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1 Launching the application 
To run the program, click on the 'Start/Programs/Reading Room Catalogue' buttons, 

and select the 'Reading Room’ option. Alternatively, click on the applications icon  if 
a shortcut to it has been added to the desktop 
 

 
This will start the program Launcher that will enable you to access the various 
processing functions that make up the Reading Room application. Just click on the 
required button to activate the required option (summary below). 

1.1 Catalogue Administration 
Maintains all stock, stock-take valuations and application control details, as well as 
enables you to print all of the administration reports. 

1.2 Order Processing 
Here you can enter, review and adjust all orders as well as set up and maintain any 
required standing orders. You can also activate any provisional orders requested within 
the sales-room processing module. 

1.3 Sales-Room Processing 
Here you can enter, review and adjust all sales, log the arrival of stock items, create 
provisional order items, process payments/returns and miscellaneous receipts or 
donations as well as maintain cash till balances. 

1.4 Database Selection  
The application comes with two databases. One is for training purposes (so users don’t 
have to worry about making mistakes), and the second is for live data processing. 
Each database is independent of the other in data content as well as user access and 
password control. 

1.5 Tip of the Day 
A sample range of browse able tips is provided in a tip of the day feature, which can be 
turned on or off via the launcher’s help menu. These tips are held in a text file, and 
may be added to as appropriate to usage requirements. 

1.6 User Security 
Each database has preset users and passwords, allowing administrator control over 
specific user access to either database as well as to the relevant processing module 
(administration, sales and orders). As users become proficient with the applications 
functionality, then their level of access can be upgraded accordingly. Default users 
(passwords in brackets) are admin (admin), orders (orders) and sales (sales), which 
should be changed as soon as possible after the applications installation. 
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2 Catalogue Administration - Control Data 

2.1 Church Details and Control Settings 
The title, postal address, telephone, fax, email and web address (if applicable) and 
VAT registration number can be set within the administration module. This reference 
information is used when printing order and sales details, so should be reviewed for 
accuracy once entered. Control information 
 
Note 
If the Church is registered for VAT there is a legal requirement to print the VAT 
registration number on all sales invoices. Conversely, this entry should be left blank if 
the church is not VAT registered, as certain sales reports will include additional VAT 
related column details if something is entered here. 

2.2 Price Rounding 
Converting prices from US$ currency is neither simple nor straightforward, especially 
when the impact of Duty and VAT (as well as VAT on Duty) on selective items is 
considered. To avoid the laborious process of ensuring stock price consistency across 
hundreds of items, this program automatically implements a consistent price 
conversion policy when calculating UK currency amounts. Options allow currency 
prices to be rounded up, down or to the nearest amount (directional setting) of 1, 5, 10 
or 25 pence (unit amounts). 
 
Notes 

·  The default setting is for amounts to be rounded to the nearer 5 units, which 
can be easily modified 

·  Prices calculated using this policy can be manually adjusted on an individual 
stock item basis if required 

2.3 Stock Valuation 
A valuation of Reading Room stock is normally carried out at on an annual basis at the 
Churches year-end, and can be conducted on either a replacement (Cost Price plus 
Duty and VAT) or Sale Price (usually less a percentage) basis - usually determined by 
the churches treasurer or accountant. To facilitate this choice, choose the relevant 
option by clicking the required button. Also note that for comparison purposes it is 
possible to conduct a stock take valuation on both a Cost Price basis and a Sale price 
basis by changing the setting after creating the first valuation. 

2.4 Reading Room Account Details 
The Account and J numbers used by the Reading Room and the CSPS are entered 
here, and are used when printing an order’s details. 

2.5 VAT and Duty Labels 
These labels (e.g. ‘VAT’ and ‘Duty’) are displayed on screen or in reports wherever 
appropriate, and allow one to customise the application to country specific terminology. 

2.6 Foreign Handling Charge 
This is a rough cost estimate of the impact that shipping and handling charges will 
have on any individual stock item, and is used solely as a guide when making price 
comparisons on the stock page of the administration module. 
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2.7 Cost Price Valuation Percentage 
When undertaking a Cost Price Stock Take valuation, the majority (if not all) of the non-
stock items will have a zero cost price (as they can no longer can be ordered from the 
CSPS, and historical pricing may not be known). To accurately reflect the value of 
these stock items and avoid the manual setting of their prices, it is possible to preset a 
percentage figure (e.g. 80% of the sales price) that can be used to determine an 
estimated stock value for that item. 

