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CONVERTING TO 50HZ OPERATION 

The TRS-80 Model II Operating System (TRSDOS) is designed 
for use with a 60 hertz AC power supply. Some countrie's 
use 50 hertz AC power. System and applications software 
purchased from Radio Shack is on 60HZ diskettes unless 
marked "50HZ". If you are in a 50HZ area, you should 
convert your diskettes. Only the diskettes which are used 
in Drive 0 need to be converted. 

To convert diskettes to 50HZ, a program called HERZ50 is 
run. This program is on all TRSDOS diskettes and most 
application software diskettes. If HERZ50 is not on the 
diskette, either place a TRSDOS diskette of the same 
version in Drive 1 (multi-drive system) or copy the program 
from a TRSDOS diskette to the Application diskette (single 
drive system). To perform the procedur~, do the following: 

1. Place the disk to be converted in drive 0. 

2. At TRSDOS Ready, type: 00 HERZS0 and press ENTER. 

3. A series of messages will appear; press EN·rER after 
each one. 

4. When the conversion is complete, press the RESET switch 
on the front panel. The disk has been permanently 
converted to 50HZ. 

5. If you copied HERZ50 to the diskette, remove it using 
the command: KILL HERZ50. 

875-9029 



Addendum for ICS Multi-Drive (26-4602) 
• 

Please note the following corrections to the manual: 

Page 38 

The third paragraph should read as follows: 

If you did not receive this line item, press ffi.] . You may then display the 
next line item. Press ffiJ if you received this item but not in the quantity 
ordered (see Receiving Partial Orders on paqe 39). Press [f) if the quantity 
ordered was received. If II Y, 11 the cursor will move to UN IT COST. If the 
order unit cost has changed since the order was placed, enter the current 
order unit cost. Press the fil key if the order unit cost has not changed. 

Page 43 

The second sentence in the first paragraph should read as follows: 

You may purchase labels from Radio Shack (Cat. No. 72-400). 

The second sentence of the second paragraph should read as follows: 

Load 2 1/211 x 15/1611 {3-across) labels. 

875-9191 
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PLEASE BE AWARE THAT THIS SOFTWARE 

PACKAGE REQUIRES A 132 COLUMN PRINTER 

WITH A 1511 CARRIAGE. 

875-9105 



READ ME FIRST . 
All computer software is subject to change, correction, or improvement as the 
manufacturer receives customer comments and experiences. Radio Shack has 
established a system to keep you immediately informed of any reported pr ob-
lems with this software , and the solutions . We have a customer service network 
including representatives in many Radio Shack Computer Centers, and a large 
group in Fort Worth , Texas, to help with any specific errors you may find in 
your use of the programs. We will also furnish information on any improve -
ments or changes that are "cut in" on later production versions . 

To take advantage of these services . you must do three things: 

(1) Send in the postage-paid software registration car d included in this manual 
immediately . (Postage must be affixed in Canada.) 

(2) If you change your address , you must send us a cha nge of address card 
(enclosed), listing your old address exactly as it is currently on file with us . 

(3) As we furnish updates or "patches". and you update your software, you 
must keep an accurate record of the current version numbers on the logs 
below . (The version number will be furnished with each update .) 

Keep this card in your manual at all times . and refer to the current version 
numbers when requesting information or help from us. Thank you . 

APPLICATIONS SOFTWARE 
VERSION LOG 

01.00.00 

OP. SYSTEM 
VERSION LOG 



Read Carefully 

ft 
In order for us to notify you of modi-
fications or updates to this program 
you MUST complete this card and 
return it immediately. This card gets 
you information only and is NOT a 
warranty registration. Register one 
software package per card only. The 
registration card is postage paid-it 
costs you nothing to mail. 
Two change of address cards have 
been included so that you may con-
tinue to receive information in the 
event that you move. Copy all ad-
dress information from the Registra-
tion Card onto them prior to sending 
the Registration Card. They must 
show your " old address " exactly as 
you originally registered it with us. 

• 
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TERMS AND CONDITIONS OF SALE AND LICENSE OF RADIO SHACK COMPUTER EQUIPMENT AND SOFTWARE 
PURCHASED FROM A RADIO SHACK COMPANY-OWNED COMPUTER CENTER, RETAIL STORE OR FROM A 

RADIO SHACK FRANCHISEE OR DEALER AT ITS AUTHORIZED LOCATION 

LIMITED WARRANTY 
I. CUSTOMER OBLIGATIONS 

A. CUSTOMER assumes full responsibility that this Radio Shack computer hardware purchased (the "Equipment" ), and any copies of Radio 
Shack software included with the Equipment or licensed separately (the "Software") meets the specifications, capacity, capabilities, 
versatility, and other requirements of CUSTOMER. 

B. CUSTOMER assumes full responsibility for the condition and effectiveness of the operating environment in which the Equipment and Software 
are to function, and for its installation. 

II. RADIO SHACK LIMITED WARRANTIES AND CONDITIONS OF SALE 
A. For a period of ninety (90) calendar days from the date of the Radio Shack sales document received upon purchase of the Equipment, RADIO 

SHACK warrants to the original CUSTOMER that the Equipment and the medium upon which the Software is stored is free from manufacturing 
defects. THIS WARRANTY IS ONLY APPLICABLE TO PURCHASES OF RADIO SHACK EQUIPMENT BY THE ORIGINAL CUSTOMER FROM 
RADIO SHACK COMPANY-OWNED COMPUTER CENTERS, RETAIL STORES AND FROM RADIO SHACK FRANCHISEES AND DEALERS AT ITS 
AUTHORIZED LOCATION. The warranty is void if the Equipment's case or cabinet has been opened, or if the Equipment or Software has been 
subjected to improper or abnormal use. If a manufacturing defect is discovered during the stated warranty period, the defective Equipment 
must be returned to a Radio Shack Computer Center, a Radio Shack retail store, participating Radio Shack franchisee or Radio Shack dealer 
for repair, along with a copy of the sales document or lease agreement. The original CUSTOMER'S sole and exclusive remedy in the event of 
a defect is limited to the correction of the defect by repair, replacement, or refund of the purchase price, at RADIO SHACK'S election and sole 
expense. RADIO SHACK has no obligation to replace or repair expendable items. 

B. RADIO SHACK makes no warranty as to the design, capability, capacity, or suitability for use of the Software, except as provided in this 
paragraph. Software is licensed on an "AS IS" basis, without warranty. The original CUSTOMER'S exclusive remedy, in the event of a 
Software manufacturing defect, is its repair or replacement within thirty (30) calendar days of the date of the Radio Shack sales document 
received upon license of the Software. The defective Software shall be returned to a Radio Shack Computer Center, a Radio Shack retail store, 
participating Radio Shack franchisee or Radio Shack dealer along with the sales document. 

C. Except as provided herein no employee. agent, franchisee, dealer or other person is authorized to give any warranties of any nature on behalf 
of RADIO SHACK. 

D Except as provided herein, RADIO SHACK MAKES NO WARRANTIES, INCLUDING WARRANTIES OF MERCHANTABILITY OR FITNESS FDR A 
PARTICULAR PURPOSE. 

E. Some states do not allow limitations on how long an implied warranty lasts, so the above limitation(s) may not apply to CUSTOMER. 

Ill. LIMITATION OF LIABILITY 
A. EXCEPT AS PROVIDED HEREIN, RADIO SHACK SHALL HAVE NO LIABILITY OR RESPONSIBILITY TO CUSTOMER OR ANY OTHER PERSON 

OR ENTITY WITH RESPECT TO ANY LIABILITY, LOSS OR DAMAGE CAUSED OR ALLEGED TO BE CAUSED DIRECTLY OR INDIRECTLY BY 
" EQUIPMENT" OR " SOFTWARE" SOLD, LEASED, LICENSED OR FURNISHED BY RADIO SHACK, INCLUDING, BUT NOT LIMITED TO, ANY 
INTERRUPTION OF SERVICE, LOSS OF BUSINESS OR ANTICIPATORY PROFITS OR CONSEQUENTIAL DAMAGES RESULTING FROM THE 
USE OR OPERATION OF THE "EQUIPMENT" OR "SOFTWARE". IN NO EVENT SHALL RADIO SHACK BE LIABLE FOR LOSS OF PROFITS, OR 
ANY INDIRECT, SPECIAL, OR CONSEQUENTIAL DAMAGES ARISING OUT OF ANY BREACH OF THIS WARRANTY OR IN ANY MANNER 
ARISING OUT OF OR CONNECTED WITH THE SALE, LEASE, LICENSE, USE OR ANTICIPATED USE OF THE "EQUIPMENT" OR "SOFTWARE". 
NOTWITHSTANDING THE ABOVE LIMITATIONS AND WARRANTIES, RADIO SHACK'S LIABILITY HEREUNDER FOR DAMAGES INCURRED BY 
CUSTOMER OR OTHERS SHALL NOT EXCEED THE AMOUNT PAID BY CUSTOMER FOR THE PARTICULAR "EQUIPMENT" OR "SOFTWARE" 
INVOLVED 

B RADIO SHACK shall not be liable for any damages caused by delay in delivering or furnishing Equipment and/or Software. 
C. No action arising out of any claimed breach of this Warranty or transactions under this Warranty may be brought more than two (2) years 

after the cause of action has accrued or more than four ( 4) years after the date of the Radio Shack sales document for the Equipment or 
Software, whichever first occurs. 

D. Some states do not allow the limitation or exclusion of incidental or consequential damages, so the above limitation(s) or exclusion(s) may 
not apply to CUSTOMER. 

IV. RADIO SHACK SOFTWARE LICENSE 
RADIO SHACK grants to CUSTOMER a non-exclusive, paid-up license to use the RADIO SHACK Software on one computer, subject to the following 
provisions: 
A. Except as otherwise provided in this Software License, applicable copyright laws shall apply to the Software. 
B. Title to the medium on which the Software is recorded (cassette and/or diskette) or stored (ROM) is transferred to CUSTOMER, but not title to 

the Software. 
C. CUSTOMER may use Software on one host computer and access that Software through one or more terminals if the Software permits this 

function. 
D. CUSTOMER shall not use, make, manufacture. or reproduce copies of Software except for use on one computer and as is specifically 

provided in this Software License. Customer is expressly prohibited from disassembling the Software. 
E. CUSTOMER is permitted to make additional copies of the Software only for backup or archival purposes or if additional copies are required in 

the operation of one computer with the Software. but only to the extent the Software allows a backup copy to be made. However, for 
TRSDOS Software, CUSTOMER is permitted to make a limited number of additional copies for CUSTOMER'S own use. 

F. CUSTOMER may resell or distribute unmodified copies of the Software provided CUSTOMER has purchased one copy of the Software for each 
one sold or distributed. The provisions of this Software License shall also be applicable to third parties receiving copies of the Software from 
CUSTOMER. 

G. All copyright notices shall be retained on all copies of the Software. 

V. APPLICABILITY OF WARRANTY 
A. The terms and conditions of this Warranty are applicable as between RADIO SHACK and CUSTOMER to either a sale of the Equipment and/or 

Software License to CUSTOMER or to a transaction whereby RADIO SHACK sells or conveys such Equipment to a third party for lease to 
CUSTOMER. 

B. The limitations of liability and Warranty provisions herein shall inure to the benefit of RADIO SHACK, the author, owner and/or licensor of the 
Software and any manufacturer of the Equipment sold by RADIO SHACK. 

VI. STATE LAW RIGHTS 
The warranties granted herein give the original CUSTOMER specific legal rights, and the original CUSTOMER may have other rights which vary 
from state to state. 
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Introduction 

Introduction 
Periodic inventory counting is a necessity in business. The Radio Shack 
Inventory Control System (ICS) will make the task less tedious and save the 
business money. 

The ICS Multi-Drive System is designed to make inventory control easier and 
and more accurate. The System assists you in cycle counting , ordering from 
vendors, and numerous other tasks. 

Features 
• Produces a Reorder Report showing items below designated reorder level. 

• Produces an On Hand Listing. 

• Provides a suggested order lifting by prime vendor (based on a pre-defined 
inventory level). 

• Prints six major reports: 

Inventory List 

Vendor List 

Counter Price List 

Zero Reorder Point List 

Open Purchase Order List 

Cost of Inventory 

• Prints up to five Custom Reports (designed by the user). 

• Prints Purchase Orders. 

• Provides a Sales Journal. 

• Prints a Cycle Count Worksheet. 

• Posts receipts of inventory items. 

• Prints Labels. 

1 
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Introduction (continued) 

Capacities 
99 Vendors 

99 Purchase Orders (P.O.'s) 

5100 P.O. line items 

3000 Inventory items per data diskette 

9000 Inventory items maximum (three inventory data diskettes) 

Required Equipment 
Radio Shack Model II 64K Computer 

One Expansion Drive for each 3000 items in your inventory 
(maximum of three Expansion Drives) 

Radio Shack 132 Column Tractor-Feed Printer 

Printer Cable 

The Model II Inventory Control System uses a minimum of two drives -
Drive 0 (which holds the Program diskette), and Drive 1 (which holds the 
Data diskette). If your inventory does not exceed 3000 items, you will only 
need these two drives. 

If your inventory consists of 3000 items, you will need to add an Expansion 
Disk Drive and one data diskette for each additional 3000 inventory items. 

Two Expansion Drives will increase the system's capacity to 6000 items 
(using two data diskettes). 

Three Expansion Drives will increase the system's data capacity to 9000 
items (using three data diskettes). 



Introduction (continued) 

Making Backups of the Master Disk 
Disks can be damaged through contact with magnetic fields, mishandling, 
etc. To insure against loss of your program, make a "backup" copy of the 
Program disk before you begin installing the system. See Appendix A for 
Backup instructions. 

After making a backup copy of the master Program disk, store the 
master disk in a safe place. Do not use the master to install the system . It 
should only be used to make a backup copy. The backup copies will be 
used to run the system. If you need additional data disks , see Appendix B 
for instructions. 

