To edit an existing Template, highlight the Template in the browser and click
. The Template will
appear on screen and you can Add, Edit and Delete items by highlighting the product and clicking the
appropriate button. By changing to the Header tab, you can change the Template’s Code or Description
or you can enter notes about the Template. Other features which will be helpful include:
To Reposition an Item, highlight the product and click
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to move it up or down the list.
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Use Filter to narrow the list. To display Bonsai plants only in our House Plants Template we would
enter Bonsai in the Filter.
To Enter Price Changes by Hand you may wish to Customise your browser display first (click
Utilities
) so that all Price Levels are shown. You can then move to each Price field in turn and
enter your new value. You must move off the field for the new value to be accepted.
To Set up Multi-Product Price Changes, the first task is to select the products to be changed. If the
changes are to apply to all of the products in the Template, click Utilities (
) followed by Select All
and all the items will be highlighted. Alternatively, you can use the filter to display only some of your
items and Select All of those displayed. Finally, you can ‘cherry pick’ items from your list by holding
down the Ctrl key on your keyboard and single-clicking those required. The important principle,
though, is that your price changes will be applied to all selected items. Having identified the items,
click Utilities (
) followed by Modify Prices to see:

Your proposed change can be a Percentage or a fixed amount up or down (use minus for down). It
can also be a change to a new specified price. Click the scroll tab and select from Percentage; Value
Modifier or Absolute Value. The value for the change is to be entered in the box alongside. The
change will be applicable to any of the Price Levels ticked – untick the ones you don’t want.
When you click
Template screen.

, your changes will be applied to all items currently highlighted on the

Apply the Changes to your Data
At this point you have simply set up the changes to be made and saved them in a Template. You can
now use the Template to update your data at any time. Before applying the Template to the database, it
would be wise to take a Backup (see Backups are vital on page 1-2). To actually amend the data
requires one of three actions:
1. With the Template open, click the Header tab and select
.
2. With the Template open, click
and select Apply Template from the Utilities menu.
3. From the Price Changes Templates Browser, highlight the relevant Template and click
Important – when you do this, your data will be updated with ALL of the details in your Template, not just
those selected. If there are details you do not want applied, you should delete those items from the
Template before clicking on Apply.
A Final Word – having applied the changes to your data may not actually be the last act. If you are
using DPOS sales equipment you will need to include a PLU Update in a Batch Job to put the prices into
effect at the point of sale. This is no bad thing because it leaves you free to decide exactly when you
want the changes to be implemented.

6-10

Stockade version 2.7

Global Changes
The Stockade Global Changes feature is designed to allow the user to apply a modification to many records
without having to access each record individually. It is a powerful tool and its effects are not easily
reversible. You are strongly advised to take a Backup (see Backups are vital on page 1-2) before accessing
this procedure.
Click
or go to Maintenance/Products to access the Products browser.
Display Only the Relevant Data
This procedure applies specified changes to whatever data you have on your products browser at the
time. When the browser is opened, all products are displayed but your changes may be intended for only
some products rather than for the whole set. You can narrow down the data display by choosing only a
particular Product Group and/or by specifying a particular Supplier. You may be able to refine the display
further by using the Filter facility. The choice of POS Location may yield a suitable sample or you may be
able to attain your selection via the More button:

If all else fails, it may be worth assigning your required products to a temporary Group and selecting that
Group.
However you achieve it, it is essential that if you wish to apply Global Changes you arrange that ONLY
the relevant products appear in the Products Browser.
Only when you have taken a Backup and arranged your products should you click on
Browser and select Global Changes to see:

in the Products

will show you exactly which products will be the subjects of your changes. You
should check this first to ensure that the list of products matches your intentions.
The principle thereafter is that the four tabs – General, Stock, POS and Price Grid - display a range of the
fields available to be edited in Products. All of these fields are blank. If you leave a field blank, the
records will not be changed. Any field in which you enter a value will, when you click
, be copied
into the equivalent field for every product listed in
. Please bear in mind, however,
that pricing works in Price Groups. If you set a price for a POS Location in Price Group 1, for example,
that price will also be effective in any other POS Locations using Price Group 1.

Stockade version 2.7

6-11

7

OPERATIONS: PURCHASE ORDERS
Purchase Orders can be generated automatically in Stockade or they can be entered manually, often using a
saved list (a ‘template’) as a starting point. This chapter explains the various entry methods and describes how
you can easily check on outstanding or completed Orders.
You can access the Ordering procedure by selecting Orders and Receipts from the Procedures menu or by
clicking
from the Stockade main screen. This will give you the Purchase Orders Browser from which you
can click on New Order ( ) to open a new purchase order. Alternatively, you can go straight to New Order
by clicking
from the main screen.

The Order Header

Header details must be entered first for any Purchase Order. On choosing ‘New Order’, the screen will show
something like:

The Order date will show today's date by default but you may change it if necessary.
The Delivery Date will be printed on the Order. Click on the field then use the calendar to set the date.
The Stock location will be the location into which the goods are to be received. Stockade allows Orders
to be placed for any Location on your system and follows this through by charging the items to that
Location on receipt. To set the right Location, select from the drop-down list or use
to access the
location browser. A new Location can be added from here if required.
The supplier may be selected from your files in the same way as the location is identified. A supplier
can be added to your list if required. If an existing supplier is selected, Stockade will automatically bring
in any conditions such as discounts, minimum order levels and standing order numbers which have been
set up in the supplier record. If this does not include the expected Delivery Date, you may wish to enter
this at the top right-hand corner of the form.
Discount Terms and Minimum Order Level will be imported from the Supplier’s file (in
Maintenance/Suppliers) if any entry has been made there. Otherwise, values can be entered here or
the fields may be left blank.
The Order Reference offers three options:
If you leave it set to ‘auto-generate’, Stockade will automatically apply the next number in a series and
use that as a reference.
If a standing Order Number has been allocated to the Supplier and entered in their file (in
Maintenance/Suppliers) this will have appeared automatically on selecting the Supplier
You can key in an Order Reference
There are two Notes fields on the Order Header. Note to Supplier will print on the Order and will be
retained for use on subsequent Orders if required. The field named as just Notes is for internal use
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within your company. If you make a note here, it will appear on screen as part of the order tracking
process so it can be seen by colleagues.
When the header information is complete click on

.

Adding Items to Your Order
Having completed your Order header, the next screen will show:

You have selected your Supplier, given an Order Number and set up the detailed conditions for the Order,
the next task is to add the items that you wish to order. There are three ways to do this:
Adding Items Manually
You can add items to your Order one by one, selecting each item from your product list. There are times
when this manual procedure is the only way of doing the job but it is actually the most long-winded
method and should be avoided where possible.
To add an item to your Order, click on

. You will see something like:

This may look disconcerting but most of the fields will be completed as you select a product.
Click on
. Stockade will display the Product Lookup screen - a list of the products normally available
from this Supplier. Double-click the item required. If the item is not listed, this will be because it has not
been designated as coming from this Supplier. At the foot of the Product Lookup screen there is a scroll
bar:
. You can access these items by changing to their normal Supplier if
you know it or by going to All Suppliers at the top of the Supplier list.
Once your item has been double-clicked, Stockade will return you to the Edit Order Item screen where
you can enter the Quantity required. Note the field
to the right of Quantity.
Some items can be ordered in more than one unit – singly or in a case, for example. Select the correct
unit to ensure that you are ordering the right quantity – 5 x cases, for example rather than 5 x singles.
Note that if your Quantity is below the Minimum Order Quantity as specified in the Product file, the item
listing will be coloured pink when you get back to the Purchase Order screen.
The mid-section of the Edit Order Item screen gives information about the cost of the item. If you know
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that the price (Unit Cost) is not as shown, you can correct it. Pay particular attention to the tick box
labelled ‘Update System Cost’. The System Cost is the unit price as held in Stockade. If your current
purchase is a one-off – a special offer perhaps – you may not wish to update the system price and the
box should not be ticked. Note that not every User has the rights to update a price. If in doubt, check
with your system administrator.
The lower part of the Edit Order Item screen tells you the current stock position for the item. Quantities
are displayed in the units shown in the Unit field and information about Reorder Level etc. is taken from
the item’s entry in the Product file. The field ‘Recommended Quantity’ displays the quantity required to
increase stock of the product to Maximum as entered in the Product file. If your Order (which may be a
Minimum Order Quantity) will take the stock of the item over the Maximum set in the Product file, a
warning ‘Max Stock Warning’ will appear in red lettering. The purpose here is to give the user full
information in deciding what quantity to order.
When Quantity and Unit have been entered and other details checked, click on
to enter another
Product Code. When you have entered all required items, click on
to update your Order and
return to the Purchase Order screen.
Once your Order is complete, there is one more consideration before you close it. The Stockade
Template facility allows the user to save a list to the database and to recover it for re-use at any time.
This very simple idea is a major time saver for many busy users and it is particularly suited to the creation
of Purchase Orders. Consider the order list that you have just worked hard to assemble. Ask yourself
whether this list of items is likely to be needed again. If it is, it may be worth saving the list as a template.
The operation of templates is discussed below but if you wish to save the list, now is a good time to do it.
To save an Order as a Template, click on

(Utilities). You will see a drop-down menu:

Select ‘Save List to Template’, give your list an appropriate name (probably including the Supplier name)
and click
. You will now be able (see below) to retrieve it at any time and save yourself the effort
of manually recreating it.
Using an Order Template
As described above, you may have saved a previous Order as a Template – a sensible thing to do if you
have regular Orders which tend to be similar each time. To use a Template, enter the Order Header as
above but once into the Purchase Order screen click on
(Utilities) and select ‘Load List from
Template’. Click the required list. There are two tick boxes at the foot of the screen. If Merge with
current list is ticked, the template items, if they are different, will be added to any items already in your
Order. If Merge with current list is not ticked, any items already in your Order will be overwritten. You
may or may not want the Order quantities, if they have been saved with the Template, to be brought into
your new Order. It is often safer to start with zeroes and enter quantities for each item once they are in
your Order. The tick box Zero Quantities allows you to set this. When you have the correct list
highlighted and your two tick boxes set, click
and the list of items will appear in the body of your
Order.
At this point, you may need to amend your Order. If you need to alter the Order Header (bearing in mind
that details may have changed since the Template was saved) click on
(Edit Header Information).
You can delete an item by highlighting it and clicking on
or you can add an item as described in
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Adding Items Manually above. You can change details in a variety of ways:
For a Product Edit, highlight an item and click
To edit an item Order, highlight the item and click
To edit an item Unit, highlight the item and click the
on the unit field. If there are alternative units,
select on from the drop-down list.
To edit an item Order Quantity, highlight the item and click the Quantity field. Enter your new quantity.
To do this quickly for several items, start with the first one and use the down arrow key on your keyboard
to move to each item in turn.
To edit an item price, highlight the item and click the Unit Cost field. Enter your new price. To do this
quickly for several items, start with the first one and use the down arrow key on your keyboard to move to
each item in turn.
To change the order of items on your list highlight an item and use
to move it up or down.