2.8 Current Regional Settings from your PC 
These are shown purely for information purposes, and aim to indicate potential date 
and currency formatting issues if they are set to US or European settings. The local 
currency symbol is also displayed, but may be changed if needed according to 
currency requirements (e.g. if non sterling processing is required). 
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3 Stock Prices and Quantities 

3.1 Review current stock prices 
There are three prices held against each stock item 
 
Sale Price - The price that the Reading Room will sell the stock item (the amount is 
shown in local currency) 
RR Cost - This is the price charged to Reading Rooms by the supplier when ordering 
new items (the amount is shown in the currency of the supplier - US$ for CSPS stock 
items) 
Retail Price - This is the current recommended Retail Price given by the supplier (in 
US$ for CSPS stock items) 
 
To obtain a complete hard copy listing of all stock items and their current price 

settings, go to the Stock page (administrators module) and click on the printer icon  

to print a report, or the Excel export button  if you want to store the report details 
in an Excel spreadsheet (note that only if you have Excel installed on your PC will this 
option be activated). On the Reporting Requirements screen select the relevant data 
items you want to include in the report (e.g. Catalogue Number, Stock item description 
and characteristic plus the Retail, Purchase [RR Cost] and Sale prices) then click on 
the print or export buttons (as appropriate) to preview and your report. 
 
To change one or more of these prices manually is then a simple matter of selecting 
that item in the catalogue contents treeview and directly keying in the new values as 
appropriate. If many items need to be changed, you may prefer to export the prices of 

all the required stock items to a text file (via the export icon ), edit that file 

manually, then re-import the updated prices data (via the import icon ). Full details 
of the export and import functions may be found in the accompanying help file. 

3.2 Set initial Stock Quantities 
There are three quantities that need to be set for each individual stock item. 
 
a) Quantity in stock – This is the number of items currently held in stock that are 

available for sale. 
b) Re-order quantity – This is the quantity that is usually ordered when stocks are low. 

To minimise the handling and postage costs incurred when placing orders, 
frequently sold items should have a higher value set than those of  infrequently sold 
items. 

c) Re-order level – This is the lowest quantity-in-stock figure considered acceptable 
for the short-term sales needs of the Reading Room. Should the available quantity 
for any item drop below this figure, then this event can be readily identifiable in the 
administrators reports and used to simplify the re-ordering process of depleted 
stocks. 

 
The initial stock quantity values for all stock items on installation of the application are 
zero for the live database, and set to various other values for the training database. 
Setting these ‘live’ values accurately is vital if you wish to efficiently use the stock 
management facilities within the Sales and Orders processing modules, as orders by 
default increment stock-in-hand quantities and sales decrement them. The simplest 
way to proceed is to treat this initialisation process as if it were an annual stock-take, 
and literally count and enter all the relevant quantities for each stock item. To facilitate 
the counting process, it is recommended that the database stock items (and their three 
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current quantity settings) be exported and then printed out. The correct stock figures 
can then be written on the report as time permits, and then re-keyed into the exported 
file for each stock item. Once the exported file has been fully updated, then it can be 
re-imported in one single simple process 
 
Notes 

·  If there are stock items in your Reading Room that are not listed in the 
database then they will need to be individually entered – see the following 
section 3.3 for details on how to do this. 

·  Re-order quantities and levels are only applicable to current catalogue stock 
items, so can be left at their zero figures for all non-catalogue items. 

·  The export file is tab separated text data, which can be loaded directly into a 
spreadsheet for updating and reporting purposes. 

3.3 Check which database stock items are current, complete and relevant 
Before obtaining a detailed list of stock from the database, it must be noted that there 
are two main groupings – Catalogue and non-Catalogue items. Stock which predates 
the latest CSPS catalogue (i.e. CSPS previously authorised but now discontinued 
items) or are obtainable from suppliers other than the CSPS (i.e. Bible Societies, Art 
Store etc) are defined as �Non Catalogue� items.  
 

To obtain a stock list click on the Print  button (or the export to Excel  button). 
It is best to create two separate reports, one each for the catalogue and non-catalogue 
items, as the status of some stock items will have changed since the release of this 
database. You will then need to review the two lists, noting and actioning the following; 
 
If a catalogue item is now not available from the CSPS it will need to be flagged as a 
non-catalogue item (so they won’t appear on item lists when placing CSPS orders). 
Select the required stock item so that its details are displayed, then click on the traffic 

light  maintenance button. On the popup window that then appears, uncheck the 
box that says “Stock is a Current Catalogue item” 
If there are catalogue stock items listed which won’t be sold by the Reading Room 
(e.g. some foreign language items or exhibition materials) then it is best to flag them 
as not available for Reading Room purchase to remove them from the stock purchase 
and sale list options (the fewer items, the quicker it is to display them). 
 