3 





System Conventions 

System Conventions 
The following key routines will apply throughout the program: 

1. If you make a mistake while entering information, press the l+-1 key 
to start over. 

2. Use the It! key to return to a previous line. 

3. Use the III key to move the cursor down one line. 

4. When entering dollar amounts and quantities, do not use commas. 
For example , $5,550 is entered as [ID~(§J[II . If the amount includes a 
cents amount, it is required that you enter the decimal. For example, 
$1,447 .99 is entered as [I)~@[z]CJ[j)li] . 

5. When entering dates, enter two digits each for month, day, and year. 
For example, June 30, 1981 is entered as [il[ffl~[l][i][!] . The program 
will automatically insert the slashes(/). 

6. If you select a function by misktake, press [EI] to exit. Use [EI] 
to return to a previous function or menu. [II] is also used to exit the 
system. No matter where you are in the program, [EI] will move you 
closer to the Main Menu each time it is pressed. When you press [EI] 
at the Main Menu, TRSDOS READY will be displayed. 

Note: Never remove the disks from the drives unless the program is dis-
playing TRSDOS READY. Do not turn off the system while disks are still 
in the drives. To do so will cause a loss of data, rendering your disks 
useless and requiring you to start over with new disks. 

Anytime you need to exit the program or turn off your computer system, 
press [EI] until the screen shows TR SOOS READY. Remove all disks 
from the drives before turning off the system. 
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Running the System 

Running the System 
Turn on the TRS-8O Model II Computer and the Expansion Disk Drives. 
Make sure your printer is connected and is on-line. When you're ready to 
run the system, follow these steps: 

1. Press the light bar which is built into the drive door of the Computer to 
open the drive door. Insert the Backup copy of the Program in Drive 0. 
This disk must have a piece of gummed foil tape over the upper deep 
notch. Close the drive door firmly. 

2. Insert the DATA #1 disk in Drive 1. If you have a DATA #2 disk, insert it 
in Drive 2. If you have a DATA #3 disk, insert it in Drive 3. Each Data 
disk must have a piece of gummed foil tape over the upper deep notch. 
Close the drive door after you insert each disk. 

The screen will show: 

INITIALIZING 

Enter Date (MM/DD/YYYY) 

Enter Time (HH.MM.SS) 

TRSDOS READY 

The Main Menu will be displayed. 

You type: 

Type today's date and press IENTERI. 
For example, to enter June 30, 1982 
type ll][§][Z]~IIHZJrnfIIIID~ and 
press !ENTER!. 

Press I ENTER I . 
Press the ICAPS! key. The small red 
light built into the key should be on. 

Type Q]IISi)~ and press I ENTER I . 
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The Main Menu 

The Main Menu 
The screen shows: 

The Main Menu , like a Table of Contents, lists the main functions of the pro-
gram. To begin operating the ICS Multi-Drive System, you must first set 
the system up for operation. 

9 
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The Main Menu (continued) 

Entering Your Company Information 
The first step in setting up the system is entering your company informa-
tion. At the Main Menu, press 1§1 for SETUP SYSTEM. The screen will 
show: CHANGE NUMBER OF DRIVES ONLY? (Y /N). 

Press IN]. 

The screen will show: 

Note: When instructed to "enter" information, press !ENTER! if you do not 
use the maximum number of characters allowed for the entry. If you make 
a mistake, press the I +- I key to re-enter that line. The ffi key returns you 
to a previous line. 

The cursor is positioned at ANY CHANGES (Y /N)? Press IYJ to pro-
ceed with entering your company information. Press IN] if you need to 
return to the Main Menu. 

If IYJ , the cursor will be positioned at COMPANY NAME. Enter your 
company's name (up to 28 characters). Enter the STREET ADDRESS (up 
to 28 characters). 

Enter the CITY (up to 20 characters). Now type the standard two-letter 
abbreviation for your STATE . It is not necessary to press Enter here. The 
cursor moves to ZIP CODE. Enter the zip code (up to 10 characters). 



The Main Menu (continued) 

The cursor moves to TELEPHONE. Type the area code (3 digits) . If you 
do not wish to include the area code, press !ENTER!. Now type the tele-
phone number (7 digits). The cursor moves to COST CODE. 

You will assign cost codes to represent prices. Ten characters or symbols 
are allowed. The system will internally convert these characters to num-
bers (0-9). For example, the first code symbol you enter will represent (0), 
the next symbol will represent 1, etc. 

Let's assume you have typed A, B, C, D, E, F, G, H, I, and J as code 
symbols. Your code assignment would look like this: 

ABCDEFGHIJ 

0 1 2 3 4 5 6 7 8 9 

Each character (or symbol) you type will represent a number. In the future 
when you print labels or a Counter Price List, the cost code (average cost) 
of the item will be indicated. Using the cost code above, a cost of $10.95 
would appear as BAJ F . A cost of $23.00 would appear as C DAA. 

Now that you know what cost codes are all about, proceed with entering 
your cost codes (up to 10 characters or symbols). Using cost codes is 
optional. If you do not wish to use cost codes, just press I ENTER I . 
The cursor moves to P.O. CONTROL. If you want your company name 
and address printed on your purchase orders by the program, enter III . If 
you do not want the program to print your company name and address, (i.e. 
pre-printed), enter . 

After you enter a control number, the program displays a description 
of what will be printed on the purchase order. The cursor moves to P.O. 
LENGTH. This is where you tell the computer the size or length of your 
purchase orders (P.O.'s) . 

The program is set to print on short P .O. forms . If you're using short 
forms , press the key. Press ra] if you 're using long forms. You may 
return to this screen to change your form length selection if you need to at 
a later time. Short P.O. forms will hold a maximum of 16 line items. Long 
P .O. forms will hold a maximum of 37 line items. 

After you enter the P .O. Length, the screen will show: DISK DRIVES. 
This is where you tell the computer how many disk drives you're using. 
Before you answer this question , if you have more than one Data disk, the 
additional Data disk(s) must be inserted in the appropriate drive(s) or an 
error will occur. See Appendix B if necessary. 
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The Main Menu (continued) 

When all disks are in the drives, answer the DISK DRIVES question. 
Tell the computer how many drives you're using. If you're using the Pro-
gram and Data disk only, press 00 . If you're using the Program and two 
Data disks, press [ID . If you're using the Program and three Data disks, 
press l!J . 
After you enter the number of drives, the system 's data capacity will be 
displayed (SKU 's = Stock Keeping Units). The screen will show: ANY 
CHANGES? (Y /N). Review the information you have entered. If there are 
no changes, press IN] . 

To make changes, press IY] . Use the Iii key to move to the line that must 
be changed. After making the change, press the [E:J] key. ANY CHANGES? 
(Y / N) is displayed again. If there are no more changes, press . When you 
press IN] , the program records the information and returns to the Main 
Menu . 

Changing Your Company Information 
To inquire or change your company information, at the Main Menu press 
[§] . When the~reen shows: CHANGE NUMBER OF DISK DRIVES ONLY? 
(Y / N) , press !Ni . Your company information will be displayed . The screen 
then shows : ANY CHANGES? (Y /N). If there are no changes, press . 

Press !YI to make a change. Use the ffi and keys to move the cursor to 
the entry you wish to change. After entering the change , press the I F2 ! 
key. The screen will show: ANY CHANGES? (Y /N). Press~ if there are 
no more changes. When you press IN] , the program records the changes 
and returns to the Main Menu. 



The Main Menu (continued) 

Increasing the Data Capacity 
If you start out with· a small inventory (using the Program and only one 
Data disk), you may want to increase the data capacity later on. To in-
crease the system's data capacity, follow the instructions in Appendix B . 
After completing the instructions in Appendix B, you may proceed with the 
following instructions. 

To increase to a three-drive system, press [ID at the Main Menu. Insert 
the blank DAT A #2 disk in Drive 2. The cursor will be positioned at 
CHANGE NUMBER OF DRIVES ONLY? Press IYJ . The cursor will move 
to NUMBER OF DRIVES? Press . When the expansion process is com-
plete , the Main Menu will be displayed. 

To increase to a four-drive system , press [ID at the Main Menu. Insert 
the blank DAT A #3 disk in Drive 3. The cursor will be positioned at 
CHANGE NUMBER OF DRIVES ONLY? Press IYJ. The cursor will move 
to NUMBER OF DRIVES? Press . When the expansion process is com-
plete, the Main Menu will be displayed. 

Input/ Output (I/ 0) Error Messages 
When you expand or increase the number of drives, a blank formatted disk 
must be inserted in the drive being added. If you fail to insert the disk 
before entering the number of drives, an 1/0 ERROR DRIVE {drive #) 
message will appear on the screen. 

If, for example, you forget to insert a formatted Data disk in Drive 2 
while expanding to three drives, the I/ 0 Error message will appear and the 
program will return to CHANGE NUMBER OF DRIVES ONLY? If this 
happens, insert the formatted disk in Drive 2 and repeat the expanding 
drive procedure. 

Labeling Your Data Disks 
When you have more than one Data disk, label the Data disks with numbers 
i.e. DATA #1, DATA #2, etc . This is important because Data disks must be 
inserted in their originally designated drives. If you insert a Data disk in 
the wrong drive, an error or loss of data could occur . The date should also 
be noted on the label (see Appendix B) . 
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File Maintenance 

File Maintenance 
The second step in setting up your system is entering vendor information 
and an item-by-item inventory. At the Main Menu press [1] for Fl LE 
MA INT EN AN CE . The Maintenance Menu will be displayed: 

Setting up vendor and inventory records is a rather lengthy process . If 
you take a break or need to turn off your system t9 continue the next day, 
follow this procedure . Make a note to yourself where you should continue. 
Use the [EI] key to exit the system. When TRSDOS READY is displayed , 
remove all disks from the drives then turn off your computer system. 
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File Maintenance (continued) 

Vendors 
Adding Vendor Records 
Vendor files must be created before inventory files. To enter your vendors, 
you will need all your vendor records, including addresses, your account 
number with each vendor, and your up-to-date purchase records. When you 
have the information you need, at the Maintenance Menu press for 
VENDORS. 

The screen will show: 

You are asked: DO YOU WISH TO HAVE A PRINTOUT? (Y /N). Press IY] 
if you want a printed list of each addition, change, and deletion you make. 
Press if you do not want a printout. After answering this question, 
please note the four options at the bottom of the screen. 

To add new vendor records, press [Al for Add. To change a vendor 
record, press IC:] for Change. To delete a vendor record, press !QI for 
Delete. To display a vendor record on the screen, press OJ for Inquiry. 

To set up your vendor records, press [Al for Add. The cursor will be posi-
tioned at VENDOR CODE. You will assign a code for each vendor. At 
times, you might purchase a similar or identical item from different ven-
dors. The vendor from whom the item is most frequently ordered is consid-
ered the "primary" vendor. 



File Maintenance (continued) 

The codes you assign your vendors may consist of any three letters, 
numbers, or alphanumeric characters. You can use the first three letters of 
a vendor's name, or a combination like V-1, V-2, V-3, etc. Enter your first 
vendor code (up to 3 characters). 

The cursor moves to VENDOR NAME. Enter the vendor's name (up to 28 
characters). Enter the vendor's address (up to 28 characters). The cursor is 
now positioned at CITY. STATE. 

To complete the vendor's address, enter the city (up to 20 characters). 
Type the standard two-letter abbreviation for state. The cursor moves to 
ZIP. Enter the zip code (up to 10 characters). 

Now enter the vendor's telephone number. Type the area code first (3 
digits). Press !ENTER! if you do not want to include the area code. Now 
enter the telephone number (7 digits). 

The cursor moves to ACCOUNT#. Enter your account number with this 
vendor (up to 15 characters). The cursor moves to YTD PURCHASE. Enter 
the total amount of purchases you have made from this vendor so far this 
year. Do not include commas. For example, $1,550.00 is entered as 
[]][ID[IDII] . Include the decimal if the amount includes "cents." For ex-
ample, $1,150.53 is entered as [1][1][IDIIJ[J[ID00 . 

After you enter the YTD PURCHASE, it will be maintained by the system 
to a maximum of $9,999,999.99. If you answered IYJ for a printout, the 
vendor code and the word *ADDED* will be printed. 

The cursor returns to VENDOR CODE. Enter the remaining vendors in the 
same manner described above. When the last vendor has been entered, 
press [E]J at VENDOR CODE. The program will exit the Add mode. 

Changing Vendor Records 
To change information in a vendor's record, press lg for Change. Enter the 
vendor's code. The record is displayed on the screen. Use the Iii and 
keys to move to the entry you wish to change. 

When all changes have been made, press the I!]] key. The screen will 
show: ANY CHANGES? (Y /N). Review the information. Press IYJ if you 
need to make more changes. Press IN] if there are no changes. When you 
answer IN] , the program records the information and returns to VENDOR 
CODE. Press [EI] to exit the Change mode. 
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File Maintenance (continued) 

Deleting Vendor Records 
You should not delete a vendor if you show items in your inventory with 
this vendor as the "primary" vendor, or if you have outstanding orders from 
this vendor. 

To delete a vendor record, press !QI for Delete. Enter the vendor's code. The 
record will be displayed on the screen. You are asked: IS THIS THE 
VENDOR YOU WANT TO DELETE? (Y /N). 

Press IN] if you entered the wrong vendor code. If you press [yJ , the vendor 
record which is displayed on the screen will be deleted. The cursor will re-
turn to VENDOR CODE. Press [EI] to exit the Delete mode. 

Inquiring Vendor Records 

To review a vendor record, press [!J for Inquiry. Enter the vendor's code. 
The record will be displayed on the screen. The screen will show: DISPLAY 
NEXT? (Y /N). Press IN! to exit the Inquiry mode, or press [yJ to see the 
next record. 

Each time !YI is pressed, the next vendor record will be displayed. If the 
last record is displayed, the program will indicate END OF FILE and auto-
matically exit the Inquiry mode. 

Press [E]] to return to the Maintenance Menu. 



File Maintenance (continued) 

Inventory 
Next , you will enter your item-by-item inventory. Before you begin, you 
need to gather all descriptive and statistical information available on 
each item of your inventory . This includes sales and order records. When 
you're ready , press II] at the Maintenance Menu . 