Generate an Order Automatically
The third way to populate an Order is to have Stockade generate the list automatically. Enter the header
details as described above. When the empty Purchase Order appears on screen, click on (Generate
Automatic Reorder List). This will reveal something like:

Please take care with these settings – they will determine the items and quantities recommended by
Stockade and any errors in these could be critical. There are five categories of settings:
Products allows you to restrict the Order list. Clearly, you can use
to particular Groups.

to restrict the Order

Click on
if the supplier shown is not the one for whom this Order is intended OR if you
wish to order something from the current supplier which is not on their normal list (see Adding Items
Manually on page 7-2).
The tick box ‘Limit to Current Supplier’ should be ticked unless you intend to order from outside their
normal list.
Filter has four settings, each of which can further limit the ‘reach’ of the Order.
If you enter text into the box labelled Description Contains, Stockade will only include items whose
name includes that specific string of characters.
The term Sold at Location only refers to the point-of-sale settings for products. If the box is ticked,
Stockade will only include items which have been designated as being sold at the Location named in
the Order Header.
Suppress Products with Zero Calculated Quantities should normally be ticked. Its effect is to
remove items whose order quantity would be zero from your Order as it is finalised.
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Default Supplier Only means that included items will be restricted to products for which the selected
supplier is the default supplier.
List Order refers to the way items will be listed on your Order. You can have them laid out in Product
Groups if you wish and, within this, they can be sorted by code or by name. Select the boxes as
appropriate.
Quantities sets out the parameters by which Stockade will calculate your recommended Order
Quantities. There are two bases – either Min/Max stock levels or Order by Sales. Within these, the
program recognises that for each product there may be Stock in hand, a quantity already on Order and a
quantity which is in hand but which has been allocated for some specific purpose. You are asked to
specify which of these should be included in the calculation; the usual answers would be to include the
first two (by ticking the boxes) with the third option – the Allocated Stock – being very much dependent on
the nature of your particular operation. To the right of these tick boxes you are asked to indicate whether
fractional quantities should be rounded up or rounded down ie. should 3.4 units be taken as 3 or 4?
Min/Max Levels must be set up in the Product file where you specify for each item a stock quantity
below which the item must be reordered and a maximum stock which must not be exceeded. Using
these levels, Stockade will identify items where stock is below the reorder point and will suggest an
order quantity sufficient to take the stock to maximum.
For “Order by Sales”, Stockade will work out the average usage of each item over a specified time
and will calculate how much stock you will need to cover the coming period. For this to happen, you
first need to tick the box labelled Cover Required and then, in Number of Days Required, to enter
the number of days of business for which you wish to stock up. Having done this, you now need to
specify the basis on which Stockade is to work out the probable stock consumption. There is a field for
Base cover on sales, transfers out and productions in period: Click on this to see:

Select your preferred period and you will see that the dates in the fields immediately below will be
adjusted accordingly. Alternatively, you could simply enter dates directly into the fields – Stockade
can cope with either situation.
The clear implication of the above is that you will normally click on EITHER Min/Max Levels OR Cover
Required. Note that should you decide to select both, Stockade will calculate required stock for the
specified period but will limit the order quantity for any item such that maximum stock is not exceeded.
Import allows you to stipulate how your generated items will relate to any products that may already be
entered on your Order. To overwrite such items, tick Replace Current List. To retain existing entries
and add generated items, click on Merge with Current List. If you do this, you need to specify what to
do about quantities of merged items – tick one of the boxes below to indicate whether you wish to simply
accept the generated quantity (Replace Quantities in Current List) or whether Stockade should add
generated quantities to any Orders already listed (Add to Quantities in Current List).
The final option, Update Only (Do not add products), can be used if you wish to generate an Order for
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only a limited set of the Supplier’s products. To use this option, set up your required list either manually
or via a Template BEFORE you click on
to generate. Once
is clicked, set up your parameters as
described above but tick the box Update Only. Stockade will generate an Order but only for the items
that appeared on your initial list.
Once you click on
, the only way back if the Order is not as you expected is to cancel the Order
and start again. To avoid this situation, click on
. This will do exactly what you would
expect – it will allow you to examine the Order on screen. Closing Preview takes you back to your
settings and you can make changes if necessary. When you are satisfied that the Order is correct, click
on
to return to the Purchase Order screen.

Saving Your Order

There are two ways of saving your new Purchase Order – if the Order is complete and is to be issued, click
on
. There is an alternative available if you have an Order which you do not wish to issue
immediately, click on
.
When you put an Order on Hold, the details are saved to your database. Access to the Order is then
offered each time you go to create a new Order. On clicking
you will see something like:

To retrieve your Order, click on

and select from the list on the “Orders on Hold” screen.

When you finalise your Order, Stockade will check each line to ensure that the entry does not
contravene the conditions laid down for the item in the Supplier and Product files. If there is a conflict,
you will see a message describing the problem(s):

If you are happy to proceed with the Order despite the anomalies, click on
return you to the Order where you can make corrections.

. Clicking

will

Finalising the Order when all criteria have been met, still gives a Confirmation message but this is just to
give a final opportunity for checking before committing the Order.
The next step depends upon the rights of the User. In many cases, Stockade will classify the Order as
‘On Order’ and will move directly to the Print procedure as described below. If, however, the User does
NOT have rights to authorise an Order (this is set up under Tools/Users), the Order will be saved as
‘Pending’. This status will be converted to ‘On Order’ when the Order is authorised by a User who DOES
have the necessary rights.
Stockade version 2.7

7-6

To Authorise a ‘Pending’ Order, click
to access the Purchase Orders Browser, open the pending
Order and finalise it, checking the status in the Confirmation screen. If you do not wish to open the
Order, you can achieve the same result by selecting (not opening) the Order in the browser and clicking
.

Printing Your Order
Subject to your User status (see above), finalising your Order takes you automatically to the print option.
Your Order form is actually a Stockade report so you are moved to the Purchase Order Report Settings
where you will be able to select the Order report format (if you have more than one) and to modify the printer
settings if necessary. Once you are happy with the settings, click on
to print the Order. You will be
able to print further copies of the Order via Orders/Purchase Orders Browser/Utilities.

Tracking Your Orders
There may be occasions on which you need to check on Orders placed. Stockade provides for this through
the Purchase Orders Browser which is accessed via Procedures/Orders and Receipts or by clicking the
Orders icon
. The most common event for which this procedure is required is the booking in of goods
received so detailed use of the Purchase Orders Browser is described below in the chapter on Receiving
Goods.

7-7

Stockade version 2.7

8

OPERATIONS: RECEIVING GOODS
A key issue in Stock Control is the accurate recording of Goods Received. Stockade presents easy-to-use
procedures for this important function. Goods being delivered to your premises may have been pre-ordered
through Stockade or they may have been ordered verbally. In either case, to book the goods in you should
access Procedures/Orders and Receipts or click the
icon to display the Purchase Orders browser:

The Purchase Orders Browser
The function of the Purchase Orders Browser is to list orders generated in Stockade. The display could
include every Order processed but you can restrict them by use of the four drop-down boxes on the second
row of the toolbar:
and
allow you to select a single Location and/or a single Supplier so
you can look at Orders for just one area or just one Supplier or any combination of these.

allows you to choose from a set of date ranges. Click on the scroll tab to select from:

restricts the display of Orders by type. Click on the scroll tab to select from:
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Some meanings here are obvious. The others are:
Active and Pending – current outstanding Orders
Pending – awaiting authorisation
ENOD Received – Electronic Notice of Delivery received (EDI orders only)
Completed – goods received
Part Cancelled – some goods received. Rest of the Order cancelled

Receiving Goods Previously Ordered
Having set conditions as described above, your browser will now be showing a list of relevant Orders.
Highlight the one to be booked in and click
. You will see the screen Receive Purchase Order.
Enter the delivery date along with the delivery note number (in the field Delivery Ref.) and, if you have it, the
invoice number. You can update the Discount % if this is appropriate and you can add any notes that you
might like to see recorded on the Goods Received document.
Once these entries are complete, click

to move back to the original Order.

If the Delivery does not match the Order, you should (obviously!) check whether the variation is
acceptable and if it is, alter the listing on screen. You can do this simply by changing the value on screen or,
in the case of the Unit, by clicking the scroll tab and selecting the correct Unit from the drop-down box. If
you prefer it, click
on an item’s Description field to see something like:

From this screen you have a fuller view of the item entry and you can modify as required.
Note that you cannot ADD an item to a cleared Order. To do this, you need to put the additional
item(s) on a new receipt as described below.
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Receiving Goods without a Previous Order
If the delivered goods have not been ordered via Stockade there will, of course, be no record to work from.
The initial step is the same, however – take the menu route via Procedures/Orders and Receipts or to
click the
icon to display the Purchase Orders browser. From the Browser, click
. You will be
offered a chance to see any Receipts on hold (see below). If you click
on this, Stockade will display
the New Goods Receipt screen:

Enter the delivery date and choose the Supplier by clicking the tab and selecting from the drop-down list.
Enter the delivery note number (in the field Delivery Ref.) and, if you have it, the invoice number. You can
update the Discount % if this is appropriate and you can add any notes that you might like to see recorded
on the Goods Received document.
When these entries are complete, click
. Your next move is, in essence, to create a Stockade order
for the items. For this purpose, the software will now display the Goods Receipt screen which is identical to
the Purchase Order screen described in the previous chapter. For instructions on completing this screen
see
Adding Items to Your Order on page 7-2.

Saving Your Goods Receipt

There are two ways of saving your Goods Receipt – if the Receipt is complete and the goods are to be
booked in, click on
. If you do not wish to book the goods in at this time, click
.
When you put a Receipt on Hold, the details are saved to your database but the goods are not added
to stock. Access to the Receipt is then offered each time you go to enter a new Receipt.

When you finalise your Receipt, Stockade will offer a chance to check the date, Location and Supplier:

If you are happy to proceed with the Receipt, click on
and the goods will be booked in to the
Location. Click
to return to the Receipt where you can make corrections.
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Printouts from Your Receipt
Finalising your Receipt takes you automatically to the print option:

The Receipt Docket, the labels and the Order form are all Stockade reports so in each case you are moved
to the Report Settings where you will be able to select the required report format (if you have more than one)
and to modify the printer settings if necessary. Once you are happy with the settings, click on
to
print the selected document. Note that label printing requires that labels have been set up for products – no
labels will be printed for an item unless they have been properly specified in the product file. After printing
you will be returned to Receipt Utilities so you can print other options. To exit, click
.
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OPERATIONS: RETURNS TO SUPPLIERS
When goods are to be returned to suppliers, go to Procedures/Supplier Returns to see:

If Returns have been made previously, they will be listed here and can be viewed. Returns cannot be
deleted from this list.
Entering a Supplier Return
If this Return has not been previously recorded, select
to reveal:

from the toolbar at the top of the browser

Amend the date if necessary and use the scroll tabs to select the Stock Location from which the goods
are being returned and also the supplier. You can optionally enter a note to the supplier which will be
printed on the Returns Docket. The Notes section is for any internal comments.
For an entry which has been Put on Hold (see below), click on Utilities (
) and select Returns on Hold
and in Progress. In the next screen, a new Return form will, of course, be blank. Part-completed, the
form will resemble:

If you need to move to a new line, use the down arrow key on your keyboard. There are two ways to add
an item to the list:
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Click on
at the end of the Code field. This will produce a list of the products available from the
specified Supplier. Select an item from the list then use the scroll tabs to complete the remaining
fields:
The Reasons scroll bar will display the Reasons which have been set up in Tools/System
Options/Reasons under the Supplier Returns heading (see
Reasons for Stock Changes on page 4-5). Select the appropriate Reason for the Return. Note that it
is not possible to type in a Reason here so if none fit, select one anyway and put the Return on hold
(see below). You can come back to it later when the correct Reason has been added to the list in the
Tools menu.
There may be more than one Unit available for this product. Ensure that the correct one is showing
and enter the number of these Units being Returned in the Quantity field. The Unit Cost will have
been displayed automatically from the product entry in your database. If this is not right for this
transaction you can amend it.
Alternatively, you can click
field to see:

on the toolbar or open a blank line and click

in the Description

Click
to produce a list of the products available from the specified Supplier. Select the item
required and complete the remaining fields as necessary. They match the entries described above
except that you can enter Note 1 and Note 2 which will be printed on the Returns Docket.
Saving a Supplier Return
Having entered the current Returns, you may or may not wish to actually Finalise the document. Some
users prefer to send Returns details to suppliers periodically to reduce paperwork. Stockade provides a
useful feature for this purpose in that you can put the document On Hold for completion later. To do this,
click
. To recover a Returns document which has been Put on Hold, click on Utilities (
) and
select Returns on Hold and in Progress.
If your entry is ready to issue, click
. Details of the Return header will be displayed for checking
and also any discrepancies in your document – anything missing, for example. When you are sure the
document is correct, click
to confirm acceptance. You will be offered an opportunity to print a
Returns Docket:

You can Print now, or if you need the Docket later you can print it by clicking Utilities (
Supplier Returns Browser and selecting Print Returns.
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10 REQUISITIONS AND TRANSFERS
In a larger business environment, stock requisitions and transfers are the internal equivalent of Purchase
Orders and Goods Received. Whereas orders/receipts are external to the unit, requisitions and transfers
are concerned with the movement of goods internally. A Requisition is the internal Order. The Transfer
records the actual movement of goods between Locations.
This section of the manual covers both Requisitions and Transfers together because exactly the same
procedures apply to both. The only difference between the two in Stockade is that a Requisition creates a
record for goods to be transferred at a later date whilst entries in the Transfer screens record actual stock
movements. The screens used for the two procedures are identical. IN THIS CHAPTER PLEASE REGARD
ANY REFERENCE TO ‘REQUISITION’ AS ALSO APPLYING TO ‘TRANSFER’
Requisitions can be generated automatically in Stockade or they can be entered manually, often using a
saved list (a ‘template’) as a starting point. This chapter explains the various entry methods and describes
how you can easily check on outstanding or completed Requisitions.
You can access the Requisitions procedure by selecting Requisitions and Transfers from the Procedures
menu or by clicking
from the Stockade main toolbar. This will give you the Requisitions Browser from
which you can click on
to open a new requisition. Alternatively, you can go straight to New
Transfer by clicking
from the main screen.

The Requisition/Transfer Header

Header details must be entered first for any Requisition or Transfer. On choosing ‘New Requisition’ or New
Transfer, the screen will show something like:

The Order date will show today's date by default but you may change it if necessary.
The Delivery Date will be printed on the Requisition. Click on the field then use the calendar to set the
date. There will be no Delivery Date if this is a New Transfer.
The Source location will be the location from which the goods will be taken. To set the right Location,
select from the drop-down list or use
to access the location browser. A new Location can be added
from here if required.
The Target Location will be the Location into which the goods are to be received. Stockade allows
Requisitions to be placed for any Location on your system and follows this through by charging the items
to that Location on receipt. To set the right Location, select from the drop-down list or use
to access
the location browser. A new Location can be added from here if required.
The Requisition/Transfer Reference offers two options:
If you leave it set to ‘auto-generate’, Stockade will automatically apply the next number in a series and
use that as a reference. Or you can key in a Reference of your choice.
The Notes field is for internal use within your company. If you make a note here, it will appear on screen
as part of the Requisition tracking process so it can be seen by colleagues.
When the header information is complete click
.
Stockade version 2.7
10-1

Adding Items to Your Requisition/New Transfer
Having completed your header, the next screen will show:

You have selected your Source and Target Locations, given a Requisition Number and set up any relevant
notes. The next task is to add the items that you wish to Requisition. There are three ways to do this:
Adding Items Manually
You can add items to your Requisition one by one, selecting each item from your product list. There are
times when this manual procedure is the only way of doing the job but it is actually the most long-winded
method and should be avoided where possible.
To add an item to your Requisition, click on

. You will see something like:

This form contains very comprehensive information about the Transfer. Many of the fields will be
completed as you select a product.
Click on
. Stockade will display the Product browser - a list of the products on your database.
Double-click the item required. Stockade will now display the Edit Item screen where you can enter the
Quantity required. Note the Unit field to the right of Quantity. Some items come in more than one unit –
singly or in a case, for example. Select the correct unit to ensure that you are entering the right quantity
– 5 x cases, for example rather than 5 x singles.
Between these two fields is a box to enter the percentage oncost which is to be charged to the Target
Location. This value is a matter of local policy. Enter the agreed level – which may be 0 if your
organisation transfers goods between Locations at cost.
The second section of the Edit Item screen gives information about the cost to be charged to the Target
Location. If you know that the Unit Cost is not as shown, you can correct it. Note that not every user has
the rights to update a price. If in doubt, check with your system administrator.
The lower part of the Edit Item screen tells you the current stock positions for the item in both the Source
and the Target Locations. Quantities are displayed in the units shown in the Unit field and information
about Reorder Level etc. is taken from the item’s records in the Product database. The field
‘Recommended Quantity’ displays the quantity required to increase stock of the product to the Maximum
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for the Target Location. The purpose here is to give the user full information in deciding what quantity to
Requisition.
When Quantity and Unit have been entered and other details checked, click on
to enter another
Product Code. When you have entered all required items, click on
to update your Requisition
and return to the Stock Requisition or Stock Transfer screen.
Once your Requisition is complete, there is one more consideration before you close it. The Stockade
Template facility allows the user to save a list to the database and to recover it for re-use at any time.
This very simple idea is a major time saver for many busy users and it is particularly suited to the creation
of Requisitions and Transfers. Consider the Requisition list that you have just worked hard to assemble.
Ask yourself whether this list of items is likely to be needed again. If it is, it may be worth saving the list
as a template. The operation of templates is discussed below but if you wish to save the list, now is a
good time to do it.
To save a Requisition as a Template, click on

(Utilities). You will see a drop-down menu:

Select ‘Save List to Template’, give your list an appropriate name and click
. You will now be
able (see below) to retrieve it at any time and save yourself the effort of manually recreating it.
Using a Requisition Template
As described above, you may have saved a previous Requisition as a Template – a sensible thing to do if
you have regular Requisition s which tend to be similar each time. To use a Template, enter the
Requisition Header as above but once into the Stock Requisition screen click on
(Utilities) and select
‘Load List from Template’. Click the required list. There are two tick boxes at the foot of the screen. If
Merge with current list is ticked, the template items, if they are different, will be added to any items
already in your Requisition. If Merge with current list is not ticked, any items already in your Requisition
will be overwritten. You may or may not want the Requisition quantities, if they have been saved with the
Template, to be brought into your new Requisition. It is often safer to start with zeroes and enter
quantities for each item. The tick box Zero Quantities allows you to set this. When you have the correct
list highlighted and your two tick boxes set, click
and the list of items will appear in the body of
your Requisition.
At this point, you may need to amend your Requisition. If you need to alter the Requisition Header
(bearing in mind that details may have changed since the Template was saved) click on
(Edit Header
Information). In the body of the Requisition, you can delete an item by highlighting it and clicking on
or you can add an item as described in Adding Items Manually above. You can change details in
a variety of ways:
For a Product Edit, highlight an item and click
To edit an item Unit, highlight the item and click the
on the unit field. If there are alternative units,
select on from the drop-down list.
To edit an item Quantity, highlight the item and click the Quantity field. Enter your new quantity. To do
this quickly for several items, start with the first one and use the down arrow key on your keyboard to
move to each item in turn.
To edit an item price, highlight the item and click the Unit Cost field. Enter your new price. To do this
quickly for several items, start with the first one and use the down arrow key on your keyboard to move to
each item in turn.
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To change the order of items on your list highlight an item and use

to move it up or down.

Generate a Requisition Automatically
The third way to populate a Requisition is to have Stockade generate the list automatically. Enter the
header details as described above. When the empty Requisition appears on screen, click on
(Generate Automatic Reorder List). This will reveal something like:

Please take care with these settings – they will determine the items and quantities recommended by
Stockade and any errors in these could be critical. There are five categories of settings:
Products allows you to restrict the Requisition list. Clearly, you can use
to restrict the
Requisition to particular Groups. You can use
to restrict the Requisition to particular
suppliers.
Filter has three settings, each of which can further limit the ‘reach’ of the Requisition.
If you enter text into the box labelled Description Contains, Stockade will only include items whose
name includes that specific string of characters.
The term Sold at Location only refers to the point-of-sale settings for products. If the box is ticked,
Stockade will only include items which have been designated as being sold at the Target Location
named in the Requisition Header.
Suppress Products with Zero Calculated Quantities should normally be ticked. Its effect is to
remove items whose recommended quantity would be zero from your Requisition as it is finalised.
List Order refers to the way items will be listed on your Requisition. You can have them laid out in
Product Groups if you wish and, within this, they can be sorted by code or by name. Select the boxes as
appropriate.
Quantities sets out the parameters by which Stockade will calculate recommended Requisition
Quantities. There are two bases – either Min/Max stock levels or Requisition by Sales. Within these, the
program recognises that for each product there may be Stock in hand, a quantity already on Order and a
quantity which is in hand but which has been allocated for some specific purpose. You are asked to
specify which of these should be included in the calculation; the usual answers would be to include the
first two (by ticking the boxes) with the third option – the Allocated Stock – being very much dependent on
the nature of your particular operation. To the right of these tick boxes you are asked to indicate whether
fractional quantities should be rounded up or rounded down ie. should 3.4 units be taken as 3 or 4?
Min/Max Levels must be set up in the Product file where you specify for each item in each Location a
stock quantity below which the item must be reordered and a maximum stock which should not be
exceeded. Using these levels, Stockade will identify items where stock is below the reorder point and will
suggest a Requisition quantity sufficient to take the stock to maximum.
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For “Requisition by Sales”, Stockade will work out the average usage of each item over a specified
time and will calculate how much stock you will need to cover the coming period. For this to happen, you
first need to tick the box labelled Cover Required and then, in Number of Days Required, to enter the
number of days of business for which you wish to stock up. Having done this, you now need to specify
the basis on which Stockade is to work out the probable stock consumption. There is a field for Base
cover on sales, transfers out and productions in period: Click on this to see:

Select your preferred period and you will see that the dates in the fields immediately below will be
adjusted accordingly. Alternatively, you could simply enter dates directly into the fields – Stockade can
cope with either situation.
The clear implication of the above is that you will normally click on EITHER Min/Max Levels OR Cover
Required. Note that should you decide to select both, Stockade will calculate required stock for the
specified period but will limit the quantity for any item such that maximum stock is not exceeded.
Import allows you to stipulate how your generated items will affect any products that may already be
entered on your Requisition. To overwrite such items, tick Replace Current List. To retain existing
entries and add generated items, click on Merge with Current List. If you do this, you need to specify
what to do about quantities of merged items – tick one of the boxes below to indicate whether you wish to
simply accept the generated quantity (Replace Quantities in Current List) or whether Stockade should
add generated quantities to any items already listed (Add to Quantities in Current List).
The final option, Update Only (Do not add products), can be used if you wish to generate a Requisition
for only a limited set of products. To use this option, set up your required list either manually or via a
Template BEFORE you click on
to generate. Once
is clicked, set up your parameters as described
above but tick the box Update Only. Stockade will generate a Requisition but only for the items that
appeared on your initial list.
Once you click
, the only way back if the Requisition is not as you expected is to cancel the
Requisition and start again. To avoid this situation, click on
. This will do exactly what you
would expect – it will allow you to examine the Requisition on screen. Closing Preview takes you back to
your settings and you can make changes if necessary. When you are satisfied that the Requisition is
correct, click on
to return to the Stock Requisition screen.
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Saving Your Requisition

There are two ways of saving your new Requisition – if the Requisition is complete and is to be issued, click
on
. There is an alternative available if you have a Requisition which you do not wish to issue
immediately, click on
.
When you put a Requisition on Hold, the details are saved to your database. Access to the
Requisition is then offered each time you go to create a new Requisition. On clicking
you will
see something like:

To retrieve your Requisition, click on
and select from the list on the “Requisitions on Hold” screen.
When you finalise your Requisition, Stockade will check it to ensure that the entry does not contravene
the conditions laid down. If there is a conflict, you will see a message describing the problem(s):

If you are happy to proceed with the Requisition despite any anomalies, click on
will return you to the Requisition where you can make corrections.