The screen will show: 

You are asked: DO YOU WANT A MAINTENANCE REPORT? (Y /N). This 
is a printout the program produces when all information has been entered. 
The report will only include the most important details. Press IYJ if you 
want a printout . Press INJ if you do not want a printout . After answering 
this question , please note the four options at the bottom of the screen. 

Adding Your Inventory 
To enter your inventory items, press !Al for Add. There are 20 fields of data 
to enter for each item . Use the III key to skip entries you do not wish to 
answer. Use the I+- I key if you make a mistake and need to return to a 
previous entry. 

The cursor is positioned at STOCK #. Use vendor Part Numbers and/or 
create your own stock numbers . We recommend using vendor Part Numbers 
In either case , the program allows you to enter up to 12 characters per 
stock number. 
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File Maintenance (continued) 

Stock numbers must be of the same length to enable the program to 
report the stock items in proper sequence. If you have more than one 
vendor, their part numbers may vary in length. 

The longest part number determines the number of characters you will 
enter for each stock number. The shorter part numbers will be preceded 
with zeroes to make the stock numbers the same length. 

Let's assume you have different vendors using stock numbers such as 
these: 012-A, 3-3904, 0001, 26-4388. The longest part number (26-4388) is 
seven characters long. To make the stock numbers consistent in length, 
add zeroes to the shorter numbers. You would enter these numbers: 
00012-A, 03-3904, 0000001, 26-4388. In this case, any stock numbers you 
create must also be seven characters long. 

If you do not want to use vendor part numbers, but create your own 
stock numbers instead, you may do so. Let's assume your inventory con-
sists of 500 items. Your stock numbers would all be 3 characters long. The 
first item could be assigned 001, the next 002, etc. 

Let's assume your inventory consists of 9000 items. In -this case, your 
stock numbers would be 4 characters long. The first item could be assigned 
0001, the next 0002, etc. 

Note: Once the record for a stock number is complete, the stock number 
cannot be changed. If a stock number is entered incorrectly, the item must 
be deleted then added again, using the correct stock number. 

Enter a stock number for your first item. Stock numbers will be used by the 
system to locate, add, change, and delete items. 

The cursor moves to DESCRIPTION. Enter a description of the item (up to 
22 characters). Enter the item's location (up to 5 characters). For example, 
you could enter "AIS1" if the item is located in aisle 1. Create your own 
codes to describe locations. If you do not wish to enter a location, press 
the key. 

The cursor moves to TYPE CODE. This code indicates the rate at which 
different items are sold. You may recognize this as the ABC Code for sell-
ing speeds (A= Fast, B = Average, C = Slow). 

If you enter Type Codes, they will appear on the Inventory List Report 
and may be helpful when you reorder. Using Type Codes is optional. Enter 
the item's Type Code or press the key to skip this entry. 

The cursor is now positioned at VENDOR COOE. The vendor codes you 
assigned when setting up you vendor records will now be used. Enter the 
vendor's code from whom the item is usually purchased (the primary 
vendor). You must enter a vendor code (up to 3 characters). 



File Maintenance (continued) 

The cursor moves to ORDER UNIT. Items are sold by vendors in order 
units. For example, dozens, gross, each, etc. Use two characters to indicate 
the item's order unit. You may use alphanumerics or abbreviations. 

For example, if the item you're entering is ordered by the dozen, enter 
[QJ[Z] . Use [E]IA) for each, lgj[B] for gross, etc. If the item is ordered in 
groups of ten, enter (l]lffl for the order unit. Enter the item's order unit 
or press the key to skip this entry. 

The cursor moves to FACTOR. The factor converts order units to selling 
units, using this equation: order units x factor = selling units. For ex-
ample, if the item is purchased by the gross but sold by the dozen, the 
factor is 12. 

If the item is purchased in 50's but sold individually (each), the factor is 
50. When the two are equal, the factor is 1. Enter the factor for this item 
If you press the key, the program will assume the factor 1. 

After you enter the factor, the cursor will move to SELLING UNIT. Use 
an alphanumeric symbol or abbreviation to indicate the normal selling 
unit for the item. For example, you could use IQl[Z] for dozen. ~[BJ for 
gross, etc. Enter the item's selling unit or press the III key to skip this 
entry. 

The cursor moves to CYCLE. Use alphanumeric codes to indicate the 
frequency at which you want items counted. You must use cycle codes if 
you plan to use the system's cycle counting program. Press the III key 
if you do not want to use the system's cycle counting . 

To create cycle codes, use one character to represent each counting period. 
You may use letters, numbers, or symbols for cycle codes. For example, 
use letters such as: for weekly counting, [j] for bi-weekly, for 
monthly , etc . If you wish, use numbers: i.e . ill for weekly, 111 for bi-
weekly; or use symbols i.e. I!] for weekly, G for bi-weekly, etc. 

Create cycle codes to represent the intervals at which you will be doing 
cycle counts and note them on paper. When creating your cycle codes, 
you may want to consider the following hint. 

Hint: If you're using Type Codes, items with the same selling speeds 
can be counted at the same time. Assign a cycle code to each Type Code 
and note this on paper. For example, you may want to assign all Type A 
items for weekly counting : Type B items for bi-weekly counting, etc. As 
you add each inventory record, enter the cycle code you assigned to the 
item's Type Code . 

Note: The section entitled Cycle Count will explain how cycle counting 
is done. 
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File Maintenance (continued) 

Now that you know what cycle codes are all about, enter the appropriate 
cycle code for the item you are currently entering (1 character only). 

The cursor moves to DATE LAST ORDER (MM/DD/YY). Enter the date 
the item was last purchased from vendor. For example, May 31, 1982 
is entered as lfflOOOOIIJOO~ . 
The cursor moves to UNIT COST (LAST). Enter the selling unit cost 
you paid on the last purchase (up to 8 digits). The maximum amount 
you may enter is 99999.99. Do not use commas. If the amount includes a 
"cents" amount, you must include the decimal. 

After you enter the last unit cost . the cursor will move to UNIT COST 
(AVER). Average unit cost is a method used for inventory valuation. 

If you are currently using this method, enter the item's current aver-
age unit cost (up to 99,999 .99). If you are not using the average cost 
method but wish to start, we recommend entering the last unit cost. 

Each time an order is received from the vendor. the program will com-
pute a new average cost. The average cost is calculated using this 
formula : 

New Avg. Cost Per Selling Unit = (C x Q) + (N x R) 

(Q + R) 

C = Current Average Cost 
Q = Quantity On Hand 
N = New Cost 
R = Received Quantity 

This entry is optional. Enter the item's average cost or press the key to 
skip this entry. If you do not enter the average cost, future average costs 
computed by the system will be distorted and should be disregarded. 

The cursor is positioned at SELLING PRICE 1. You may enter 3 selling 
prices. For Price 1, enter the price at which the item is normally sold to 
customers (up to 99999.99) . When you post sales later, you can press r=IE=N-==T=e=
to default (or automatically enter) the Price 1 value. This entry is optional. 
Enter a Price 1 value or press the key to skip this entry . 

The cursor moves to SELLING PRICE 2. Price 2 may be used for special 
customer categories: i.e. wholesale, jobbers, etc. The program will not de-
fault the Price 2 value during posting. This entry is optional. Enter a Price 
2 value or press the key to skip this entry. 

The cursor moves to SELLING PRICE 3. Price 3 may be used for special 
or discount prices. The program will not default the Price 3 value during 
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posting. This entry is optional. Enter a Price 3 value or press the III key 
to skip this entry. 

The cursor moves to PTO SALES . Enter the item 's period-to-date sales 
total (up to $9,999,999.99). Do not enter commas. Enter a decimal if the 
amount includes "cents." From this point on, the system will maintain the 
period-to-date total. 

The cursor moves to YTD SALES. Enter the item's year-to-date sales 
total (up to $9,999,999.99) . Do not enter commas . Include the decimal when 
necessary . From this point on, the system will maintain the year-to-date 
total. 

The cursor moves to QTY ON HAND. Enter the current quantity on 
hand (up to 99,999). Enter the quantity in selling units. The program will 
automatically insert the commas. From this point on, the item's inventory 
will be ma intained by the system. 

The cursor moves to REORDER POINT. Enter the smallest quantity you want 
on hand before reordering (up to 99,999). Enter the quantity in Selling units . 

Run a Reorder Listing Report whenever you want a list of the items 
which have reached reorder point. The Suggested Order Report , a similar 
report, also indicates items which have reached reorder point. 

The cursor moves to REORDER QUANTITY . Enter the quantity you usually 
order from the vendor (up to 99,999). Enter the quantity in Order units. 

When this item reaches reorder point , the quantity you have entered 
here will appear on the Suggested Order Report. You don 't necessarily 
have to reorder this quantity. The quantity appears as a suggestion . 

If you selected the Maintenance Report , the program will print the in-
ventory stock number and the word ADDED for each item you enter . 

The cursor will return to STOCK #. Enter each inventory item in the 
manner described above. When the last item has been entered and the cur-
sor returns to STOCK #, press the [EI] key to exit the Add mode. 

Note: If you make a mistake while entering an item , use the I +-1. ffi , , 
and I keys to make the correction. If you want to start over, press the 
[W key and the cursor will return to STOCK #. 

As you can see, entering inventory items is a rather lengthy process. If 
you take a break or wish to turn off your computer to continue the next 
day , you must exit the system by using the [EI] key. When TRSDOS 
READY is displayed, remove all disks from the drives then turn off the 
computer system. 
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File Maintenance (continued) 

It would also be helpful to note where to begin when you return. Do not 
remove disks until TRSDOS READY is displayed on the screen. Never turn 
off the system while disks are in the drives. 

Changing Inventory Records 
To edit or change an inventory record, press jg for Change. Enter the item's 
stock number. Use the key to move the cursor. Use the ffi key to re-
turn to a previous line. When all changes have been made, press the IF 2! 
key. The screen will show: ANY CHANGES? (Y /N). Review the informa-
tion which is displayed on the screen. If there are no changes, press 1M . 
Press [YI if you need to make more changes. After making the changes, 
press the (EJ] key. When ANY CHANGES? (Y /N) is displayed, press lrlJ . 
When you press 1M , the changes are recorded and the cursor returns to 
STOCK #. Change another record or press [EI) to exit the Change mode. 

Deleting Inventory Records 
You can delete an inventory record if the item is not on order from the ven-
dor and the quantity on-hand is zero. 

To delete an inventory record, press [QI for Delete. Enter the item's stock 
number. The record cannot be deleted if the program indicates ON HAND 
QUANTITY. 

If the record can be deleted, the record will be displayed and the screen will 
show: DELETE? (Y /N). Is this the record you want to delete? 

Press lrlJ if you entered the wrong stock number. Press [YI to delete the 
record which is displayed. After the record is deleted, the cursor will return 
to STOCK #. Delete another record or press [EI] to exit the Delete mode. 

Inquiring Inventory Records 
To review an inventory record, press [I] for Inquiry. Enter the item 's 
stock number. The record will be displayed. The cursor will return to 
STOCK #. Review another record or press [EI] to exit the Inquiry mode. 

When you have entered all the items in your inventory ·, we recommend 
printing an Inventory List. The Inventory List is generated from the Re-
ports Menu . It will provide you with a listing of your inventory. To print 
the Inventory List, press [E]J twice. The Main Menu will be displayed. 

Press [ID at the Main Menu. When the Reports Menu is displayed, 
press ill . Press [!I again for Option 1. Press I ENTER I twice. After the 
Inventory List is printed, the Reports Menu will be displayed. Press [(!] 
to return to the Main Menu. 



File Maintenance (continued) 

You may begin full operation of your ICS Multi-Drive System. Before 
you begin, we advise reading this manual in its entirety to familiarize 
yourself with the purpose and operation of each function. 
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File Maintenance (continued) 

Cycle Count 
If you entered a cycle code for each item in your inventory, you may use the 
system's Cycle Count function. Cycle Count is a function of File Main-
tenance, so press 11] at the Main Menu. When the Maintenance Menu is 
displayed, press . The cursor will be positioned at INVENTORY CYCLE. 
Enter the cycle code which represents the cycle you are counting. 

For example, to count items designated for weekly counting, on a 
weekly basis you must select Cycle Count then enter the cycle code you 
created for "weekly" counting. To do bi-weekly counting, every two weeks, 
you must enter the cycle code you created for "bi-weekly" counting, etc. 

If you have grouped items for counting by Type Codes, whenever you 
want to count a particular Type Code group, select Cycle Count then enter 
the cycle code you assigned to that group. 

After you enter the cycle code, the program will print a worksheet list-
ing stock numbers, descriptions, locations, U /M (unit of measure), a 
column for a hand count entry, and a column for the counter's name. 

The program will then print a second worksheet which will indicate 
the system's perpetual count and average costs. When the second work-
sheet has finished printing, press [E}] twice to return to the Main Menu. 

Use the first worksheet to record the results of your physical count. 
Compare the first worksheet and the second worksheet. Differences between 
the physical count and the perpetual count should be researched. Cor-
rection to the perpetual count can be made through the File Maintenance 
(Inventory) function. 



Posting Sales 

Posting Sales 
Entering your sales on a regular basis is a key to making this system 
work. On-hand quantities will be reduced . Period and Year-to-Date sales 
will be increased. Accurate reports will depend on regular sales posting . 
To post sales , press at the Main Menu. 

The screen will show : 

Enter the STOCK NUMBER of the item sold. The description will be displayed. 
Enter the QUANTITY sold. The cursor will move to TOTAL $AMOUNT. If you 
press !ENTER! to default to Price 1, the program will automatically calcu-
late and enter the total sale amount. If the item was not sold at Price 1, you 
must calculate the total sale and enter that amount. 

For example , let's assume you entered a quantity of 10. Price 1 for the 
item is $2.99. However, the item was sold at 1.99. After calculating the sale 
total on paper (1.99 x 10), you would enter for TOTAL $ 
AMOUNT. 

The cursor is currently positioned at TOTAL $ AMOUNT . Enter the total 
sale amount or press !ENTER! to default to Price 1. The screen will show: 
ANY CHANGES? (Y /N). Review the information which is displayed on the 
screen. Press IY] to make a change. Press IN] to post the sale entry. After 
the sale is posted , the cursor will return to STOCK NUMBER . 
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Posting Sales (continued) 

Post each sale in the manner described above. When the last sale is 
posted and the cursor returns to STOCK NUMBER, press [EI] to print the 
Sales Journal. The Sales Journal will list each sale you have posted and 
may be used for your records. After printing the Sales Journal, the pro-
gram will return to the Main Menu. 