. Clicking

Finalising the Requisition when all criteria have been met, still gives a Confirmation message but this is
just to give a final opportunity for checking before committing the Requisition.

Printing Your Requisition
Finalising your Requisition takes you automatically to the print option. Your Requisition form is actually a
Stockade report so you are moved to the Requisition Docket Report Settings where you will be able to select
the Docket report format (if you have more than one) and to modify the printer settings if necessary. Once
you are happy with the settings, click on
to print the Docket. You will be able to print further copies
of the Requisition via the Utilities (
) option in the Requisitions browser.

Tracking Your Requisitions
You may need to check on Requisitions placed, perhaps to arrange the Transfers. Stockade provides for
this through the Requisitions Browser which is accessed via Procedures/Requisitions and Transfers or by
clicking the Transfers icon ( ) on the main toolbar.

10-6

Stockade version 2.7

Recording a Transfer
A Transfer can be either the delivery of a Requisition or a new Transfer. A new Transfer (click
on the
main toolbar) allows you to enter details of the Transfer as described above. To retrieve a Requisition,
access the Requisitions browser by clicking
on the main toolbar. Highlight the Requisition on the list and
click
. The Requisition header will be displayed followed by the details which may be edited at this
point. From here, the transaction may be Put on Hold via
(see Saving Your Requisition on page
10-6) or Finalised via
. If you Finalise, Stockade will display the date and the Locations involved for
one last check. On confirmation, the Transfer print options will appear:

Print Transfer prints a Transfer Docket and Print Requisition prints a Requisition Docket. These two
reports are identical in the standard Stockade files but you may choose to develop your own reports (see
Modifying a Report Layout on page 1-11) so layouts could vary in your business.
Print Labels is applicable only if your products have been set up for labels. Please refer to Labels –
Sales and Shelf Edge on page 5-19 for a full description.
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11 OPERATIONS: STOCKTAKING
The essence of stock control is that Stockade, using entries for goods in, goods out and goods sold maintains a
calculation for each item as to how much of it should be in stock in each location. This is then matched against
stock counts (stocktakes) and variance reports show any differences between the calculated stock and the
actual quantities. These differences should be investigated to find out how they occurred and to take appropriate
remedial action. The system accepts the entered stocktake quantities and the cycle starts again.

Using the Stocktake Facility

Set up Stocktake Templates

Print Stocktake Worksheet

Count stock. Complete worksheet

Enter quantities (use worksheet)

Print Stock in Hand

Print Variance Report. Evaluate.

Before Doing Stocktakes
Define items as Stockholding or Not
The question of whether an item is to be held as stock in a particular location is crucial. In some
instances goods issued to a location are deemed to have been consumed and should not be stockheld.
There is little point in having the system build up massive hypothetical stocks of an item which is
continually being received in a location and is never transferred out, sold or otherwise written off.
The overall default condition for stockholding of items in any area is determined by the area's set up in
Maintenance/Stock Locations but this can be varied for the individual commodity within
Maintenance/Product/Stock. Any item may be stockheld in any location regardless of the default
condition but the principle is that stockholding should be set to ON (i.e. Stock in Hand details should be
maintained) only where stocktakes will be taken. This would normally only be where stock both enters
and leaves (via Sales or Transfers) a Location and where the balance in hand needs to be checked
and/or valued.
Important: Conditions for a Stockade Stocktake
There are two conditions that must be borne in mind when organising your Stocktakes in Stockade.
The first is that you can only stocktake an item once on any day. Note, however, that you can enter
11-1
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some data for an item and then put the stocktake on hold – the rule only applies when the stocktake has
been finalised.
The second condition is that a stocktake is always deemed to be the LAST transaction of the day. There
is a potential problem with stocktakes in that you need to be very clear which deliveries, which transfers
and which sales are to be included in the software’s stock in hand calculations. The Stockade software
has been written such that transactions from the day of the stocktake are taken as having occurred
BEFORE the stocktake and are, therefore included.
Setting Up a Stocktake Template (for manual stocktake)
It is not essential to have a Template for a Stocktake but the facility is particularly useful for stocktakes to
be carried out by hand (ie. not using a Datasym handheld unit). Lists can be set up for each location
showing the items stocked in the order in which they are held on the shelves. The list may be
generated automatically (see below) or entered into your computer manually. It can then be used to
produce a worksheet; saved to disk as a template and recalled later for the inputting of stock quantities.
If you are building your list manually, begin by physically visiting each storage area and making a note
of items held there. Back at the computer, select New Stocktake, accept today’s date and choose the
appropriate Location from the list on screen. Enter items into the Stocktake screen as described below
but do not, at this stage, enter any quantities. When your list is complete, save it (via
) as a
Stocktake template. The template can subsequently be recalled each time a stocktake is done in the
location and will allow quantities to be entered without having to key in the items every time. The
template will also provide the basis for the stocktake worksheet as described in the next section. To find
out more about Templates please refer to the appropriate sections in “Using Templates in Stockade” in
the chapter headed “Stockade Standard Operating Routines.”
Stockade can generate a list automatically. Click

and select Generate List. You will see:

The buttons in the Products section (top left) allow you to limit the list to certain Product Groups or to
products from certain Suppliers.
Filter lets you limit the list to products whose name contains a particular string of characters or to just
those items sold at a particular Location.
On the right hand side of the screen, List Order allows you to set up the order in which your generated
list will appear. Tick Group by Product Group if you want the information to be grouped – leave the tick
box blank if you don’t. Tick either Sort by Code or Sort by Description to set up the order in which the
items will be presented on screen. If you maintain Bin Numbers in your Product records, Sort by Bin
Location can be extremely useful. Depending on how your numbers are organised, this option could
give you a list in shelf order.
The Import options determine what happens if you have already added some items before selecting
Generate List. The choice is either to lose your existing items (tick Replace Current List) or to add the
generated items to what you already have (tick Merge with Current List).
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Finally, the Quantities fields allow you to specify whether the Quantity entry for each product on the list
should be left blank or whether Stockade should populate it with a zero. This will be significant when you
come to enter data for the Stocktake.
Having entered your settings you may wish to click on
which will show you the outcome on
screen. When you are confident that your settings are right, click on
to generate your list.
Print Stocktake Worksheet
Stockade will produce formatted lists which can be used to take around a location, entering the amount of
stock of the various items. Make sure that you have the correct list of items on the screen (select the
location then retrieve the appropriate template); choose
and select Print Worksheet. Stockade will
produce a document something like:

The stocktaker can now take the Worksheet to the location; enter the quantities for each item and bring it
back to be used in inputting the data. The advantage of this is not only that it eases the job of the
stocktaker but the template can be retrieved again for the input and everything is there already in exactly
the right order!

Inputting Stocktake Data (Manual Stocktake)
Select

and choose date and location.

If you have prepared a template, click
and select Load List from Template. If you are inputting
from a Stocktake Worksheet, load the template associated with the Worksheet.
In loading a Template you may find it best to ensure that "Zero quantities" is checked - it is usually
better with a Stocktake to begin with all values set to zero and to make a deliberate entry for every item.
Note, however, that in this situation you must make an entry for EVERY item. Zero is a valid value in a
stocktake – it will tell the system that you have no stock of the item.
If you haven’t got a template and cannot generate a list, click
in the code field of the first item line in
the Stocktake screen. This will access the Product Lookup browser. If appropriate, you can narrow the
list by using the Filter or the Supplier field. Select an item from the list (double click it or highlight it and
click on
). The product will be added to your stocktake list. Use the down arrow key on your
keyboard to open a new line and repeat the process to add further items.
Whichever option is adopted for adding the items, the products will now be on screen and you need to enter
the amount of each from your stocktake. Click on the QUANTITY field of the first item and key in the
number of that item that you have in stock. Be sure that the unit you are entering matches the unit shown in
the field to the left of the quantity. If it does not, click on the UNIT field and select the correct unit from the
drop-down box.
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If your Stocktake for the item includes more than one Unit, double click the item or click on
something like:

to see

Here you can enter quantities in any or all of the available Units for the product. On completion, click
and Stockade will return you to the Stocktake screen. Stockade will have done any necessary
calculations and the quantity entered will be displayed in the units stipulated on screen.
To move to the Quantity field for your second item, use the down arrow key on your keyboard. Carry on
in this way to enter the quantity for each item. Note that if the Quantity field for an item is left blank the
item will be treated as NOT having been stocktaked. If 0 appears in the Quantity field, Stockade accepts
that the item HAS been stocktaked and the stock in hand is zero. Should you happen to go a line too far
in entering figures and finish up with a value on a line with no product (easily done if you are working
quickly!) Stockade will return an error. You can usually correct the situation by clicking to cancel the
offending line.

Inputting Stocktake Data Using the Denso Handheld Terminal
Using the Denso Handheld Terminal for your stocktakes has significant advantages. It is much quicker,
particularly if you are using its barcode scanning features, and is less prone to human error. It also leaves your
main Stockade terminal free whilst the stocktake is carried out.
Full details of how to use the Denso are to be found in USING THE DENSO HANDHELD TERMINAL on
page 13-1

Entering a Stocktake over Several Sessions
In other aspects of Purchasing and Stock Control, the user is inputting from a single document in a single
session. In some establishments, the Stocktake situation is not like this. You may have several colleagues,
each with their own Worksheet, submitting data for the Stocktake. Data entry in these circumstances may
be spread over several sessions.
To use this, complete the entry for your first worksheet (or first handheld unit) but do not finalise. Exit by
clicking
. The stocktake will be saved to your database but the values will not be applied to your
products. You can retrieve the stocktake to make further entries by clicking on
. If there is a stocktake
on hold you can select from something like:
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Finalise Stocktake
Once your entries are complete, click on
. This will first offer a chance for you to confirm that the data
really is as intended. Please consider this carefully – you will avoid some inconvenience if there is an error
and you spot it at this point. On confirmation, Stockade will save your stocktake, writing the new values into
the Stock on Hand records.

Print Stocktake Report
Finalising your Stocktake takes you automatically to the print option where you will see something like:

Group By may be left as “None” or can be set to “Product Group” or “Bin Location” – simply click on the
scroll tab and select from the drop-down box.
Order By offers five options in a drop-down box:
Item Order will format the report exactly as the items appeared on the original Purchase Order.
Product Code lays the items out in code order
Product Description lays the items out in alphabetical order
Variance is the difference between the calculated stock in hand (as held on the PC) and the actual
stock in hand (as entered in your new stocktake). As such, it represents the “bottom line” of the stock
control system – the larger the variance, the greater the discrepancy to be explained. Variance Value
and Variance % will present your report with the largest Variances at the top so you can see at a
glance where any problems might lie.
Costing Method allows you to select how your items are to be valued:
Replacement Cost accepts the latest price paid (unless the user has specifically denied it) as being
the system price for the item. This price is then used as the unit cost in the stock calculations.
Average Cost (AVCO) is based on the cost and quantity of all your purchases of an item ever entered
in Stockade. Unit cost is calculated by dividing total cost by total number of units purchased.
First In First Out (FIFO) assumes that your oldest stock has always been used/sold/issued first.
Stockade has recorded the cost price of each unit purchased and bases its valuation of the stock in
hand on the assumption that this quantity is made up of the most recent purchases. Unit cost is then
calculated by dividing this value by the number of units in stock.
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Once these choices are made, you can select the required report format (if you have more than one) or modify
the printer settings if necessary. With this done, click on
to print the document which will resemble:

Here, you have three items whose stock appears to be short and one (item 7) where you have more stock
than Stockade calculated. These discrepancies need to be investigated.