Note: Post sales on a regular basis. We recommend posting at the end 
of each day. Sales that exceed the quantity on hand will not be processed 
and will be listed as such on your Sales Journal. For this reason, make 
sure your inventory is accurate before you begin posting sales. 

Correcting Posting Errors 
Review the Sales Journal printout. If you find an error in the quantity or 
unit price, select Posting Sales again. Enter the stock number of the item 
in error. 

An accepted practice is to "back-out" the entire sales transaction and re-
enter it correctly, "Back-out" refers to entering negative numbers to cancel 
or clear incorrect figures. 

To correct the quantity or amount, the entire sale must be backed-out 
then re-entered correctly. For example, let's assume you found this error. 
The quantity was posted correctly, however, the sale amount posted as 
100.00 should have been 10.00 (quantity= 2, amount= 100.00). "Back-out" the 
entire sales entry and re-enter it correctly. 

At the Main Menu, select Posting Sales. Enter the stock number of the 
item in error. For quantity, you would enter El~ . Enter E][!][ffi[ffl for 
the amount. When the cursor returns to STOCK NUMBER, re-enter the stock 
number. This time, enter for the quantity. Enter [!][ffi for the amount. 

When the cursor returns to STOCK NUMBER, press [E!] for the Sales Journal 
printout. This printout shows the posting error as being corrected. The pro-
gram automatically returns to the Main Menu. 



Reordering 

Reordering 
When it's time to reorder items in your inventory, press at the Main 
Menu. This is where you enter purchase order information. The cursor is 
positioned at VENDOR CODE. Enter the code for the vendor from whom you 
are ordering. 

The screen will show: PRINT SUGGESTED ORDER? (Y /N) . The Suggested 
Order is a sub-report which informs you of the items at or below reorder 
point. This report will also suggest the quantity to reorder. Press [y] for 
a Suggested Order report. 

The cursor is now positioned at P. 0. #. You have two options. If you 
enter a P.O. number, the program will automatically create a purchase 
order for the items appearing on the Suggested Order report. You may add, 
delete, or make changes to the purchase order later. 

If you'd rather enter all line items yourself , press !ENTER! instead of 
entering a P.O . number. 

Note: If you enter a P.O. number, enter the number that falls in se-
quence to the last P.O. number used (up to 4 digits). For example, if the last 
P.O . number used was 0034 , the purchase order you are currently entering 
would be assigned 0035. If you are starting a new series of P.O. numbers, 
you should begin with 0001. 

After you enter the P.O. number or press !ENTER!, the Suggested Order 
report will be printed. Two @@ symbols preceding an item means the item 
already exists on an open purchase order. 

The Suggested Order report will not be printed if nothing needs to be 
ordered from the vendor . The program will return to the Main Menu. If you 
still want to order from the vendor, follow the instructions for Adding 
Items to the Order (on page 31). 

If the Suggested Order report is printed, the screen will show: DO YOU 
WANT AN ON HAND LISTING BY THIS VENDOR? (Y /N). This is a list of 
all items sold by this vendor and the current quantity on hand. 

The On Hand Listing is recommended if you want to enter all line 
items yourself or add items to the purchase order. There are two methods 
available . Use whichever method is appropriate for you. 

1. If you entered a P.O . number earlier, the items which appeared on 
the Suggested Order report are considered "ordered." To add items to 
the order, press [y] for an On Hand Listing and continue with the 
Adding Items to the Order instructions. 
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Reordering (continued) 

To change or delete items on the order, see Changing or Deleting 
Items on the Order. If there are no additions, deletions, or changes 
to the order, proceed with printing the purchase order . 

2. If you did not enter a P.O. number earlier, the items which appear on 
the Suggested Order report are "not" on order. To order these items 
and any additional items, press !YI for an On Hand Listing. This list-
ing provides stock numbers, descriptions, and other information you 
will need. 

Items which appeared on the Suggested Order report will also appear 
on the On Hand Listing. Items preceded by two asterisks ( **) have an 
on hand quantity less than or equal to the reorder point quantity. 
Continue with the Adding Items to the Order Instructions to enter the 
items which appeared on the Suggested Order report and any ad-
ditional items you want to order. 

Note: Print a Reorder Items Report when you're not ready to order from 
the vendor but want to know what items are less than or equal to their re-
order point. This report will provide information similar to that of the Sug-
gested Order report. For details, see the section on Reports - Inventory 
List, Option 2. (Reorder Items). 



Reordering (continued) 

Adding Items to the Order 
To enter or add line items to a purchase order, the P.O. Builder must be dis-
played: 

If the P.O. Builder is not displayed, press @] at the Main Menu. Enter the 
vendor's code. Press in answer to the Suggested Order report question. 

There are four options at the bottom of the screen. Press 18] for Add. The 
cursor moves to P. 0. #. Enter the P.O. number to which you want the 
item(s) added. If the screen shows: PURCHASE ORDER DOES NOT EXIST 
IS THIS A NEW P.O.? (Y /N), the program does not recognize the P.O. num-
ber you entered. 

If you're adding items to an existing purchase order, you may have en-
tered the wrong P.O. number. Press to enter the correct P.O. number. 
To enter all line items or create a new purchase order, press IYJ . For ex-
ample, if you did not enter a P.O. number earlier and wish to order the 
items appearing on the Suggested Order report, press IYJ . 
The cursor will move to STOCK#. Enter a stock number. After you enter 
the stock number, one of the following messages may appear: 

1. If LINE ITEM ALREADY EXISTS. PLEASE TRY AGAIN appears, the item 
has already been entered on the order. The cursor, in this case, 
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Reordering (continued) 

will return to STOCK #. If there are other items to add, enter the next 
stock number. 

2. If the screen shows: NOT THE PRIME VENDOR FOR THIS ITEM. 
DO YOU WISH TO CONTINUE? (Y /N), the vendor code which was en-
tered is not the vendor this item is usually purchased from. There are 
three options: 

Press ffi;j] if you entered the wrong stock number. Press IY1 if you wish to 
proceed with ordering this item from this vendor. To change the vendor 
code, press ffi;j] , press [EI] twice, press IF 2 ! and enter the new vendor 
code. 

If neither message appears, the cursor will be positioned at UNITS TO 
ORDER. A suggested quantity will be displayed on the screen. Press the 

key to default (or automatically enter) the quantity which is dis-
played. If you wish to order a different quantity, enter the quantity in 
order units. 

The cursor moves to COST PER UNIT. The last order unit cost is dis-
played on the screen. Press the key if the order unit cost has not 
changed. If the order unit cost has changed, enter the current order unit 
cost. 

The screen will show: ANY CHANGES? (Y /N). Review the information 
you have entered. Press [yJ to make a change. Press ffi;j] if there is no 
change. When you press ffi;j] , the line item will be recorded and the 
cursor will return to STOCK #. 

Enter the next line item. When the last item has been entered and the 
cursor returns to STOCK #, press the [E]J key. The cursor will return 
to P. 0. #. Enter another purchase order or press [EI] to exit the Add 
mode. 

To order from a different vendor, press IF 2 ! at ENTER SELECTION 
and enter another vendor code. If you do not wish to order from another 
vendor, press [EI] at ENTER SELECTION to return to the Main Menu. 

You may print purchase orders whenever you choose. The system 
allows you to build purchase orders (adding items to the order day by 
day). 

Changing Items on the Order 
To change an item on a purchase order, press [g for Change. Enter the P.O. 
number on which the item appears. Enter the stock number. The cursor 
moves to UNITS TO ORDER. Press the key if the ordered quantity 
has not changed. If there is a 9hange, enter the quantity in order units. 



Reordering (continued) 

The cursor moves to COST PER UNIT. Press the key if there is no 
change. If the order unit cost has changed, enter the current order unit cost. 
The screen will show: ANY CHANGES? (Y /N). 

Review the information you have entered. Press IYJ to make more 
changes. Press to record changes. After you record your changes, 
press [EI] to exit the Change mode . 

Deleting Items from the Order 

To delete an item from a purchase order, press IQ! for Delete. Enter the P.O . 
number on which the item appears. Enter the stock number . The quantity 
ordered and the unit cost will be displayed on the screen. 

The screen will show: IS THIS THE LINE ITEM YOU WANT TO DELETE? 
(Y / N). Press if you entered the wrong P .O. number. Press IY) if the 
displayed item is the one you want to delete. After the item is deleted, press 
[E}] to exit the Delete mode . 

When all line items on a purchase order are deleted, the P.O. number must be 
cleared through the system. At the P .O. Builder, enter the P .O. number. The 
screen will show: NO EXISTING LINE ITEMS UNDER THIS P. 0. OK TO 
DELETE? (Y /N) . Press [yJ to delete the purchase order . If you want to use 
the P.O. number again, press . 

Inquiring Items on Order 
To find out if an item is on order, press [I] for Inquiry. Enter the item's 
stock number. The screen will show : LINE ITEM NOT FOUND , PLEASE TRY 
AGAIN if the item is not on order. If the item appears on another purchase 
order , the screen will show: DISPLAY NEXT LINE ITEM (Y /N). 

Press to enter a different stock number. Press IYJ to see each pur-
chase order on which the item appears. When the last purchase order is 
displayed, the program will indicate END OF FILE and return to STOCK #. 
Enter a different stock number or press [EI] to exit the Inquiry mode. 
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Reordering (continued) 

Printing Purchase Orders 
To print purchase orders, remove the standard printer paper from the 
printer. Load the purchase order forms into the printer. Consult your 
printer ' s instruction manual if you need loading instructions. 

To print purchase orders, the P.O. Builder must be displayed. You can reach 
the P.O. Builder by answering to the Suggested Order report question. 

When the P.O. Builder is displayed, press [fl for Print. Enter the P.O. 
number you want to print. The screen will show: DO YOU WISH TO CON-
TINUE? (Y /N). Press if you do not wish to continue. Press 00 to con-
tinue. If 00 , the screen will show: ALIGNMENT MASK? (Y /N). Press [y] 
to print the alignment mask. 

The alignment mask is used to align the printing on the forms. If the align-
ment mask does not print properly on the form, adjust the paper align-
ment in the printer. Adjust the forms if necessary. Press 00 to print the 
alignment mask again. 

Alignment is correct when the X's are printed and properly centered in the 
box at the top of the form. You may have to print the alignment mask 
several times and use several forms before proper alignment is achieved. 
Press when proper alignment is achieved. 

The screen will show: PRINT PURCHASE ORDER AS OF DATE / /. Enter 
two digits each for month, day, and year. For example, May 31, 1982 is en-
tered as li][ID~[!]rn:J~ . The program prints the purchase order after you 
enter the date. The cursor will return to P. 0. # when printing is complete. 

To print another purchase order, enter the P.O. number. Proceed in the 
same manner described above. It is not necessary to print the alignment 
mask again if the forms have not been removed from the printer. 

After the purchase order is printed, the cursor will return to P. 0. #. Repeat 
the steps outlined above until you have printed all the purchase orders you 
want printed at this time. 

The program continues to store purchase order information even after the 
order has been printed. As long as the purchase order has not been deleted 
or received, it can be reprinted. To reprint a purchase order, press [f] for 
Print. Enter the P.O. number. The screen will show: DO YOU WISH TO 
CONTINUE? (Y /N). Press 00 to continue. 

The screen then shows: P. 0. PRINTED BEFORE. DO YOU WISH TO PRINT 
IT AGAIN? (Y /N). Press 00 . Press [y) again if you need to print the 
alignment mask. The purchase order will be printed. 



Reordering (continued) 

When you have finished printing purchase orders , press [El] at P. 0 . #. 
Press [E}] again to return to the Main Menu . Before you send purchase 
orders to the vendors , check the stock numbers . If the stock numbers you 
use are different from those used by the vendor, write in the vendor 's stock 
number . 
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Receiving 

Receiving 
When an item is returned by a customer or received from the vendor, press [4] 
at the Main Menu. 

The screen will show: 

This is the Receiving Menu. Press [1] to process orders received from 
vendors. 
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Receiving (continued) 

The screen will show: 

Orders 
The screen then shows: DO YOU WISH TO HAVE A PRINT-OUT? (Y /N). 
We recommend always answering IX! to this question to receive a printout 
of your receiving stock. 

The cursor will move to PURCHASE ORDER #. Enter the P.O. number of the 
order received. The first line item will be displayed on the screen. The cur-
sor is positioned at BLANKET RECEIVE (Y /N). 

If you did not receive this line item, press !F2L You may then display the next 
line item. Press if you received this item but not in the quantity ordered 
(see Receiving Partial Orders on page 39). Press [YI if the quantity ordered 
was received. If Y, the cursor will move to UNIT COST. If the order unit cost 
has changed since the order was placed, enter the current order unit cost. 
Press the~ key if the order unit cost has not changed. 

The screen then shows: ANY CHANGES? (Y /N). Press if there are no 
changes. Press !YI to make changes. If you pressed !YI , the cursor will re-
turn to PURCHASE ORDER # and the screen w~ll be blanked out. Enter the 
correct information. ANY CHANGES? (Y /N) will be displayed again. Press 

if all information is correct. 



Receiving (continued) 

When you press , the screen will show: ORDER-RECEIVING RECORDED. 
The screen then shows: NEXT LINE ITEM? (Y /N). Each item you receive 
should be entered in the manner described above. Press IYJ to enter the 
next item received. Press lrl] when the last receipt has been entered. 

When all items are received, the screen will show: NO EXISTING LINE ITEM 
UNDER THIS P. 0. OK TO DELETE? (Y /N). You have the option to delete 
the purchase order or retain it so it may be used again. 

Press !YI to delete the purchase order. If this is a blanket purchase order 
that you use for repetitive purchases, press to retain the purchase 
order. This enables you to continue adding, deleting, and receiving items 
using this P.O. number. Press [E]J to return to the Receiving Menu. 

Receiving Partial Orders 
When you do not receive the quantity ordered.press~ at BLANKET RECEIVE 
(Y /N). The cursor will move to QTY RECEIVED. Enter the quantity you 
actually received in selling units. 

The cursor will move to UNIT COST. If the selling unit cost has changed, 
enter the current selling unit cost. If the unit cost has not changed, press 
the key. 

If you receive a fraction of an order unit, enter the quantity you actually 
received in selling units. For example, you ordered 5 dozen but received 3½ 
dozen. At QTY RECEIVED, you would enter . 

The program records this order as 42 received with 2 dozen remaining 
outstanding. Your on hand quantity is only inc;:reased by the quantity 
actually received (42) . The quantity remaining outstanding (on order) is 
rounded tp the next highest order unit. 

As each open item on the purchase order is received, return to the Receiv-
ing function to enter the quantity received. Enter the information in the 
same manner described above. QTY ORDERED will indicate the quantity 
outstanding. 

After all outstanding items on the purchase order have been received, the 
screen will show: NO EXISTING LINE ITEM UNDER THIS P.O. OK TO 
DELETE? (Y /N). Press !YI to delete the purchase order. Press if you 
want to use the P.O. number again. When you're finished, press [EI] to 
return to the Receiving Menu. Press [EI] again to return to the Main 
Menu . 
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Receiving (continued) 

Cancelling Orders 
Sometimes an item on a purchase order is cancelled because the vendor can-
not deliver or you received a partial order and cancelled the back order. 
When this happens, you must return to the Reordering function. Delete the 
line item through the P.O . Builder (see Deleting Items from the Order on 
page 33). 



Receiving (continued) 

Customer Returns 
Sometimes items are returned from customers . To return an item to stock 
and/or reduce your Period-to-Date and Year-to-Date sales, press [J] at 
the Main Menu. At the Receiving Menu, press for Customer Returns. 

The screen will show: 

Press [y] to receive a printout for your records. Now enter the stock num-
ber of the returned item. A description of the item will be displayed on the 
screen. 

The cursor is positioned at QTY RETURNED. Enter the quantity returned . 
The cursor will move to ADD TO INVENTORY. Enter the quantity being 
returned to stock. Press !ENTER! if the item(s) is damaged and will not be 
returned to stock. When you press !ENTER!, the program defaults to (0) 
quantity. 

After you enter the Add to Inventory quantity , the cursor will move to 
$ AMOUNT. Enter the sales total or the amount refunded to the customer 
(Quantity x Selling Price). The sales total (or refund) will be deducted from 
your Period-to-Date and Year-to-Date sales . 

The screen then shows : ANY CHANGES? (Y /N). Press [y] to make 
changes. Press to record the return . If IN] , the cursor will return to 
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Receiving (continued) 

STOCK #. Enter another stock number or press [EI] to return to the 
Receiving Menu. Press [E!J again to return to the Main Menu. 

Sometimes a returned item is replaced or exchanged for another item. 
The returned item is entered in the same manner described above. The re-
placement or exchanged item must be "posted" as an individual sale. 



Receiving (continued) 

Labels 
When an order is received from the vendor, you may need to print labels 
for your new items. You may purchase labels from Radio Shack (Cat. No . 
72-0200). To print labels, press @ at the Main Menu. When the Receiving 
Menu is displayed , press . 

Remove the standard printer paper from the printer. Load 2" x 1" (3- across) 
labels. Return to the screen when the labels are loaded . The screen will 
show : ALIGNMENT MASK? (Y /N). 

The alignment mask will help you align the printing on the forms. We recom -
mend pressing ll] to print the alignment mask. Alignment is correct if 23 X's 
are printed and centered horizontally across the top of the label. 

Adjust the labels in the printer if alignment is not correct. Press IXJ to print 
the alignment mask again. You may have to print the alignment mask 
several times before achieving proper alignment. Press 1M when proper 
alignment is achieved . 

The cursor will move to STOCK NUMBER. Press l:E1] if you entered this 
function in error. Otherwise, enter the stock number for which you want 
labels printed . The cursor will move to NUMBER OF LABELS. Enter the 
number of labels you want printed . The price will be Price 1 and the coded 
cost will be the average unit cost. 

When printing stops, the cursor will return to STOCK #. Enter another 
stock number . If you are finished printing labels , press [EI] two times to 
return to the Main Menu. Remove the labels from the printer. Reload the 
standard printer paper . 
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Reports 
To generate reports, press [ID at the Main Menu. 

The screen will show: 

This is the Reports Menu . There are six main reports. The program allows 
you to customize five additional reports. Use the last two selections of the 
Reports Menu to define and print custom reports. See Appendix D if you 
wish to see sample reports. 

Inventory List 
Press [I] to print an inventory listing. The screen will show two options: 

1. ALL ITEMS - Press [I] (or press !ENTER!) to list your inventory. 
The program will request a beginning and ending stock number. 

Reports 

To list a certain portion of your inventory , enter a beginning and ending 
stock number. To list your entire inventory, instead of entering a be-
ginning and ending stock number, press !ENTER! twice. After printing 
the listing, the program returns to the Reports Menu . 

2. REORDER ITEMS - Press 11) to list items which are currently at or 
below reorder point. The program will request a beginning and ending 
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Reports (continued) 

stock number. To list a certain portion of your inventory enter a begin-
ning and ending stock number. 

To list all items in your inventory which are at or below reorder point, in-
stead of entering a beginning and ending stock number, press I ENTER! 
twice. After printing the listing, the program returns to the Reports Menu. 

Note: Pressing [E]J at the Reports Menu will return you to the Main 
Menu. 

Vendor List 
Press to list your vendors. This list will also include updated Year-to-
Date purchase figures from that vendor . The program will return to the 
Reports Menu after printing the listing. 

Counter Price List 
Press 00 to receive a price listing of your inventory. Us~ this report as an 
extra price book for your sales people. It contains retail information they 
will need to make sales and the coded average cost. The program will re-
turn to the Reports Menu after printing the listing. 

Zero Reorder Point List 
Press @ to list items having a reorder point of zero. Enter a vendor code if 
you want to list a specific vendor. Enter IAJII)[jJ if you want to list all 
items (regardless of vendor). The program will return to the Reports Menu 
after printing the listing. 

Open Purchase Orders 
Press [ID to list open item purchase orders. This report will list oustanding 
line items from all open purchase orders. The program will return to the 
Reports Menu after printing the listing. 

Cost of Inventory 
Press (§1 for a total Cost of Inventory report. Enter a vendor code to list 
items from a specific vendor. Enter IAJ[jJ[jJ to list all items (regardless of 
vendor). 

The Period and Year-to-Date sales totals will be included. The report will 
also indicate the total number of items in your inventory, the total retail 



Reports (continued) 

value, and the total cost by each vendor. The program will return to the 
Reports Menu after printing the listing. 

Cancelling Reports 
To cancel a report while it is in process, press the printer's Off-Line button 
(key or switch). The screen will show: DO YOU WISH TO CANCEL THIS 
REPORT? (Y /N). 

Before answering this question, put the printer back On-Line then press 
!YI . Pressing 00 cancels the report. If you press IN] , the program will 
continue printing. Cycle Count and Custom reports may be cancelled in the 
same manner. 
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FIELD 

ffi 
4 
5 
6 
7 
8 
9 

10 
11 
12 
13 
14 
15 

Gt> 
18 
19 
20 

Custom Reports 
Custom Report Format 
Custom Report Format lets you create and define custom reports (up to five 
reports). To design a custom report, at the Reports Menu press [zJ . Make 
sure the printer is On-Line. 

The screen will show: WORKSHEET? (Y /N). Press !YI to print the work-
sheet. The program will return to the Reports Menu after printing the 
worksheet. 

You will use the worksheet to outline the format of your report. When you 
have finished filling out the worksheet , you will use it to enter the report 
in the Custom Report Builder. The completed Worksheet will look some-
thing like this: 

LENGTH 

1 
3 
5 
7 
7 
7 
7 
7 
£ 

2 
5 
5 ,., 

10 

6 
3 

c:1 REPORT FORMAT WORf<SHEET 
1!£Jl&J ~l§lliJyTD S .... les llill&JliJ~[!;J!iJ 

PRINT LINE LAY- OUT 

HEADING LENGTH TYPE 

SfOCt( 12 ALPHA/NUMERIC 
DESCRIPTI ON_.., 11 ALPHA/NU MERIC 
L OC. '-""""" 4 AL PHA / NUMERIC 
T ALPHA/NUMERIC 
VNO. 4 ,4.L..PHA/NUMERIC 

ON HAND 9 NUMERIC <NO DEC> 
LAST COST 13 NUMERIC <DEC) 
AVG . cos, 13 NUMERIC <DEC> 

PR[CE - 1 1-J NUMERJ.C (DEC) 
PRICE-2 9 NUMERIC <DEC> 
PRICE- ~3 9 NUMERIC <DEC) 

SU 2 ALPHA/NUMERIC 
OU 2 AL PHA/NUMERIC 

RIP 9 NlJMERIC (NO DEC> 
ORD . 9 NUMERIC (NO DF.C) 

PTO SALES 13 NUMERIC (DEC) 
Y TD SAL..ESV NUMERIC COECl 

C ALPHA/NUMERIC 
ORD. OT. €l DATE 

C/F 9 NUMERIC (NO DEC> 

TOT/C NT 

T 
T 
T 
T 

T 
T 

PRINT P OS. 

Use the rule at the top of the Worsheet to count print positions (or spaces) on 
the report. There are 132 print positions (or spaces) per line. Each print 
position corresponds with a position number. 

The third column of the worksheet gives a list of the headings you may use 
in your report. 

STOCK NUMBER 
DESCRIPTION 
LOC . (Location) 
T - (Type Codes) 
VND. - (Vendors) 
ON HAND 
LAST COST 

TOT /C NT ? 



AVG . COST 
PRICE -1 
PRICE -2 
PRICE -3 
SU (Selling Units) 
OU (Order Units) 
R /P Reorder Point) 
ORD. (Order Quantity) 
PTO SALES 
YTD SALES 
C (Cycle Codes) 

Reports (continued) 

ORD . OT. (Date of Last Order) 
C /F (Conversion Factor) 

Select the headings for your report and check cl) them off on the Worksheet 
(see completed worksheet). 

The first column of the worksheet indicates field numbers. Each field 
number corresponds with a field heading. For example, the field number 
for STOCK NUMBER is 1. The field number for PTO SALES is 16. The 
field number for VND . (Vendors) is 5, etc . 

From now on, the headings will be referred to as "fields " and will be identi-
fied by "field numbers. " On the worksheet, circle the field numbers of the 
fields you want to appear on your report (see completed worksheet -
compare Columns 1 and 3). 

Let's move to the LENGTH columns now. The first LENGTH column shows 
the number of spaces the program has reserved for data (data field lengths). 
Commas and decimals are included in the data field length. The second 
LENGTH column shows the number of spaces each field heading will use. 

Circle the larger length number. For example, if you 're using Field #3 
in your report, on the worksheet you would circle 5 for the LENGTH .. If 
you 're using Field #17 , you would circle 13 for the LENGTH. If the LENGTH 
is the same in both columns, you may circle either LENGTH. The circled 
length numbers will be used later on when you position the fields . 

When you have finished circling the lengths, move to the TYPE column. 
This column is for your information only . It describes the type of data each 
field is expected to receive (alpha, numerics, or alphanumerics). 

Move to the next column (TOT /CNT). If a C or T appears for a field, its 
data can be counted or totaled by the program. If you want the data counted 
or totaled, place a check in the last column of the worksheet (TOT / CNT?). 

For example, Field #3 cannot be counted or totaled because a letter is 
not indicated. A C is indicated for Field #1 which means you have the option 
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Reports (continued) 

of having the stock numbers counted. To have the stock numbers counted, 
you would place a check in the last column of the worksheet. 

On the worksheet, check the fields you want counted/totaled. When you 
are finished, move to the PRINT POS. column. In this column, you will 
write the starting position number for each field of your report. You may 
arrange the fields in any order you want. To find the starting position for 
each field, decide what your field arrangement will be, then follow these 
steps. 

Using the rule at the top of the Worksheet, find a position number which 
marks where you want your first field to start. Mark the position number 
beneath the rule. In the PRINT POS. column, write the starting position 
number (see completed worksheet). 

Now, the LENGTH number you have circled will be used to find the 
field's ending position number. For example , let 's assume the LENGTH 
number you have circled is 9. You would count 9 spaces on the rule begin-
ning with the field's starting position number. 

The last space counted is the field's ending position number. Mark the 
ending position number beneath the rule. Write in the field name (see com-
pleted worksheet). 

Position each field of your report in the same manner described in the 
three previous paragraphs. Use your own judgement to center the fields. 
Leave at least two spaces between the fields when you are positioning 
them. When you mark the starting and ending position numbers, be sure to 
mark the appropriate number. 

For example, to mark position 35, place the mark under the 5. The "3" in 
35 is actually position number 34. When all fields are positioned, the work-
sheet is complete. 



Reports (continued) 

Custom Report Builder 
Press [z] at the Reports Menu. This time, press in answer to the WORK-
SHEET? question. 

The screen will show: 

Press IA! for Add. Now you will enter the format specifications you have 
outlined on the worksheet. In addition to the information you have entered 
on the worksheet, you must enter a report number ([IJ-1§]) and a report title. 

The cursor is positioned at REPORT# ( 1-5). Enter a report number. For 
example, enter III if this is your first custom report. Enter if this is 
your third report. The cursor will move to REPORT TITLE. You may use 
up to 20 characters for the report title. 

If the title is less than 20 characters long, it should be preceded by blank 
spaces to center it on the report. For example, a ten character title requires 
you to enter five blank spaces before entering the title. Enter a title for 
your report. Use the Back Space key if you make a mistake. 

After you enter the report title , the cursor will move to FIELD #,. Enter 
the first field number of your report. For example, if LAST COST is the 
first field heading of your report, you would enter 11] . Use the Back Space 
and ffi keys if you make a mistake. Field numbers must be entered in 
beginning print position sequence. 
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Reports (continued) 

When you enter a field number, the field name and the field length will 
be displayed to the right of the screen. The cursor then moves to PRINT 
POSITION. At PRINT POSITION, enter the field's starting position number 
(the number you have written in the PRINT POS. column of the worksheet). 