Stock Adjustments
There are occasions in every business when stock in hand of an item needs to be adjusted. They should be
infrequent but when they occur it may be better to make the adjustment knowingly than to wait until it turns
up as a variance in a stocktake.
Inputting Adjustment Data
Inputting an Adjustment is exactly the same as inputting a Stocktake. The screen headings and the
final report title say ‘Adjustment’ rather than ‘Stocktake’ and you are required to select a Reason (see
Reasons for Stock Changes on page 4-5) for each item on the list but otherwise, all you are doing is
entering a new stock in hand quantity for each item. Stockade will make the necessary changes once the
Adjustment has been finalised. Please see above under Stocktake for a full explanation of the data
entry facilities and procedure.
The Stock Adjustment Report will resemble:
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12 OPERATIONS: LINKS WITH DPOS
DPOS (short for Datasym.pos) is Datasym’s point-of-sale software. If you have DPOS in place, Stockade
can be used to maintain its set up and its base data. Transactions can be imported from DPOS and used to
decrement stocks as part of the Stock Control procedure and clear and informative sales reporting is
available from Stockade.

Batch Jobs – Stockade/DPOS Communications

Communications between Stockade and DPOS are effected by means of Batch Jobs. Within these jobs,
you can specify what data Stockade is to export to DPOS for use at point of sale terminals and also what
DPOS will transmit to Stockade – mainly sales data but often including other aspects. Once a Batch Job
has been set up, it can be run at will either immediately via the
icon or at preset times in the future via
.
The creation and use of Batch Jobs is fundamental to Stockade’s communications and needs to be fully
understood by all Stockade users.
The Batch Jobs Browser is a list of all the Batch Jobs set up on your system. It can be accessed via the
Procedures menu or by clicking
on the toolbar. You will see something like:

Setting Up a Batch Job
To set up a new batch job, click

. You will see something like:

In the Description field, enter a name for the Job. Perhaps something like DAILY UPDATE or SEND
PLUs – anything which will identify the Job.
The Active checkbox would normally be ticked. Untick it if you do not want the Job to be used at the
moment.
12-1

Stockade version 2.7

Local Computer Name is significant. If a name is entered here, this Batch Job can only be run on the
named computer. This is useful security but note that if the field is left blank, the job can be run from any
machine on your network.
Select Locations will reveal a list of the POS Locations on your system. The usual procedure would be
to set up a separate Job for each Location even where the Jobs are similar so you would normally select
a single Location at this point.
Backup Database may be ticked to include a data backup in the procedure. Data will be backed up to
the folder specified in Tools/System Options/System as described in Backups are vital on page 1-2.
Product Changes Templates allows you to select from a list of your Templates (see Product Changes
on page 6-8). Those selected will be actioned each time the Job is run.
Export POS Transaction Log will create a CSV file of the POS Transaction Log (containing records of
all activities at POS terminals) each time the Job is run. The advantage of this is that a CSV (Comma
Separated Variable) file is a standard format which can be imported into many other software packages
including Microsoft Excel. To use this facility you will need to tick the checkbox and also set up the
Export via
. Clicking the button will reveal:

In the Date Range area, you can choose to set up a fixed date range – click the scroll button on the
Range field to see the options – or you can use a System Link to identify the procedure. If you opt for
the System Link, all you have to do is invent a name for the Link (we’ve used ‘Datasym Test’ in the
example above) and Stockade will sort out the dates, ensuring that you have a correct update to the
file each time the Job is run.
Locations may be selected via the button.
Under File you should identify the name of the file to be created and the path to the folder in which the
file is to be held. You can browse your system by clicking
. There is no constraint here because
the file plays no part in Stockade. Simply put the file wherever is most suitable for you. The file will
be created the first time the Job is run.
You need to click one of the options under If File Exists. Append to File will add each new export to
the existing file. Selecting Overwrite will mean that the file is completely replaced each time and any
previous data will be lost.
When your settings are complete, save them by clicking
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Move to the POS Actions tab for further options. You will see:

Import from POS Actions specifies what will be brought into Stockade from the Point of Sale system.
Import PLUs and Import Buttons would not normally be ticked unless you have a working DPOS
system and a brand new Stockade. In this situation these options are invaluable - they can save
hours of data entry in setting up the blank Stockade.
Import Transaction Log usually is ticked so as to bring in a record of all transactions (including
sales) from your DPOS system.
Export to POS Actions allows you to select what will be sent from Stockade to your DPOS system when
the Batch Job is run. Tick the boxes to indicate the actions you wish to implement:
Cashiers, Departments, PLUs and Customers can all be set up in Stockade and sent to DPOS via
a Batch Job. In the case of PLUs and Customers there are options – click the scroll buttons and
select the ones you want. The Purge option under each of these four headings should only be ticked
if you want the relevant data to be deleted from DPOS and replaced with what you are sending from
Stockade. Normally, there is no need for this.
Promotions will be sent to DPOS if the box is ticked.
Buttons will only need to be sent if there has been some revision.
The tab for Head Office Actions will set up communications between the copy of Stockade at Head
Office and copies of Stockade at your satellite units. Before attempting this you need to have installed a
Satellite folder on your system, identified the path to the folder in Tools/Local Options/Head Office and
set up the satellites in Maintenance/Satellite Systems. On clicking the tab you will see something like:

Click on
Job.
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to see a list of your satellites and identify the ones to be involved in this Batch
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Tick the box for Import Transaction Data if you wish this to happen when the Batch Job is run.
Export to Satellites offers five options on the drop-down menu:
· You can select NO and send nothing to the satellite
· ALL will send the entire product file to the satellite
· UPDATED will send only those products which have changed since the last communication
· PRICE CHANGES sends only those whose price has changed
· NEW sends new products only
The tab for Sage Link sets up your link to Sage accounting software. The basic configuration can be
done from here or may have already been entered at Tools/Local Options/Sage Link. Clicking the tab
will reveal:

If your link to Sage has not already been configured you should first click
this procedure. You will see:

to go through

Use the scroll bar to select your Sage Version. The current choices are Line 50 versions 11 and 12.
Click
to browse for the Sage data folder for the relevant company. Note that Sage may have
several company data folders.
Enter a User Name and Password for the Sage user who will be handling the communications.
At this point, click
. Stockade will use the folder path, user name and password that you
have just set up to check that the installation actually works. If it fails, then one or more of those three
options has been wrongly entered.
Stockade version 2.7
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The lower part of this form deals with the question of how the exports to Sage are to be
structured.
Batch Customer Invoices will always be ticked in this version of Stockade. The effect of this is to
send nominal code, tax code and net total for each transaction from Stockade to Sage.
Export Cash Transactions to Bank Account requires the Sage nominal code for the Bank account
to which cash transactions are assigned. Within Sage, values from this account will be transferred to
the company Current Account as the cash is banked.
Export Payments with Tax Code allows the user to stipulate the Sage Tax Code to be assigned to
transactions as they are transferred to Sage. Note that this version of Stockade permits only one
code so all transactions will be taken at the same level of VAT.
Account Sales Details Field Format configures the invoice descriptions to be used as Sage bills are
sent to account customers. The Sage invoice number is limited to 5 characters and should, in any
event, be retained as part of the Sage invoice numbering sequence. The invoice description field
(which would normally hold product names) is therefore used to show details of the imported
transaction. You can configure this in two ways:
1. Click
to install the default settings. These would give DPOS/Stockade transaction
number, the time of the transaction, a generic description of the transaction and the code for
the POS Location in which the transaction occurred. You can see this setup displayed in the
box as
. In the example given below the box, the transaction
number 0001/01/000001 indicates that the DPOS Branch was 0001, the transaction took
place on DPOS terminal 01 and it was transaction number 000001 at that terminal. The time
of the transaction was 15:37. It was a DPOS transaction and it occurred at POS Location 1.
All this information allows for the exact pinpointing of the transaction in the event of a query.
2. If this format does not cover your requirements, you can set up your own structure by
selecting from the Allowed Field Indicators. Simply clear the default entries from the Field
Format box and insert your own by clicking on your preferred selection.
Click
to save your Sage setup and return to the main Sage Link screen where there are three
settings to be made:
Synchronise Customers, if ticked, means that Customer Accounts data will be exchanged between
Stockade and Sage so that all the accounts will be identical on the two systems. This is clearly a
useful procedure and would normally be invoked in businesses with account customers. Please note,
however, that the synchronisation process means that if you wish to delete a customer account, it will
have to be deleted on both systems – otherwise, the undeleted records will be restored on every
communication.
Export Sales Data to Line 50 should be ticked if this function is required.
Set Last Export Time is strictly an EMERGENCY procedure and must be handled with great care.
The aim here is to provide a recovery routine in the event of a loss of data in Sage. If you click on the
button, you will be asked to stipulate a date and time. When you enter these and click
,
Stockade will re-export to Sage all transactions since that date and time. This will only be of value
where Sage has, for some reason, lost these transactions or you have had to delete them. If the
transactions were still in Sage, the procedure would double them up and chaos would ensue.
PLEASE BE VERY CAREFUL.

The tab for Access Accounts Link sets up your link to Access accounting software. The basic
configuration can be done from here or may have already been entered at Tools/Local Options/Access
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Accounts Link. Clicking the tab will reveal:

If your link to Access has not already been configured you should first click
this procedure. You will see:

to go through

Use
to browse your system and locate the Access Data File. The file name is Datasym.mdb and
it may need to be copied to your machine from the Stockade CD.
Once this has been done, click
. Stockade will use the folder path that you have just set
up to check that the installation actually works. If it fails, then the path has been wrongly entered.
Export Cash Transactions to Account Code simply requires the relevant Access Account code to
be entered.

Running a Batch Job Manually
Having set up your Batch Job, you can run it at any time. Click
on the toolbar or select Batch Jobs
from the Procedures menu to see a list of the Batch Jobs on your system:
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Highlight the Job you wish to run - you can click
if you need to remind yourself of what the Job
covers or you wish to make changes. When you are satisfied that the Job is as required, click
.
The Job will be carried out and you will be offered the chance to examine the Batch Job Log which will
normally show you that the Job was carried out successfully. If there has been a problem, the Batch Job
Log will indicate the nature of the problem.

Running a Batch Job through a Schedule
Note that neither the Stockade PC nor the DPOS master terminal need to be running the software for the
scheduled Job to take place. They do, however, have to be switched on with Windows running.
Load the Batch Job Browser as shown above. Select (highlight) the relevant Batch Job and click
to set one or more schedules for that Job. You will see something like:

On the Task page, Stockade will complete the fields labelled Run (tells Windows Scheduler which file to
run) and Start In (tells Windows Scheduler where to find the file).
You need to click

and enter your PC password to authorise the schedule.