Once you enter the print position number. the system will not allow you 
to make changes. The cursor will move to TOT / CNT? (Y /N) if the data can 
be counted/totaled. Press IY) if you want the data counted/totaled; other-
wise press IN] . The field entry is completed when the screen shows the 
number of spaces used (MAXIMUM = 132 USED = ##). 

The cursor will return to FIELD #. Finish entering the fields of your re-
port in the manner described in the previous three paragraphs. When the 
last field has been entered and the cursor returns to FIELD #, press [EI] 
to record your Custom Report. Press [EIJ to return to the Reports Menu. 
You may define up to five Custom Reports . 

Custom Report Print 
To print a Custom Report , press 00 at the Reports Menu. Make sure the 
printer is On-Line. The screen will show: REPORT NUMBER. Enter the 
report number you want to print . The program will return to REPORT 
NUMBER aft~inting the report. Press [fIJ to return to the Reports 
Menu. Press 1.E..11 again to return to the Main Menu. 

Deleting Custom Reports 
A report cannot be changed once it has been recorded. If a change is neces-
sary, the report must be deleted then added again. To delete a report, press 
!QI for Delete. Enter the report number. The screen will show: IS THIS THE 
REPORT YOU WISH TO DELETE? (Y /N). 

Press IY) to delete. Press if you entered the wrong report number or 
entered the Delete function by mistake. If the report is deleted, the program 
will automatically exit the Delete mode . The report number may be used 
again for a new report. 



End of Period/Year 

End of Period/Year 
This function sets your Period-to-Date or Year-to-Date sales totals to zero. PTD = 
Period-to-Date I YTD = Year-to-Date. The End-of-Period selection allows you to 
clear out the Period-to-Date sales in each record. The End-of-Year selection 
allows you to clear out both the PTO and the YTD sales, as well as the 
YTD purchase figures from each vendor. 

Press 11] at the Main Menu for END OF PERIOD/YEAR. 

The screen will show: 

END OF PERIOD (Y /N) 
END OF YEAR (Y /N) 

If this is the end of the year, press 1M then press IY] . If this is the end of a 
period, press IYJ only. After you answer the question, the screen will show: 
DO YOU WISH TO CONTINUE? (Y /N). If you need to check anything be-
fore the sales figures are cleared, press . Press 00 to clear sales totals. 

When the clear totals process is complete, the program automatically re-
turns to the Main Menu. If you have other business to conduct, select the 
appropriate function. If you are through for the day, press III] until you 
exit the system (TRSDOS READY). 
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Duplicating Your System's Disks 

Duplicating Your System's Disks 
We strongly recommend that you make a backup (copy) of each of your 
working disks. A duplicate set of working disks will guard against the pos-
sible loss of data in the future. If something goes wrong with your working 
disks, you will have a duplicate set to rely on. See Appendix C for 
instructions. 
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Appendix A - Backing Up Your Diskettes 

Backing Up Your Diskettes 
Making a Backup consists of two processes. These processes are: Format 
(or prepare) the disk for information storage, and Backup (or copy) all the 
information from the original disk to the new, formatted disk. Here is the 
step-by-step Backup procedure: 

1. Turn on the Expansion Drives first. The Expansion Drives are in a sep-
arate box near the computer. A single switch on the right side of the 
front panel turns the drives on. 

2. Turn on the Model II computer (the switch marked "POWER" below the 
name plate on the front panel). 

3. Insert the Program disk (or a TRSDOS 2.lfa disk) in Drive 8 (the disk 
drive that is built into the Model II). Insert the disk with the label fac-
ing to the right. You will feel the disk click into place. Close the drive 
door firmly. Wait for the red light on the disk drive door to go off. 

4. Insert the blank disk (or a disk you wish to reuse) in Drive 1 and 
close the door. There must be a gummed foil tape covering the upper 
notch on the disk. 

5. Type today's date and press !ENTER!. For example, January 9, 1982 
would be [l]IIJ[Z][l][~IZ]IIJ[IDIIJ[!I !ENTER! . Press the !ENTER! key in 
response to the time question. TRSDOS READY will appear with a 
line of dots. Press the key. The red light should be on. 

6. Type: [E]IQ]IB]r!;IA][I]OIIJOIAJ!ffl[§] and press I ENTER I . The Format 
process will take several minutes. After the disk is formatted, the 
message: 00 FLAWED TRACKS should appear. If there are any 
flawed tracks, you must erase the disk and try again, or use a new 
blank disk. Do not use a disk that has flawed tracks. After the disk is 
formatted, the TRSDOS READY, message will reappear. 

Note: If you just need a new, formatted disk to store data, you are fin-
ished at this point. You can remove the disk and mark the label as a data 
disk. 

To copy a program disk, or to copy existing data disks, continue with the 
instructions. 

7. Type: [ffllA][glKJIYJ[e]OIIJOIIJIQ]OIIJ !ENTER!. 

8. The screen shows: Source Diskette Ready? (Y /0). The Source disk has 
the information you wish to copy to the new disk. Insert the Source 
disk in Drive 8, close the drive door, and press !YI and !ENTER!. 
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Appendix A - Backing Up Your Diskettes 
(continued) 

9. The computer will read the first track of the Source disk, then ask: 
DESTINATION Disk Ready? (Y /0). Press IY] !ENTER!. The last ques-
tion is : Change Diskette Information. Press 1M !ENTER! to make an 
exact copy of the Source disk. 

During the Backup, the computer will appear to stop for short periods, 
as if "hung up" or not running. This is normal. The program is bringing in in-
formation from the Source disk, then transferring the data to the Destina-
tion disk. Some programs are very large and take a long time to transfer. 

The Backup procedure takes several minutes to complete. When the Back-
up is finished, remove the original disk, and store it in the protective sleeve. 
Keep the original in a safe place. 



Appendix B - Preparing Additional Data Diskettes 

Preparing Additional Data Diskettes 
To increase to a three-drive system, you will format a blank diskette. This 
diskette will be used to store data (a second Data disk). The working Pro-
gram diskette will remain in Drive 0. Insert a blank new diskette (with 
gummed foil over the notch) in Drive 1 and close the drive door. 

At TRSDOS READY, type: and press 
!ENTER!. When formatting is complete, TRSDOS READY will be displayed 
on the screen. Remove the diskette from Drive 1. On the label, write "DAT A 
#2" and the date. When operating the JCS program, the DAT A #2 diskette 
will always go in Drive 2. Your system is now capable of handling up to 
6000 items (using three drives). 

To increase to a four-drive system, you need to format a blank diskette. This 
diskette will be used to store data (a third Data disk). The working Program 
diskette remains in Drive 0. Insert a blank diskette (with gummed foil over 
the notch) in Drive 1 and close the drive door. Type: [E]IQ][B)fdlAJ[I]O[i]O 
IAJ[l]li] and press !ENTER! . 

When formatting is complete, TRSDOS READY will be displayed on 
the screen. Remove the diskette from Drive 1. On the label, write "DAT A #3 
and the date. When running the JCS program, the DATA #3 diskette will 
always go in Drive 3. A four-drive system is capable of handling up to 9000 
items (using all four drives). 

Note: If you are setting up your system, return to the front of the manual 
(the section entitled Entering Your Company Information, on page 10). If 
you have been running the system and are increasing your system's data 
capacity, continue with the section of the manual entitled Increasing the 
Data Capacity. 
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Appendix C - Preparing a Duplicate Set 

Preparing a Duplicate Set 
After you begin running the ICS program, we recommend that you pre-
pare a duplicate set of diskettes. Preparing a duplicate set simply involves 
making a backup copy of each working diskette you have (disk for disk). 
We recommend preparing the duplicate set of disks after the first day of 
operating the ICS program. 

To prepare the duplicate set, count the number of working diskettes 
you have. You will need to format the same number of blank diskettes . To 
format the blank diskettes, the working Program diskette remains in Drive 
0. Insert a blank diskette (with gummed foil over the notch) in Drive 1. At 
TRSDOS READY, type: [E)[Q)IBJMIAJ(i]0(1]0!Al[l]I§) and press !ENTER!. 
When formatting is complete, remove the diskette from Drive 1. 

Format the next blank diskette. Remember to place gummed foil over the 
notch. After formatting the last blank diskette, you may proceed with the 
Backup procedure. You will backup the Program diskette first. The Pro-
gram diskette remains in Drive 0. Insert a pre-formatted diskette in Drive 1. 
At TRSDOS READY, type: [IJIAJ~IK!(yl[e]OIIJO[I]IQI0[1]01AJ[IJ~ and press 
!ENTER!. 

The system copies information from Drive 0 to Drive 1. When the Backup 
is complete, remove the duplicate Program diskette from Drive 1. On the 
label, write "(COPY B) !CS-Program" and today's date. After labeling the 
duplicate diskette, put it aside. 

Now you will backup your DATA #1 diskette. Insert your: duplicate 
Program diskette in Drive 0. Insert a pre-formatted diskette in Drive 1. 
Type: [I] [A] l~l[K] (yJ [f]OIIJO(!]IQIO[!] . 
The screen shows: Source Diskette Ready? (Y /0). The Source disk has 
the information you wish to copy to the new disk. Insert the Source 
disk in Drive 0, close the drive door, and press [y] and !ENTER!. 

The computer will read the first track of the Source disk, then ask: 
DESTINATION Disk Ready? (Y /0). Press [yJ !ENT~Rl. The last ques-
tion is: Change Diskette Information . Press !ENTER! to make an 
exact copy of the Source disk. 

During the Backup, the computer will appear to stop for short periods, 
as if "hung up" or not running. This is normal. The program is bringing 
in information from the Source disk, then transferring the data to the 
Destination disk . Some programs are very large and take a long time to 
transfer. 

The Backup procedure takes several minutes to complete. When the Back-
up is finished, remove the original disk , and store it in the protective 
sleeve. Keep the original in a safe place. 
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Appendix C - Preparing a Duplicate Set 
(continued) 

On the label of the duplicate, write " (Copy B) DATA #1" and today's date. 

If you have a DATA #2 and DATA #3 diskette follow the same procedure 
for duplication . 

After backing up all your working diskettes and labeling the duplicates 
in the manner described above, you are finished. Keep the duplicates to-
get her and store them in a safe place. 

You will continue to run the system using the working diskettes. Your 
duplicate set will not be used unless the working set becomes damaged. In 
the meantime, you should update your duplicate set on a regular basis . 
Updating may be done daily, weekly, after Posting, or whenever you 
choose . To keep your duplicate set as current as possible, we recommend 
updating the duplicates at the end of each day. 

Updating the Duplicate Set 
Updating the duplicate set involves backing up each working diskette . 
Fol!ow the Backup procedures as described above. Each time you update 
or backup the duplicate set, note the date on the label of each diskette in the 
set. This way you can always tell how current your duplicates are. 



Appendix D - Sample Reports 

1. Inventory List 
IJAl"E: 01/20/02 
FRE1 }1 HONTHL.Y 
PRlNT OPT l(1N: ALL 

STOCf ( NUMBER 
DES CR t p ·r I ON 

601 7 8 
ST ORAGE BOX,LIBERTY 

60670 
DESK TRAY / STACl <ABLE: 

6 1085 
CLOCI ( •WALL• ELEC. 

61 1• 65 
DESt < L.AMP,ADJ. ,FLOR. 

62 1•7 1 
CLIPBOARD 

65037 
PAYMA STE:R CHK. PROT. 

65185 
PEN C IL SHARP., ELE C . 

6'.) 2:01 
OSh CALEND.,LOOSE LEAF 

6538 3 
CAI_ C , , PRINT/OISP. 

65540 
COPY STANO 

656 :23 
TYPING STAND 

•••• TOTALS ***+ 

ON HAND 
VENDOR 

15 
200 

24 
2 00 

B 
3 00 

12 
300 

2 0 
100 

300 

B 
500 

36 
2 00 

B 
100 

36 
100 

1B 
100 

ITEMS "' 

********* END 1)F REPORT ********* 

C l TY OFF I CE SUPPi _ Y 
Mt)DEL I I - - INVENTORY SYS TEM 

INVENTORY LIST 

SELLING TYf>E L.OC SE LL UNT ORDR PNT LAST ORDR AVG . COST 
PRI CES CYCLE C/F ORDR UNT ORDR ti.!TY L.AS T COST 

i.. 1,9 C e,- 2 2 DZ 12 11./01./81 2.00 
4. 25 C 12 GH 2.00 
'•· 15 

:3. 29 
3 . 29 
3 .29 

26.98 
2 6.98 
26 .98 

29 . 98 
29 . 98 
2 't -00 

9. 98 
8.00 
7. 50 

99.98 
9 ~).00 
'?0.00 

65.98 
63.00 
6 0 . 00 

119.98 
115.00 
110. 00 

18 . 98 
18.98 
18.98 

1 2 9.98 
.00 
.00 

11 

B 
A 

A 
C 

B 
B 

B 
B 

C 
B 

B 
A 

A 
C 

e. 

A- ·38 

B - 42 

B - 49 
1 2 

A-· 18 

C- 36 
12 

A- 1;.~ 
1.2 

B-10 
12 

B- 57 

EA 
DZ 

EA 
EA 

EA 
EA 

EA 
DZ 

EA 
EA 

EA 
EA 

EA 
DZ 

EA 
DZ 

EA 
DZ 

EA 
EA 

1 2 01 / 05 /82 

6 
1 2 

6 
12 

2 4 
3 

" 6 

t, 
1 2 

t -.? 
2 

0 

12 

12/23 / 81 

09/30/81 

1 1/30/8 1 

11115/81 

11 / 01 / 81 

09/29 / 81 

12/20/81 

12 /15 / 81 

12 01/05/82 
1 2 

1. 50 
t .50 

13.00 
13.00 

14.00 
14.00 

'• .00 
4.00 

45.00 
45.00 

30.00 
3 0 . 00 

1. 10 
1. 10 

53.70 
54.00 

9.00 
9. 00 

65.00 
65.00 

£X1END AVG 
EXTEND LST 

30.00 
30 .00 

3 6.00 
36.00 

104 . 00 
104.00 

168.00 
168.00 

80.00 
80.00 

225 .00 
22 5. 00 

2 .. 0.00 
2 40 . li:!0 

39 . 60 
39.60 

11:..::9.60 
43 :.?. 00 

3 2 1• . 00 
3 2 4 • .aa 

t, 170.00 
1 • 170.00 

2 ,846.20 
2 ,840.60 

PAGE: 
500 - L ST 

S AL ES PTD 
S AI..ES YTD 

5 6.00 
::56 .00 

1'5.00 
15 .00 

3 10.00 
3 10.00 

2 99.80 
299.80 

1 2 1.00 
1 2 1 . 00 

1,165.70 
1,165.70 

11 2 .00 
I 1 2. 00 

·"0 
. 00 

110. 98 
lll,!J.98 

.to& 

.00 

1,29q_90 
1, 299 .80 

3,490 . 2 H 
3,490. 28 
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Appendix D - Sample Reports ( continued) 

2. Vendor List 
DATE: 01/20/82 
FRE 1}: t)N REiifUEST 

VENDOR CODE 

100 

;: 00 

300 

,00 

NAM E 
PHONE 

OFFICE E1>1UIPMENT INC. 
469-870 -- 121 2 

CITY OFFICE SUPPLY 
74:3-5'•6 ·-B'• 7 0 

BUSINES S Eci!UI P. CORP. 
764-311-8990 

SERVICE SUPP L Y 
347-2'•'•-8686 

TOTAL COUNT 4 VENDORS 

3. Cost of Inventory 

DATE: 01 /2 0 / 8 2 
FRE•i!: AS RE 6!UE B TE.D 

VENDOR P-T--0 S ALE S 

100 

200 

300 

500 

TOTAL 

1,531.78 

71. 00 

1,775.50 

11 2 .00 

3,490. 2 8 

•*•••••·it• END OF REPORT ••••• .... • • 

CITY OFFICE SUP PLY 
MODEL I I - - INVENTORY SYSTEM 

VENDOR 1- l ST 

STREET 
ACCT NO. 

300 MAPLE AVE • 

1800 FLEM I NG 
2 300 

1800 MAIN ST. 
781 

560 GRAND 
75'1-l 

TOTAL YTO PURCHASE 

CITY OFFICE Sl Jf>pt_y 
MODEi _ I I -- INVENTORY SYSTEM 

COST OF INVENTORY 

CITY 
YTO PURCHAS E 

FO XWOOD 
390.00 

ru csoN 
0 . 00 

ATLANTA 
0. 00 

CAGO 
0.00 

390.00 

NO. ITEMS RE TAIL VALUE 

1,5 3 1. 7 8 

71.00 

11 Tl5. 5 0 

11 2 . 00 

31 '•90. 28 

4 

3 

3 

11 

4,10 2 .36 

1,075.50 

527. 84 

6,0 2 1.65 

STATE 

AV G COST 

2 , 00 :1. 60 

105. 60 

49 ·1. 00 

2 40.00 

MI 

AZ 

GA 

IL 

PAG E: 1 
500-VDL . 

ZIP 

20261 

4:>089 72 21 

74 2 0<;, 

45890 

PAGE : 
500-CST 

LAST COST 

2 ,00 6 .00 

105.60 

497.00 

2 40. 00 

2,848.60 



Appendix D - Sample Reports (continued) 

4. Open Purchase Orders 

DATE : 01 /2 0/92 
F RE GI I MON T HLY 

P.O. • 

1000 

2 000 

DATE VEN01 ) R 

01 /2 0 / 8 2 !00 

01 /2 0 / 8 2 500 

5. Zero Reorder Point 
DATE : 01 / 2 0 / 8 2 
F' RE 1>11 MONTHL Y 

C ITY OFFICE SUPPLY 
MODEL II -- INVENTORY SYSTEM 

O PEN PURCHASE ORDERS 

ST 1)C K # DESCRIPTION 

6 2 1t 7 1 
65383 
65~J1+0 

CLIPBO ARD 
CAL C., PRINT / DI S P. 
COPY S TAND 

TOTALS OU T ST ANO I NG 

65185 P E NCIL SHARP., E LEC . 

C ITY OFFI CE S U P P L Y 
Mr) OEL J I -- INVENT O RY SY S TEM 

ZERO REORDER POINT 

T t)TALS 1)UTSTANDING 

l~UAN . 

3 DZ 
1 oz 
:J DZ 

12 EA 

12 

PAGE: 
500-0P O 

COST 

144 . 00 
648. 00 
324.00 

1,116.00 

360.00 

360 . 00 

STOCh NUMBER DESCRIPTI ON L.1)CATION VENDOR ON HAND U / M COST E X rENDED 

65383 CALC., PRINT / DISP. A-1 2 100 

1 tl E MS 

********* 1:.ND OF REPORT **** * **** 

6. Cycle Count Worksheet 
DATE: 01 /2 0 / 82 
FR£« ~ : ON RE 1i!UEST 

s·ro c:t( NUMBER 

61465 

62 1+71 

6503 7 

DE S CF~IPTION 

CITY OFFICE SUPPLY 
MODEL II - - INVENTORY SYSTEM 

CYCI.E COUNT W(IRl ( SHEET 

IN VENT O RY C YCLE B 

LOCATI1)N U/M 

DE S t< L.AMP, ADJ. , FLOR. B-42 EA 

EA 

EA 

.B-lt9 

PAYMA S TER CHt ( . PROT. A-18 

8 EA 

ON HANO 

53.70 

VALUE 

COUNTER 

429.60 

4 2 9.60 

PAGE: 
100-CNT 
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Appendix D - Sample Reports ( continued) 

7. Perpetual Inventory 

DATE: 01/20/82 
f!"RE1~: ON REciJUEST 

STOCI( NUMBER DESCRIPTION 

CI TY c)FF I CE SUPPLY 
MODEL I I -- INVENT ORY SYSTEM 

PERPETUAL INVENTORY 

I NVENT1)RY CYC LE 6 

L OCATION 

61465 

6'2A71 

OESt( LAMP, ADJ., FLOH. 

CLIPBOARD 

B- 4 2 

e,-t+9 

LJ/M 

EA 

EA 

EA 6SWS7 PAYMASTER CHtC PROT. A-18 

TOTAL 

****·••••• END OF REPORT ********* 

8. YTD Sales (Sample Custom Report) 
DATE: 01 /2 0 / B 2 
FRE1>1: AS HE1,IUl'R E D 

S T•)Ct \ NUMBER 

60178 
60670 
61"8'.) 
61465 
62471 
65037 
651B5 
6520 1 
653 03 
65540 
6~623 

11 

••••• •••• ENO OF REPORT ********* 

9. Counter Price List 
DAT E : 01/20/82 
r-F~ITcil: MONTHLY 

STOC>\ NUMBER 

6 01 78 
60670 
61085 
61465 
62471 
65037 
6'.) 185 
652 01 
653in: 
6 5 5",~ 
656~-3 

DESCRIPTION 

STORAGF. BOX,LJBE .RTY 
DESK THf\Y /S TACt \ ABLE 
CLO Ct<, WALL, EL .E C . 
DESt< LAMP, ADJ. , FLOR. 
CL.I PBOARD 
PAYMASTER CHt \ . PROT. 
PENCIL SHARP,, ELEC. 
DSt\ CALEND. , Lc)OSE: LEAF 
(:ALC ., PRINT / OISP. 
COPY STANO 
TYPING S TAND 

CITY OFF ICE S UPPLY 
Ml)l)£L 11 - -- IN VE NTt ) RY s vs ·rtM 

YTD SALES 

DESCRTPTION I..OC. 

~HOR/~6E eo x,t.IBf.R"[Y 
DESh TRAY/STAChABI..E 
CL(ICI ( , WALL, EL EC. 
DESI ( L.AHP , ADJ ., Fl.OR. 
CLIPB1)ARD 

e.-22 
B-20 
A<kl 
B-42 
B-lt9 
A - 18 
A-32 
C-36 
A-12 
e.-10 
B·-'.H 

PAYMASTER CHK . PROT. 
PEN C tL SHARP. , ELEC. 
DSt< CA L END ., U)c)SE LEAF 
CALC., PRINT / DlSP. 
COPY STANO 
TYPING !~TA ND 

Cl TY OFF I CF.: Sl}PPLY 
MODEL I I --- INVENTOR Y ~JYSTE M 

COU NTER PRI CE t..IST 

U)CA I" {ON ON HAND UM PRICE 1 

15 oz 4.49 
2 4 EA 3.29 

8 EA 26.98 
12 EA 2'1 .98 
2v.l E'A 9. 98 

5 F,A 99.98 
8 F.'A 65. 98 

36 F.'.A 2 . 49 
8 EA 11 9.98 

36 £::A 18. 98 
18 E.A 1 2 9.98 

ON HAI-.ID 

12 

20 

37 

PA1 CE 2 

'• . 2 5 
:s.29 

2 6 .'18 
29 .98 

8.00 
95.00 
63 .00 

2 . 49 
115. 00 

18. 98 
.00 

VALUE. al AVG. 

168.00 

80.00 

YTD S ALES 

56.00 
1~}. 00 

310. 00 
299.80 
1 2 1.00 

1,165.70 
)1 2.00 

.00 
110.98 

.00 
t , -;;:'19. 80 

3,490.28 

Pf~ I CE 3 VF.-:NOOR 

'•· 1~) 2 00 
3. 2~ 2 00 

26.98 300 
24 .00 300 

7.50 100 
90. 00 3i/J0 
60. 0(1 500 

2 . 4 9 200 
110.00 100 

1 8.98 100 
. 00 100 

PA GE: 
100-CNT 

PAGE; 
~00 - PRT 

PAGE: 
500 -· PRC: 

CIC 

CAA 
BFA 

BDAA 
P.-1:-.AA 

t::AA 
E-:FAA 
DAAA 

SBA 
FDHA 

JAA 
GFAA 
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Appendix D......; Sample Reports ( continued) 

Sample Purchase Order (Short Form) 

r--- - ·-·-· ------

CITY rn•F[CE SUPPLY 
EllZllZl ELM ST • 
S T. LOUI S MO 

56187 

PHONE (544 ) -6 2 1-8 484 

TO 1 

~ - P_v_R_c_.H_As_E_-_,_:>R_D_E_-R __ ]~0_1_1_
0
:_::_e1_e_i;T -_ 1N~::ce-] 

PAGE 
A CCOUNT NO . 2300 

,.------- - -- -- - ~) 

___ j ---, 
EMPIRE b[STRIBUTORS .1.800 Fl...EMING 
TUU30N AZ 

ORDER ~NIT 
t----S~T~c~)C=,f ~, ~#~- - -- ~D~E=S~C~R~I~P~T~I~C=>N,__ _ _ _ _ ~<i•~TY~ -- --~C='' =)S"--'T,__ __ 

6(11. 7B 
t,0670 
l~,5 :.?VH 

SDJRAGE BOX,LIBERTY 
DESK TRAY /ST A CK ABLE 
DBI\ CA LEND. , LOO S E LEA F 

--, 6H 
·2 DZ 

DZ 

8'+. 00 
24.00 
2 1+. 00 

I 

----- ----- --- - - -- - --- - - - --- - --- _I l)J~-- -- ~ 
2l: ,1+. 00 1 

i 
------ - -- ·- - --

• 
• 
• 
• 
• 

• 
• ---.------------------------------------------·--·-
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Appendix D - Sample Reports ( continued) 

10. 

• 
Ir--

H 

•• 0 z 
0 ~-... • u ~-
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• ,. 

Sample Purchase Order (Long Form) 

CITY OFFICE SUPPLY 
El00 ELM ST . 

[ 
ST. 1..ours MO 

'.'i61ff7 

PHONE (544)-621-8484 

TO l 
EMPIRE DISTRIBUTORS 
1800 F"l.EM I NG 
TUCSON 

60178 
60670 
610B5 
61465 
650~?,7 
65185 
6'.,201 
65:383 
6~5 ~) L~.12) 

656Z3 

AZ 
8'.,702 

nc:cf"'DTDTT(lN 

STORAGE BOX,LIBERTY 
DESK TRAY/STACKABLE 
CLOCh,WALL,ELEC:. 
DESK LAMP,ADJ.,FLOR. 
PAYMASTER C:HK. PROT. 
PENCIL SHARP., ELEC . 
DSh CALE ND. , LOOSE LEAF 
CALC., PRINT/DISP . 
COPY ,';T/,ND 
TYf'I NG STAND 

DATE NUMB<R 

PURCHASE ORDER 101 12 0 102 1 18011) l 
ACCOUNT NO. 2300 

ORDER 
1)TY 

6R 
:2 DZ 

1.2 El, 
1::-, EA 

6 E:~/.1\ 
12 EA 

DZ 
1 DZ 
-, DZ 

12 EA 

UNIT 
rne:T 

8'+. 0(1 
24 .00 
13.00 
14.00 
50.00 
30.00 
;::t+. 00 

648 .00 
108. 00 

65.00 

l 

PAGE 

16B.00 
48.00 

156. (10 
16B.00 
:300. 00 
360.00 

'+8. 00 
648.00 
32'+. 00 
7B0.00 

3,000.00 

• 
• 
• 
• 
• 
• 

-~ 
0 
r 
0 .;; 
l) 
m ... 
0 ·~0 
0 
C -
m 
2 
< -0 

• 
• 
• 
• 
• 
• 

-0 m 



Appendix D - Sample Reports ( continued) 