Run only if logged on, the checkbox at the foot of the screen, will, if ticked, prevent the operation if
you are not the current user of the PC.
Enabled (scheduled task runs at specified time) will normally be ticked, allowing the Job to go
ahead. Untick it if you wish to suspend the schedule without actually deleting it. The Job will not
operate until this box is ticked again
Click the tab to open the Schedule page:

Click the scroll tab on Schedule Task to select an appropriate interval from the drop-down list – daily,
weekly etc. Alternatively, move to Schedule Task Daily in the lower box and enter the required
interval as a number of days.
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Set a Start Time for the procedure and click

to reveal:

This screen allows you to set some conditions for the Schedule. In the upper part, you can set a Start
Date and, if you wish, an (optional) End Date.
Below this are details of how the task is to be handled if, for some reason, it cannot operate
immediately on schedule. In our example above we have instructed Windows Scheduler that if
initialisation is not successful it should Repeat the task (i.e. retry) every 10 minutes. We could have
clicked on Time and set a time when the attempts would stop but we have chosen to click on
Duration. We have set the Scheduler to continue retrying for 11 hours. We had said (see above) that
the Task should begin at 21:00 so, adding the 11 hours, the system will continue to try at 10 minute
intervals until 08:00 when it will give up.
The final checkbox – If the Task is still running, stop it at this time – should be ticked if the
continuation of the Batch Job would interfere with, for example, the opening of business for the day.
The conditions entered under the
button will now appear at the head of the Schedule Page.
There is one last checkbox on the Schedule Page – at the foot of the page you have Show Multiple
Schedules. It is possible in Stockade to have several Schedules for the same Batch Job. You might,
for example, Import Transaction Log (which includes Sales) daily at the end of business but on
Saturday you might want an interim Import at lunchtime. Check the box beside Show Multiple
Schedules and the upper part of the form will change:

You can now add further Schedules. Click
just once. In the scroll box you will see a new entry
numbered 2 with (probably inappropriate) timings which come from the Windows Scheduler defaults:
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The times shown are almost certainly not what you want so you can reconfigure them by setting up
Schedule Task, Start Time and
as described above. As these entries are completed, the
display will change. In our example about the Saturday lunchtime import the Schedule will become:

The Settings Tab in the Batch Job Scheduler enables the setting up of operating conditions for the
Schedule. Click the tab to see something like:

This screen is in three parts:
Schedule Task Completed offers to tidy up by deleting the Task if it is not scheduled to be run again.
You can also set a time limit on the task. If you know the maximum likely duration of the run would
be about two hours you might conclude that if it runs longer than three hours, something must be
wrong so you can set this as a limit.
Idle Time sets conditions for the Task in relation to any other work the machine might be doing. You
may wish to insist that the Task should only run if the PC is idle or that the Task should be abandoned
if another job starts.
Power Management will be dependent upon the particular machine in use. If it has battery power, it
may well be a good idea not to begin, or not to continue, a demanding Task which is likely to drain the
batteries. Many PCs have Power Management systems which shut down some or all components if
the machine has been idle for a specified time. If your PC is configured like this, tick the box so that
Windows Scheduler will ‘wake’ the computer to carry out the task.
When the relevant entries have been completed under all three tabs, click
to activate the
Schedule. Note that neither the Stockade PC nor the DPOS master terminal need to be running the
software for the scheduled Batch Job to be run. They do, however, have to be switched on with
Windows running.
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Real Time Sales
Datasym software can integrate Stockade with Datasym.pos (DPOS) on a Real-Time basis. With this in
place, sales can be monitored by Location or even by individual Terminal as they happen. Any updates to
the database - new products or price changes for example – will be transferred almost instantly to the DPOS
terminals at point-of-sale. The necessary linkages are all present in the standard Stockade – the feature just
needs installing.
Setting up the Transaction Server
The interface between Stockade and DPOS is provided by a program called SDPOSTS.exe which is to
be found on your Datasym CD. This file needs to be copied on to your system, preferably to the machine
where Stockade is installed but any machine will suffice so long as it has established connections with
both the master DPOS terminal and your database.
The sdposts program must be running for the link to work so it is advisable to add it to your Startup folder.
In this way it will be loaded every time you switch on the PC. When the program is running you will be
able to see the icon
in the system tray. For setup purposes, run the program and you will see
something like:

Under the General tab we have settings to do with your computer system.
Connections Settings include:
Server Name – this will need to be entered if you are working in a network
Database Name will usually, but not necessarily, be Stockade
User Name is the name used in the Stockade login
Password is the password used in the Stockade login
NT Integrated Security is a facility whereby, if set, the system accepts the user’s Windows
logon as their authorisation to access Stockade. In this event, the Stockade user name and
password become redundant and are disabled.
Keep Connection if ticked, keeps open the connection between Stockade and DPOS. This
does, however, use resources – it may be better not ticked if your system is not handling many
transactions.
In the Folders Section you must identify and locate the folders required for the operation:
POS Log Monitor Folder: the folder would normally be called tillserver – click on
to Browse
your system and locate the folder
Transaction Log Files Backup Folder would normally be called backups and would be located
in your main Datasym Stockade SQL folder - click on
to Browse your system and locate the
folder.
In Options, you should set the Polling Frequency. This is the frequency with which transaction data
from the DPOS terminals is brought back into Stockade. Five seconds is recommended as this will
give almost immediate response without interfering with operations.
Stockade version 2.7

12-10

The Real-Time Updates tab seeks specifications about exporting data updates to the DPOS terminals.
Click the tab to see:

The checkbox labelled Active allows you to specify whether or not you actually want product updates
to be transmitted immediately to the terminals. There may be times when the work you are doing in
Stockade warrants suspending the updates for the time being. In this instance, untick the checkbox
and no data will be sent.
allows you to say which Locations you would like to receive updates – it may not be all
of your Locations. Click on the button for access to a list of your POS Locations. Tick the ones you
wish to receive the updates.
Check Database for Updates every ….. defines the frequency for updates. A setting of between 60
and 300 seconds is recommended – shorter periods than 60 seconds are unnecessary.
at the foot of the screen allows you to force an immediate check at any time. Any new
updates will be imported.

Setting up the Real-Time Sales Windows
The real-time sales screen allows you to monitor your organisation’s sales performance as it happens.
The screen is split into 4 panels. Panels are independent of each other and can be set up to display a
specific sales analysis by Type (POS Location, POS Terminal or Cashier). A ‘View’ is a configuration of
the 4 panels and up to 10 views can be stored for each user.
Up to 4 real-time screens can be opened at once giving a total of 16 panels viewable at any one time. To
do this, go through the procedure below 4 times, selecting a different View Number for each of the 4
panels. When they are all opened, click Window on the toolbar to see:

Choose either Tile Horizontally or Tile Vertically to display all 16 panels at once.
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Click the icon

on the main Stockade toolbar to open the Real-Time Sales windows:

View Numbers – the numbers 1 to 10 refer to screen displays. Click on a number to move to that
screen. Each pane in each screen can be configured. Click the
icon in the top right-hand corner
of any pane to see:

The checkbox labelled Active allows you to take the panel out of use if you wish – simply untick the
checkbox.
Set the POS Location for this panel by clicking the scroll tab and selecting from the drop-down list.
You may choose to use different Views for different Locations.
Set the Type for this panel by clicking the second scroll tab and selecting from the drop-down list.
There are three options which are the three elements available for monitoring:
POS Location monitors transactions from the master terminal and thus includes all transactions
for the selected Location. If you set this option,
is displayed at the top left-hand corner of the
panel.
POS Terminal sets up monitoring of a single terminal. If you set this option, a further scroll bar
appears so that you can select the specific terminal and
is displayed at the top left-hand
corner of the panel.
Cashier sets up monitoring of a particular cashier. If you set this option, a further scroll bar
appears so that you can select the cashier and
is displayed at the top left-hand corner of the
panel.
Set the Display for this panel to indicate what data you would like to be shown in the panel:
Financials gives a range of values for the day’s trading including Gross and Net sales, the
number of sales, tax breakdown, method of payment and Cash in Drawer amounts.
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Hourly Sales gives the value of sales hourly throughout the day. Note that hours without sales
are not displayed.
Last Transaction displays details of the last transaction including time and date, items sold,
values of items, net total and VAT content.
Gross Profit shows the value of Gross Sales for the day, the percentage Gross Profit on those
sales and the Target Gross Profit percentage as set up for the POS Location (see Point of Sale
Locations on page 5-8).

Views can be Copied and Pasted: having set up your first View, you may be able to save time by
copying that View to others. To do this, click the Copy button ( ) on your completed View then
choose another View and click the Paste button ( ). This second view will now be exactly the same
as your first one. The standard use of this procedure would be where you wish to have several Views,
each showing one of your POS Locations, one of your Terminals or one Cashier. In this situation, you
use Copy and Paste and you have only one variable to change in the new View.

Set the Refresh Frequency: this is the frequency with which the Real-Time Sales display is
‘rewritten’ to the screen. The process of refreshing the screen places a load on the computer system
so it is best not to do it too frequently. A value of 5 seconds is the lowest recommended.
To set the rate, click
. The resulting Setup screen has a box to enter the desired Refresh
Frequency in seconds. Once you have Real-Time Sales running, the same screen will show the time
taken for the last Refresh so you can check that the rate set is actually higher than the current Refresh
time.

Using Real-Time Sales
Using Real-Time Sales is, of course, largely a matter of looking at the information on the View screens as
they are refreshed but there are three aspects to point out:
The Refresh process is accompanied by a message “Refreshing” which appears at the top left of the
View screen next to the words “Real-Time Sales”. If you have only one View in use this can be just a
flicker.
The Freeze Button
is to be found at the head of the View screen. Click it to freeze the display by
suspending the Refresh process if you wish to take time to look at a particular transaction. You may,
of course, miss some transactions whilst the View is frozen. Click
again to unfreeze.
You can Minimize Real-Time Sales whilst you carry on with other Stockade tasks. Click
immediately above the View display. The display will be minimized and
will appear in the
bottom left of the main Stockade screen. You can restore the View by clicking
or
on the RealTime Sales button
.
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13 USING THE DENSO HANDHELD TERMINAL
The current link between the Denso handheld unit and Datasym Stockade allows two functions to be
performed:
Stocktaking allows the Stockade item file to be exported via Winartu3 communications software to the
Denso handheld. On the handheld, items can then be selected from a list by either scanning or manually
entering item codes. The quantity in stock is entered and the next item scanned. Once complete, the
records are transmitted back into Stockade where they appear as a Stocktake for the specified Location.
Price checking allows a product file with current sale prices to be sent to the device. The item code can
then be manually entered or scanned. The device displays code, description and current price for
comparison with shelf-edge labels. Where a difference is found, you enter any value on the handheld. This
flags the item as incorrect. An exception list of flagged items is sent back to Stockade where new shelf-edge
labels and a report can be printed.
Please note that the codes used are the base PLU codes taken from the Cash Register entries for each
product. In operation, codes can be entered manually but if you wish to use the Denso’s scanning ability the
codes will need to be scannable ie. genuine EAN codes. Full information on setting up these codes may be
found in Product Code on page 6-2.

The Denso Terminal
The Denso Handheld Terminal can be purchased from your Stockade supplier. The unit comes with an
excellent handbook. Users should read it and have it available for reference. The following is a quick guide
to some of the main keys used in the Stockade application:
PW
F1
M1
ENT
BS
BS/SF
C

Power button used to switch on & off.
Used as an ‘Escape’ key. Will move you back one step each time it is pressed.
Activates the built in scanner.
‘Enter’ key - accepts a setting entered
Used to delete a record in case of mistakes.
Pressed together these buttons access the system menu
Used as a ‘Backspace’ key or to flag an incorrect price during price checking.

Limited screen space means that a different method of moving between screens has had to be adopted on
the Denso. Numbered options are displayed on each Denso screen and you choose your option by pressing
the appropriate number key. If the option you want is not shown on the current display, you can move back
through the screens by pressing the F1 key.
A useful feature is that the Denso will time out and turn itself off if it is left inactive. It will then restart (press
PW) at the same point. The same happens if the Denso is closed down (press PW) deliberately.