11. Sales Journal 
DATE: 01 /25/B2 
FRE1>1: DAILY 

STOCh NUMBER 

6562 3 

DESCRIPTION 

COPY STA NO 

TYPING STANO 

TOTAL 

12. Receive Orders 
DAT E: 01/20/8" .7: 
F'R F ()•: t) N RE!: ,H.JES. f 

P . 1_1. M 

l 7 '.59 
l759 
J.759 
1759 

601 7B 
60 6 70 
6 5 :?0 J 
*~ DELETED•~ -

13. Customer Returns 
DAT E: 01 /2 5/ 8 2 
FRE1,! : ON RE•ilUEST 

STOC t~ * 
65623 

DESCRIPTION 

TYPlN6 STAND 

CITY OFFICE SUPPLY 
MODEL II -- INVENTORY SYSTEM 

S /-\I..ES JOURNAL 

IJITY SO LD U/M 

EA 

EA 

C J. "IY 1) f--Fl CE SUPPLY 
M(JDEL. I! ·-- - JNVENT(1 ~~y SYSTEM 

RECEIVE: ' O RDEHS 

( -jR 

DZ 
oz 

(: I TY OF F J: CE SUPPL .Y 
MODEL 11 ···- INVENTORY SYSTEM 

CUS TOMER RETURNS 

AM T SO LD 

18.98 

129.98 

l'+B .9 6 

t,!TY RE C ' VE D 

DZ 

LAST COST 

9 . .,0 

65.00 

7, •. 00 

ti\TY RE TURNED ADO TO INVENTORY DELETE FROM S ALES 

129.9B 

PAGE : 
300-SLS 

AVG COST 

9 , 00 

65.00 

7 1+, 00 

PAGF: 
2 00 •(iHI) 

7. (10 DZ 
00 EA 

2 .00 Ef-\ 

PAGE: 
20 0 -RTN 
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Appendix D - Sample Reports ( continued) 

14. Suggested Order Report 

DATE : Q11/;·· 0 1?.'? 
FHf::'cY: ON nE1;,urs1 

~ftl 617.16·1 0 
@@ 601 7~1 
&a 6'.J ,::•01 

L.OC 
RE'.PFWEH 

P(1 (NT 

15. On Hand Listing 

DAIT : : 01 /-;; 0 / 8 .,"'. 
Fm : l_,, : ON REG•uu n 

0)Tl )C h # 

{~0 67 0 
~-.01 7E3 
l, ~):?C,, l 

LOC 

c--3t , 

H E.O RDFf~ 
POI Nl 

12 
1:? 
L· 

C T T V (IFF I CI: S UPPL Y 
MOOf. .L i I - - · INVENr•)HY SYS TEM 

~:;uGGES TED (>li DEf~ 

VEN DOH ; :;':00 

S ELL I hl(-j 
(iN HAND UN "[T 

9 
\~ 
l1 

f.A 
DZ 
Ef,, 

(>f~DER 
,;iTY 

C ITY (>FFICE S UPPLY 
M(lf) EL I I ·· - l NVENTORY SYS TEM 

ON HAND LI S1 ' IN C·J 

(1t- J HA NO 

,, 
10 
1J 

V E ND•JH ; 2 00 

S ELL IN(.; 
UN IT 

EA 
DZ 
Er~ 

ORD FH 
c:;ffy 

ORDER 
UN{ r 

DZ 
GR 
1)7. 

OR Df:. f~ 
UNIT 

C(,ST PER 
ORD ER UNIT 

2.tt . 00 
8Lf . 00 
2 1+. 00 

cos·r P ER 
ORDEfl UNIT 

::·ii .0 0 
(34.00 
: ·,+. 00 

PAGE : 
'•-00 - ·RE O 

L.AS 1 
(1RDE R DATE 

01. /2 0 /8-:i' 
01 /2 C?/82 
01/2 0 /B .;.:: 

PAG E: 
tl 00 ··-0 HN 

LASl 
c)ROER DATE 

011:: :"0 1B ::: 
01 /20/9 2 
v'!l /..:C:l(}/B 2 



ltad1e lhaeK 
A Division of Tandy Corporation 

ORDER INFORMATION AND PRICING 
AVAILABLE FROM YOUR NEAREST RADIO 
SHACK COMPUTER CENTER OR COMPUTER 
DEPARTMENT 

DESIGNED FOR USE ON TRS-80™ PRINTERS 
THIS FORM FOR SOFTWARE 
CATALOG NO. 26-4602 * 1 (SOME PRINTERS WILL NOT 

WORK WITH 5 PART FORMS) 

o' 

el i 

o , 

0 

0 

0 

0 

I 
01 

I 

o ' I 
I 

0 1 
I 

ol 
I 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

G AVERAGE BUSINESS CO. 
1234 ANY STREET 
ANY TOWN, STATE ZIP 

J) 0 
TO 

ACE DISTRIBUTORS, INC . 
1111 MAIN ST. 
NEW YORK, NY 

00 101 

STOCK # DECRIPTION 
14- 20 1 ASH TRAY 

18- 349 STAP LER 

18- 358 STAPLER 

25- 10 1 CHAI R 

FORM NAME 

PURCHASE ORDER I b.\fl I 91 - 20 -81 
PAGE l 

ACCOUNT NO. 123456 

ORDER UNIT 
TY GOST AMOUNT 

12 DZ 6 . 00 72 .00 

24 DZ 54. 00 1296.0 0 

6 DZ 69. 95 419. 70 

2 EA 45. 50 91. 00 

TOTAL 
18 78. 70 

:o 
I 
I 
1 0 
I 

' 
0 

0 

0 

0 

0 

i) 
I 

0~ 
0 

G~ 
0 
0 

0~ • o§ 

EXAMPLE AT LEFT SHOWS ALL IMPRINTING POSITIONS. 
CIRCLED NUMBERS CORRESPOND TO THE ORDER FORM. 
EXAMPLE HAS BEEN REDUCED TO 45% OF ACTUAL SIZE. FORM 
IS 9½ x 10½ (8½ x 10½ WITHOUT MARGINS). 
EXAMPLE OF A PRINTOUT IS SHOWN. 
BASE PRICE INCLUDES FOUR OR FIVE LINE HEADING IMPRINTED 
IN BLACK INK. 
WE WILL PRINT YOUR CUSTOM LOGO FOR AN ADDITIONAL 
CHARGE. YOU MUST FORWARD CAMERA READY ARTWORK. 
SPECIAL NOTE: IF FORM IS USED WITH CUSTOM SOFTWARE, 

SOME OF ITS OTHER USES ARE: 

• INVOICE • STATEMENT • WORK ORDER • OUN NOTICE 

•TRAVEL AGENCY ITINERARY •PATIENT BILL •SERVICE ORDER •ACKNOWLEDGE MENT 

•CREDIT MEMO •SHOP ORDER •DELIVERY RECEIPT •OUES NOTICE 

j * 2 PART NUMBER FIVE ONLY IS A 
o "PACKING LIST" OR A " RECEIV• 

ING REPORT" . IT HAS " SHIPPING 
o COPY " PRINTED IN RED INK AND 
c All PRICE COLUMNS BLOCKED 

0 

0 

C 

0 

OUT. 

GENERAL PURPOSE FORM 
*1 

NUMBER OF PARTS FIVE •2 

FORM COLOR 

PAPER SPECS. 

ENVELOPE 
SPECS. 

720-0156 

BLUE BROWN BLUE 

PART 1 = 20 LB. WHITE BONO PART 1 = 15 LB. WHITE CARBONLESS 
2 = 14 LB. CANARY " 
3 = 15 LB. PINK 

CATALOG NO. 720-0206 IS A SPECIAL DOUBLE WINDOW 
ENVELOPE DESIGNED TO WORK WITH THIS FORM. IT IS A #9 
ENVELOPE (3-7/8 x 8-7/8) WITH NO INSIDE TINT. THIS 
ENVELOPE WORKS WITH EITHER BLANK OR IMPRINTED 
FORMS. 

* 1 SOME PRINTERS WILL NOT 
WORK WITH 5 PART FORMS. 

BROWN BLUE 
PART 1 IS LB. CARBONL ESS WHITE 

2 14 LB. ,. CANARY 
3 14 LB. PINK 
4 14 LB GREEN 
5 15 LB . WHITE 

II-



SAMPLE HAS BEEN REDUCED 82% OF THE ACTUAL 8½ x 10½ SIZE. 
STANDARD IMPRINTING IS SHOWN. 

r --- --------------------DATE-- NUMBER--7 

II AVERAGE BUSINESS co. [ I I l II 

1234 ANY STREET 
I ANY TOWN, STATE ZIP I 
I I 
I I 

1 l I 
I 
I 
I 
I 
f 

I 
I 
I 
I 
I 

I 
I 
I
I 
I 
I 

'

L _______________________________ _j 

• ALL MULTIPLE PART FORMS FEATURE CLEAN, CONVENIENT CARBONLESS BOND PAPER. 

• TO COMPLETE YOUR SYSTEM, BE SURE TO ORDER OUR SPECIAL MATCHING WINDOW ENVELOPES. 

• FOR FURTHER ENHANCEMENT OF THIS FORM, YOU MAY ORDER A CUSTOM LOGO. 



ftad1e /haeN 
A Division of Tandy Corporation 

ORDER INFORMATION AND PRICING 
AVAILABLE FROM YOUR NEAREST RADIO 
SHACK COMPUTER CENTER OR COMPl1TER 
DEPARTMENT 

DESIGNED FOR USE ON TRS-80™ PRINTERS 

THIS FORM FOR SOFTWARE 
CATALOG NO. 26-4602 

* 1 (SOME PRINTERS WILL NOT 
WORK WITH 5 PART FORMS) 

0 

m 
0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

[ I DATE I 
N UM91E R j ' 0 l 10 ·-·--~ I NVOICE 

06/18/80 1 ' 
A 13 12'4 ANY STIIEET 

J ATE ORDERED 05/ 10/80 0 ANY T-N, STATE ZIP PAGE l 

0 0 -
TERMS NET 30 
SHI PPE D VIA CONSOL IDATED 

PHONE: {8 17) 390- 0000 FOB F ORT WORTH 0 P.O • • 

ACCOUNT t 10000 l SHI PPED TO 1 ' C 
JOE' S DI STRIB UTI NG CO. SAME ' 
ATTN: ACCOUNTS PAYABLE 0 
365 8 OAL ROSE AVENUE 
FORT WORTH , T X 76 101 

0 
PART,# 

QT Y Q" Y BACK UIIIT 
ORDERE D SHIPP ED ORDER COS T DESCRIPTION AMOUNT 

l o H) 4 7 2 , 000 2 , 000 1.50 ST EEL PLATE J ,000 . 00 
H765 10 0 100 24.00 ROOS 2,400.00 
H098 so ,000 so ,00 0 . 10 #4 BOLT s , 000 . 00 

0~ 
' 

o* 
0~ 

! 

oi 
0 ~ 

TOTSL 0 
10,40 0 .00 

0 

IF FORM IS USED WITH CUSTOM SOFTWARE, SOME OF ITS OTHER USES ARE: 

• PURCHASE ORDER • PACKING LIST •WORK ORDER • OUN NOTICE 
•TRAVEL AGENC Y ITINERARY • PATIENT BILL • SERVICE ORDER • ACKNOWLEDGEMENT 
• CREDIT MEMO • SHOP ORDER • DELIVERY RECEIPT • DUES NOTICE 

EXAMPLE AT LEFT SHOWS All IMPRINTING POSI• 
TIONS. CIRCLED NUMBERS CORRESPOND TO THE 
ORDER FORM. 

EXAMPLE HAS BEEN REDUCED TO 55% OF ACTUAL 
SIZE. FOAM IS 9½ x 7 (8½ x 7 WITHOUT MARGINS). 
EXAMPLE OF PRINTOUT IS SHOWN . 

BASE PRICE INCLUDES -FOUR OR FIVE LINE 
HEADING . IMPRINTED IN BLACK INK. 

WE WILL PAINT YOUR CUSTOM LOGO FOR AN ADDI• 
TIONAL CHARGE. YOU MUST FORWARD CAMERA 
READY AATOWRK. 

* 2 PART NUMBER FIVE ONLY IS A 
" PACKING LIST" OR A "RECEIVING 
REPORT". IT HAS " SHIPPING COPY" 
PRINTED IN RED INK ANO ALL PRICE 
COLUMNS BLOCKED OUT. 

FORM NAME GENERAL PURPOSE FORM 
NUMBER OF PARTS 

FORM COLOR 

PAPER SPECS. 

ENVELOPE 
SPECS. 

BROWN BLUE 

PART 1 = 20 LB. WHITE BOND PART 1 = 15 LB. WHITE CARBONLESS 
2 = 14 LB. CANARY ,. 
3 = 15 LB. PINK 

CATALOG NO. 720-0206 IS A SPECIAL DOUBLE WINDOW 
ENVELOPE DESIGNED TO WORK WITH THIS FORM. IT IS A #9 
ENVELOPE (3-7/8 x 8-7/8) WITH NO INSIDE TINT. THIS 
ENVELOPE WORKS WITH EITHER BLANK OR IMPRINTED 
FORMS. 

* 1 SOME PRINTERS WILL NOT 
WORK WITH 5 PART FORMS. 

BROWN 
PART 1 

2 
3 
4 
5 

*1 

FIVE * 2 

BLUE 



• 
EXAMPLE SHOWN BELOW IS ACTUAL SIZE. STANDARD IMPRINTING IS SHOWN. 

---------------------------------------- ---

AVERAGE BUSINESS CO. 
1234 ANY STREET 

ANY TOWN, STATE ZIP 

DATE 

• ALL MULTIPLE PART FORMS FEATURE CLEAN, CONVENIENT CARBONLESS BONO PAPER. 

NUMBER 

• TO COMPLETE YOUR SYSTEM, BE SURE TO ORDER OUR SPECIAL MATCHING WINDOW ENVELOPES. 
• FOR FURTHER ENHANCEMENT OF THIS FORM, YOU MAY ORDER A CUSTOM LOGO. 

] 



RADIO SHACK, A DIVISION OF TANDY CORPORATION 
U.S.A.: FORT WORTH, TEXAS 76102 

CANADA: BARRIE, ONTARIO L4M 4WS 

AUSTRALIA 

TANDY CORPORATION 
BELGIUM 

280-316 VICTORIA ROAD PARC INDUSTRIEL DE NANINNE 
RYDALMERE, N.S.W. 2116 5140 NANINNE 

U.K. 
BILSTON ROAD WEDNESBURY 
WEST MIDLANDS WS10 7JN 

PRINTED IN U.S.A. 
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