Configuring the Denso Handheld
There is very little to set up on the Denso in respect of the Stockade applications. Pressing BS and SF
together brings up a three-stage set of options:
a) Offers a choice of barcode types. You should select EAN/UPC.
b) The second option is Pack entries. This allows stock quantities to be entered only by Sales Unit
only or by Sales Unit and Pack. Your choice depends upon how you wish to enter data – by sales
unit only or by packs plus ‘loose’units.
c) Finally, you can choose whether to have each successful keystroke to be signalled by a sound from
the handheld or to have the operation silent.
Stockade version 2.7
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Installation of Communications Software for the Denso
Instructions for connecting the Denso handheld to your computer are enclosed with the device. WINARTU3
software is then required to enable communications between Stockade and the handheld:
Installing WINARTU3 Software
The handheld uses WINARTU3 software for its communications with Stockade. This is to be installed
from the files provided. You will need to run setup.exe and follow the instructions. Accept the default
directory for the installation, c:\program files\winartu3.
Licensing the Software
The Datasym/Denso link requires a third-party license before it will operate correctly. Please ask your
supplier to contact BancTec Ltd. (01753 778899) who will issue the license. The caller will need to
provide BancTec with the serial number from the WINARTU3 software along with a code number and a
computer ID generated by WINARTU3. To generate these, go to START\program files\winartu3 and
run winartu3 to see:

Click on

then, in the next screen, click

to get:

Call BancTec whilst the numbers are still on screen (the code number is different each time the
procedure is run) and BancTec staff will issue an Authorisation Code to be entered in the blank field.
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Setting up the Denso in Stockade
On the main Stockade toolbar go to Tools/Local Options/Denso Handheld to see:

There are three fields to complete:
Click
to browse for the WinartU3 folder. Stockade needs to locate this in order to communicate with
the Denso.
Com Port is short for Communications Port – the Denso will be connected to a serial port and within the
computer, these are assigned numbers 1 to 8. Often, they will be com1 or com2 but some machines do
not have serial ports. In this case, you will need to use a USB Serial Adaptor and these (as in our
illustration) are likely to be configured as com5 or com6. Select as appropriate from the drop-down list
and note that this is one of the first places to check if you have problems with communication.
The Denso Software Version depends upon the model in use. If you have a Denso BHT6000 your
software will be Prior to Version 8 2.00. The Denso BHT8000 will be Version 8 2.00 or Later. Please
select from the drop-down list. As outlined below, there are differences in operation between the Denso
models.
Finally, please note that you can also access the setup screen from Procedures/handheld or by clicking the
icon on the main Stockade toolbar.

Running a Stocktake on the Denso Handhelds
Stocktaking allows the Stockade item file to be exported via Winartu3 communications software to the
Denso handheld. On the handheld, items can then be selected from a list by either scanning or manually
entering item codes. The quantity in stock is entered and the next item scanned. Once complete, the
records are transmitted back into Stockade where they appear as a Stocktake for the specified Location.
Please note that the Denso BHT6000 is programmed to hold only one file and run only one application at
any one time. In Stockade, the Denso can be used for Stocktaking and, separately for Price Checking but it
uses different files in these two applications. If you begin a Stocktake on the BHT6000 then you must finish
it and remove the product file before you can move on to Price Checking.
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This limitation does not apply to the BHT8000. If you have this (or later) model of the Denso the two
applications work off a single Product file.
To Send Products from Stockade to Denso: Click the
of these alternatives:

icon on the main Stockade toolbar to see one

The picture on the left is for the BHT6000 and has the extra field to send the Price File.
In the Location field, identify the correct Location for the stocktake from the drop-down list. In the
SEND box, tick Product File If you wish to send only parts of the product file, click
and tag Product Groups as required. Nothing else should be ticked. On pressing
, Stockade will
prepare your current product file for export to the handheld. After this you will see:

To Remove Any Existing File from the Handheld: The Denso handheld may have retained a file from
the last time it was used. If, on the 6000, this was a Price Check application, attempting to send a
Stocktake file will cause an error message. If the existing file was used for a Stocktake, however, any
new product file uploaded from the PC will simply refresh the data without removing any entered
quantities. There are circumstances where this could be useful but for most Stocktake situations it is
dangerous. To ensure that you get a fresh start, on the handheld select 1, Load BHT followed by 3,
Erase PLU
To Receive the Product File on the Denso: On the handheld, select 1, Load BHT followed by 2,
Product PLU on a Denso 6000 or 1. Full PLU on the Denso 8000. You may get an immediate error
message FULL PLU FILE LOADED. The handheld can only hold one file at once. If you get this
message, you already have a file in there and it must be cleared before you can reload. Choose 3.
Erase PLU to delete the file and try again.
On the handheld, you can now confirm readiness to receive the file and you will see a message
‘Receiving File’ on the Denso screen. Click
in Stockade and the file will be transmitted.
Progress messages will be shown on both devices. The handheld will emit a double tone on successful
completion.
To Enter Stocktake Data: On the Denso, press F1 to go back one screen and select 4. Functions (B)
from the main menu followed by 1. Stocktake. An item code can now be scanned by holding in the M1
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key on the handheld and ensuring that the laser beam produced crosses the whole barcode. NOTE: EAN
barcodes with check digits are required (see Correct PLU Codes for Scanning on page 2-2) to be read
correctly by the handheld. Alternatively, the code may be entered manually using the number pad
(leading zeroes are NOT required).
Enter the quantity counted (in sales units). If pack entry is enabled (see Configuring the Denso Handheld
on page 13-1 then the number of outers (order units) may also be entered against the ‘P’ quantity.
Pressing ENT will move through the fields leaving them unaltered. If an item is scanned more than once
within a stocktake, the quantity entered to date will be displayed and any further quantity entered will be
added.
If you make a mistake e.g. enter and accept 100 instead of 10 press C to clear the field. If you have
already pressed ENT, you can scan or enter the code again and press BS to delete the record. You may
then rescan and enter the corrected amount. There is no minus function on the Denso handheld.
If you scan or enter a valid code that is not on the file, the handheld will allow you to create the item,
enter stocktake quantities against it and subsequently send it back to Stockade. When an unknown code
is scanned and you wish to create the item say YES to ‘Add Missing Code To Lookup File?’. Use the
numeric pad to enter the description (letters are printed above the numbers). Continually pressing a
number key cycles through the available letters e.g. 7 will cycle through A,B,C,7. NOTE: to enter a
space, press the 3 key 3 times. Pausing briefly will cause the handheld to move on to the next character.
Use the grey ‘C’ key as a backspace to correct errors. Press ENT when finished then enter the price in
pence for the unit scanned (this will be added within Stockade as cost & sales price and you will need to
adjust it). Finally you will be asked to enter a Min Qty. This field is not used within Stockade so enter 0.
When your Stocktake is completed press F1 to return to the main menu.

To Download data to Stockade: To send the figures to Stockade, begin on the PC. In Procedures /
Handheld Communications remove all ticks from the Send panel and place a tick against Stocktake in
the Receive panel. Check that the correct Location has been selected and click
to see:

Connect your Denso to the PC and on it press 2. Empty BHT followed by 1. Send File. There are
actually TWO files to be downloaded – one, called Missing for any unknown items (and it still needs to
be sent even if there have not been any unknown items) and the second containing the Stocktake data.
You will see a message asking Send Files? Missing data and stocktake. Select
on the PC
and YES on the handheld.
In the first communication, the Missing file, which contains any newly added items will be downloaded to
Stockade where it will create records for any new products. Once this is done, you will see a box on the
PC showing that missing has been received:
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On the handheld, there will be a message saying ‘Missing file sent OK! Continue to send data?’
Please note that ‘Missing’ in these contexts is just the name of the file.
Click

on the PC (to exit from communication) and a box will appear:

Select YES on the handheld and
on the PC. There will be a second communication in which the
Stocktake data will be transferred from handheld to PC.
With this procedure completed, the handheld will display FILE SENT OK. DELETE FILE? The usual
answer will be YES. As mentioned above, the Denso operation is safer if files are deleted between
applications so that a fresh start can be made on each new procedure. The DELETE FILE request deals
with that situation.
Click
on the PC. Stockade will reappear and you will be asked ‘Continue to import file?’. Select
Yes and enter the date of the stocktake. Imported stock entries will be displayed for final editing and
saving. NOTE: once data has been imported from a Denso device, you are operating the standard
Stockade stocktake routine. All options available in the manual stocktake are still present when using the
handheld. This includes the option to put the Stocktake on Hold if you are using more than one handheld
and wish to download from your other devices later.
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Running the Price Check application on the Denso Handhelds
Price checking allows a product file with current sale prices to be sent to the device. The item code can
then be manually entered or scanned. The device displays code, description and current price for
comparison with shelf-edge labels. Where a difference is found, you enter any value on the handheld. This
flags the item as incorrect. An exception list of flagged items is sent back to Stockade where new shelf-edge
labels and a report can be printed.
Please note that the codes used are the base PLU codes taken from the Cash Register entries for each
product. In operation, codes can be entered manually but if you wish to use the Denso’s scanning ability the
codes will need to be scannable ie. genuine EAN codes. Full information on setting up these codes may be
found in Product Code on page 6-2.
Please note that the Denso is programmed to hold only one file. In Stockade, the Denso can be used for
Stocktaking and, separately for Price Checking but on the BHT6000 it uses different files in these two
applications. If you begin a Stocktake on the BHT6000 then you must finish it and remove the product file
before you can move on to Price Checking.
This limitation does not apply to the BHT8000. If you have this (or later) model of the Denso the two
applications work off a single Product file.
To Send Products from Stockade to Denso: Click the
of these alternatives:

icon on the main Stockade toolbar to see one

The picture on the left is for the BHT6000 and has the extra field to send the Price File.
In the Location field, identify the correct Location for the price check from the drop-down list. In the
SEND box, tick Price File on a BHT6000 or Product File on a BHT8000. If you wish to send only parts
of the product file, click
and tag Product Groups as required. Nothing else should be
ticked. On pressing
, Stockade will prepare your current file for export to the handheld. After this
you will see:

To Remove Any Existing File from the Handheld: The Denso handheld may have retained a file from
the last time it was used. If, on the 6000, this was a Stocktake, attempting to send a Price Check file will
cause an error message. To ensure that you get a fresh start, on the handheld select 1, Load BHT
Stockade version 2.7
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followed by 3, Erase PLU
To Receive the File on the Denso: On the handheld, select 1, Load BHT followed by 1, Full PLU. You
may get an immediate error message FULL PLU FILE LOADED. The Denso can only hold one file at
once. If you get this message, you already have a file in there and it must be cleared before you can
reload. Choose 3. Erase PLU to delete the file and try again.
On the handheld, you can now confirm readiness to receive the file and you will see a message
‘Receiving File’ on the Denso screen. Click
in Stockade and the file will be transmitted.
Progress messages will be shown on both devices. The handheld will emit a double tone on successful
completion.
To Check Prices & Flag Discrepancies: On the handheld, select 3, Functions (A) from the main
menu followed by 1, Check Prices. An item code can now be scanned by holding in the M1 key on the
handheld and ensuring that the laser beam produced crosses the whole barcode. NOTE: EAN barcodes
with check digits are required (see Correct PLU Codes for Scanning on page 2-2) to be read correctly by
the handheld. Alternatively, the code may be entered manually using the number pad (leading zeroes
are NOT required).
The handheld display will show the name of the item and its current sale price for the selected Location in
Stockade. Compare this with the published price on the scanned label. If they are the same, all is well
and you can scan the next label. If they are different, press C on the Denso.
If you make a mistake, simply scan or enter the code again and press BS to delete the record. You may
then rescan, entering the corrected amount.
If you scan or enter a valid code that is not on the file, the handheld will allow you to create the item, give
it a price and subsequently send it back to Stockade. When an unknown code is scanned and you wish
to create the item say YES to ‘Add Missing Code To Lookup File?’. Use the numeric pad to enter the
description (letters are printed above the numbers). Continually pressing a number key cycles through
the available letters e.g. 7 will cycle through A,B,C,7. NOTE: to enter a space, press the 3 key 3 times.
Pausing briefly will cause the handheld to move on to the next character. Use the grey ‘C’ key as a
backspace to correct errors. Press ENT when finished then enter the price in pence for the unit scanned.
Finally you will be asked to enter a Min Qty. This field is not used within Stockade so enter 0.
When your Price Check is completed press F1 to return to the main menu.
To Download data to Stockade: To send the figures to Stockade, begin on the PC. In Procedures /
Handheld Communications remove all ticks from the Send panel and place a tick against Price
Changes in the Receive panel. Check that the correct Location has been selected and click
to
see:

Connect your handheld to the PC and on it press 2, Empty BHT followed by 1, Send Changes. There
are actually TWO files to be downloaded – one for any unknown items (and it still needs to be sent even
if there have not been any unknown items) and the second containing the Stocktake data. You will see a
message asking SEND FILES? MISSING DATA AND CHECK PRICE. Select OK on the PC and YES
on the handheld.
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In the first communication, a file containing any missing items will be downloaded to Stockade where it
will create records for any new products. Once this is done, you will see a box on the PC showing that
the ‘Missing’ file has been received:

On the handheld, there will be a message saying ‘Missing file sent OK! Continue to send data?’
Please note that ‘Missing’ in these contexts is the name of the file.
Click

on the PC (to exit from communications) and a box will appear:

Select YES on the handheld and
on the PC. There will be a second communication in which the
Check Price data will be transferred from handheld to PC.
With this procedure completed, the handheld will display FILE SENT OK. DELETE FILE? Answer YES.
As mentioned above, the Denso handheld will only process one application at a time. The device
requires that files be deleted between applications so that a fresh start can be made on each new
procedure. The DELETE FILE request deals with that situation.
Click
on the PC to exit communications. You will be asked Continue to import files? Select
Yes and you will be offered an opportunity to
the log of the import or to
. If
you wish to print the log, do that first – opening the template takes you away from this screen.
To Implement the Price Changes in Stockade click

. To see something like:

As can be seen from the screen heading, this is a Product Changes Template in which your changes
(including any new products) have been recorded ready to be applied to your data at your convenience.
Please see Product Changes on page 6-8 for full details of how this is to be accomplished.
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14 EDI LINK TO BOOKER CASH AND CARRY
The Booker’s EDI (Electronic Data Interchange) module enables the ordering of goods from Booker’s and
the subsequent booking of the goods into stock on delivery to be carried out electronically. Paperwork is
minimised and control of stock received is impeccable.

Setting up the Booker EDI Module
To prepare to set up for the Booker EDI you need:
· A modem and telephone link installed on the PC
· Stockade version 2.7 or above from Datasym.
· Booker EDI licence from Datasym.
· Organisation number, Depot number and telephone number from Booker plus a Customer ID for
each of your addresses (if you have more than one).
· The WinPOS software used for the communications with the Booker system. This is on your
Stockade CD – see below.
To install the Booker EDI on your PC: load your Stockade CD; browse the CD to find a folder
\Stockade\Extras\Booker EDI files. Within this folder, there is a further folder called WinPOS. Copy this
entire folder to the root of your PC – probably C:\
To configure your link: in Stockade, go to Tools/Local Options/Booker EDI to reveal:

· Enter the Organisation number supplied to you by Booker
· Under WinPOS Client, click
to browse to the WinPOS software folder. If you have accepted the
structure suggested above, it will be as shown in the example – c:\ WinPOS
· The telephone number should be the one supplied by Booker. Stockade will dial this number for
communications.
· Indicate the Com Port to be used by your modem.
· In the field headed Additional Command Line Parameters you need to enter the initialisation
commands for your modem. Details for this field will be available from your modem supplier. The
example shown is for a US Robotics modem.
· Command Line details will be created by Stockade from the information given.
· Downloaded files are backed up as part of the communication process. Click
to browse to your
preferred folder for these backups. If necessary, create the folder first. Our example shows the
Backup folder within WinPOS which will also be on your system.
Once these entries are made, click
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to save your configuration.
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To enable EDI in your Booker’s supplier file edit the Booker’s entry in Maintenance/Suppliers and tick
the box, Booker EDI, in the bottom right-hand corner of the form. If you don’t yet have a Booker’s entry
please see Add/Edit a Supplier on page 4-3 for a description of how to set one up. Please note that you can
only have ONE Booker’s EDI Supplier enabled. Note also that the checkbox for Back Orders must NOT be
ticked in your Booker’s EDI Supplier entry – Booker’s do not do back orders in their EDI procedure.
To set up Locations for Booker’s EDI, go to Maintenance/Stock Locations and edit all Locations which
are to be authorised for the Booker link. The Edit Location screen will resemble:

Details of how to create a Location entry may be seen in Stock Locations on page 4-2. Our current concern
is with the entries in the bottom left-hand corner of the screen:
In Booker EDI Customer Code enter the code supplied by Booker. There must be a separate code for
each branch of your organisation authorised to use the EDI link. A point to watch here is that the
Booker’s Customer Code relates to a set of premises at a single address but you may have several
Stockade Locations within these premises – perhaps a bar and a couple of restaurants or several
Departments in a department store. In these cases, you would use the same Customer Code in each of
the relevant Locations.
In Booker EDI Depot No. enter the Depot No. supplied by Booker to indicate the Depot with which you
will be dealing. Be careful – if you have several Customer Codes for your different Branches, they could
well have different Depot Numbers.
The Booker EDI Order prefix is optional. This is used to pad out the 6-digit Stockade Order number to
the 11 digits required by Booker. The actual numbers used have no significance but you may find it
productive to give them some particular structure. If not, leave the box blank and Stockade will pad your
Order Numbers with leading zeroes.
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To Import the Booker Product File
Before you can use Stockade to order goods from Booker’s, the relevant products (ie. those you use or sell)
must be added to your Product file. It is massively quicker to import the products than to type them in.
So your first communication will offer the full Booker catalogue of several thousand items. Check that
your modem is set up and switched on. On the Stockade toolbar click
or go to Procedures/ EDI
Supplier Communications. You will see something like:

The scroll bar for EDI Supplier will already show Booker’s if this is your only EDI arrangement. If not,
click the tag and select Booker from the drop-down list.
In the Actions, you do not, at this stage, wish to send Orders so remove the tick for this Action. You
also will not have any ENoDs (Electronic Notification of Delivery documents) because you have not yet
ordered anything. So remove the tick from that box. And finally, you certainly do not wish to suppress
communications so make sure that the bottom box is not ticked.
The box for Receive Product Updates should be ticked because this is what you wish to achieve. Note
that products will be imported but they will not actually be added to your file until you have had plenty of
opportunity to select the one’s you want – see below for details.
When everything is ready, click
. You will see a black rectangle on screen with messages showing
the progress of the communications. Once this is complete, the screen will show:

The full file has now been brought from Booker and is in your WinPOS\ClientIn folder waiting to be imported
from there into Stockade. Before this is implemented, however, you have opportunities to modify parts of
the data, OMIT any data that you do not require and select the fields to be imported.
The file can be checked in detail. This operation is made much easier by the fact that you can sort the
file by any one of the column headings. Simply click on the heading and the display will be redrawn.
Click on Description to get an alphabetical listing. Click on Cost Price to check on your buying prices.
Most importantly, click on R.R.P. and check the selling prices. Have a particular look to see that nothing
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is set to zero! Remember that the prices in the file will be sent to your tills if you use the Stockade/DPoS
communications – if a price is not what you want to charge then this is the best place to change it.
There will be some items on the file marked as DELETED. These are products no longer available from
Booker. There is no point bringing them into your file so select the items and delete them.
An important task on this first communication is to set the OMIT flag for any products not needed on your
files. Booker’s full catalogue includes thousands of products. Removing non-relevant (ie. not used by
your business) items will speed up communications and it is generally sound practice to avoid having
redundant data. To do this, select (i.e. highlight) the products not required on file and click
.
If you make a mistake or if you wish to change the status on a later communication, select appropriate
items and click
.
Click

to reveal the form for Product Import Settings:

Here you can select features which will determine the format for products brought into Stockade.
Auto-Omit, at the top of the form will be useful if you already have Booker items on your files. If ticked,
this routine automatically flags to OMIT any Booker products which are already on your files, saving you
the task of going through the file.
Settings under New Products and Product Updates will determine exactly what data is imported for
your Booker products. You may, for example, not wish to import Department settings. If so, leave those
boxes unticked. Ticked aspects will be imported into your files. Click
to exit and save.
Once all your settings are complete (and it is worth being very careful about this on the first communication),
click
. Products will be imported into Stockade and a log will be created to show exactly what has
been done. The log remains on screen at the end of the procedure and continues to be available via Batch
Jobs Log (click
on the toolbar) should you need it to refer to later.
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To Place an Order via the Booker EDI
Actually creating your Booker order is exactly the same as entering an order for any other supplier. Please
see OPERATIONS: PURCHASE ORDERS on page 7-1 for details. The difference comes at the end of the
procedure when you Finalise the Order. You have the usual opportunity to print the Order but this is
followed by the presenting of the EDI Supplier Communications screen:

You can send your Order now (and combine it with Product Updates and ENoDs if you wish) or you may
prefer to
and communicate later. When you do, if Send Orders is ticked, Stockade will send all
unsent Orders in a batch.
If now is a good time for you to send the Order, tick the appropriate boxes (see above) and click
.
You will see a black screen from the WinPOS software followed by the Stockade Communications Log
looking something like:
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Matching ENoDs (Electronic Notifications of Delivery)
ENoDs (Electronic Delivery Notes) deal with the Booker procedure whereby their customers are informed
in advance as to what will be delivered (and therefore invoiced!!). It has the great advantage that any
discrepancies (substitutions, shortfalls etc.) can be dealt with by easily modifying the Order rather than
spending time when the goods are booked in.
The ENoDs are received as a single file (Enod*.dat) into the ClientIn folder. As part of the communications
procedure, Stockade will match the ENoDs with pending Booker EDI orders by comparing the order
numbers. In most cases, this match will be successfully achieved and this will be displayed on screen:

The rule is that for an Electronic Delivery Note to be accepted by Stockade, it MUST be matched to a
Stockade purchase order. In the example above, order 003 has been matched but no ENoDs have yet been
received for Orders 001 and 002.
Having decided what to do about any unmatched ENoDs, click

to see something like:

This screen relates to Order no. 003 and items to be delivered exactly as per Order are not displayed. Here
we can sort out any discrepancies between what was ordered through Stockade and what Booker is
intending to supply. The differences are likely to arise from substitutions or shortfalls with Booker’s intended
delivery/invoice shown on the left and your Stockade Purchase Order items on the right. You need to give
attention to each of the differences shown. As differences are resolved, they will disappear from the
discrepancies screen.
In the example shown above, the beers on each side are resolved with a single joint action. Highlight the
Goldschlager entry in the ENoD box and the Carlsberg entry on the right. Click
and the
Order will be updated to show Goldschlager in place of the Carlsberg. The two entries will disappear from
the screen because the discrepancy has been resolved. The discrepancy in the quantity of the Cif Oxy-Gel
Ocean will be resolved automatically in that Stockade will adjust the Order quantity to match the ENoD
without any action from the user.
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The two issues with Order 003 are now resolved. If there were doubts about the actions taken we could
click on
and go through the procedure again. In case of serious dissatisfaction, click
and the whole process can be restarted from the previous screen. When all is satisfactory, click
and the Order will be adjusted to match the ENoD.

Receiving the Goods from your EDI Order
When the goods arrive, click
and select your EDI Order from the Purchase Orders Browser. Click
to Receive the Order. The procedure is the standard Stockade approach (see OPERATIONS:
RECEIVING GOODS on page 8-1) but you will observe that the details match the ENoD and, therefore, the
delivery. Original items which have been substituted still appear as a reminder but show a quantity delivered
of 0 and new items (the substitutes) have been added. Booking the goods in will be a speedy and
straightforward process.
On Finalising the Receipt, there will be the usual opportunities to print documents and labels but there may
also be a warning that some items have zero quantity – these will be the substituted products.
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