Notes 

·  Once a non-catalogue item has been completely sold out it can be flagged as 
unavailable for Reading Room purchase. All such items are ignored from order 
selection and stock taking processes, but may be resurrected and reused if 
needed (e.g. old stock items may be received from another Reading Room) by 
rechecking its availability status. 

·  Non-saleable and non-catalogue items can be easily reinstated. They are 
never actually deleted from the database as their details may be required for 
historical valuations, till processing and turnover reports. 

·  To locate a stock item that requires modification, you can search by CSPS 
catalogue number (using the  button) or conduct a Title search (via the Title 
Search Tab) 

3.4 Set Standing Orders 
You can set which periodical stock items, and the associated quantities to be ordered 
for that item, from within the Orders processing module - the frequency of the 
automated ordering is dictated by the frequency of its publication (Sentinels are 
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weekly, Journals monthly etc) and its cover date (Sentinels on Mondays, Monitors on 
Saturdays etc).  
 
Whenever a user accesses the application, any non-existent orders that are required 
within the following two weeks are automatically generated, with each order being for a 
single stock item. 
 
Notes 

·  Frequently used stock items (see below) are displayed with blue text 
·  If no one accesses the application for over a two week period then it is likely 

that some standing orders will not be generated as only future orders (based 
on the system date of your PC) are created. You could, in this instance, either 
manually enter the orders that were missed in the normal way, or temporarily 
turn back the system date on the PC before entering and exiting the application 
to force their generation. 

·  If you wish to temporarily stop the automatic order generation for any single 
item, then simply set the associated quantity to zero. To permanently stop an 
items order generation, simply delete that item from the list by clicking the 
delete icon  at the end of the items row – it can easily be reinstated at a later 
date if required. 

3.5 Frequent Use Stock Items 
If a stock item is one that has a high turnover (ie it is regularly ordered and sold), then 
this item should be flagged as a frequently used stock item on the stock page of the 
administration module. As it can be almost impossible to determine a precise list of 
such items, it is best to make some initial guesses and then periodically review these 
‘guesstimates’ - use the stock turnover reports to guide you on this. 

 
By checking this box you will ensure that the stock item will appear in the frequently 
used stock list for both sales and order placement - an aide to quickly identify your 
required stock. 
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4 Currency, Tax and Duty Rates 
All currency, duty and tax rates are maintained and assigned from within the 
applications administration module. In most cases the values held remain static, though 
periodically the exchange rate used for ordering stock will be adjusted by the CSPS. 
 

a) All exchange rates within the application are maintained by clicking the  
button. The relevant rate is then linked to each supplier from within the supplier 
maintenance screen, and thence is applied individually to all stock items that are 
ordered from that supplier. 

b) Tax rates are maintained by clicking the  button and duty rates via the  
button. These rates are then assigned individually to each stock item by selecting 
the desired rate from a drop down list of currently set rates. 

 
At the following dates (Sept 2003 initial release), the following UK rates were applicable 
 

Rate 
Description 

Rate (Sept 
2003) 

Rate (Feb 
2005) 

Comment 

Supplier 1$ = £0.63 1$ = £0.63 Effective 1st August 2003 
Tax 17.5% 17.5% Standard VAT rate 
Duty 3.5% 

 
3.5% Diskettes, Videos, Cassettes and non 

software CDs 
Duty 0.6% 0% Calendars, Cards and Posters 
Duty 1.0% 0% Wooden jigsaw puzzles 
Duty 2.7% 2.7% Metal (steel) markers 
Duty Zero rated 0% Book/Video, Book/Cassette and CD 

based software 
 
Notes 

·  The titles used for the tax (e.g. VAT) and duty (e.g. Duty) rates are assigned on 
the control page of the administration module 

·  You can have multiple tax and duty rates, although only one of each can ever 
be assigned to a single stock item at any one time. By assigning mnemonic 
titles to each rate in the maintenance screen, it makes it easier to select and 
assign the relevant rate to each individual stock item. 

·  The TARIC codes needed to obtain these duty rates can be found on the 
Smartgroup website (Database section, Duty rates table). The lookup website 
is http://europa.eu.int/comm/taxation_customs/dds/en/tarhome.htm 
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5 Database Users and Security (Live and Training) 

5.1 User Roles 
When the Reading Room Stock Control application is first installed, there are three 
default users (admin, orders and sales) that have been set up to access the three 
distinct processing modules (Administration, Orders and Sales-Room respectively) in 
both the training and live databases. Each of these modules has associated with it a 
unique access role, and a user must be specifically assigned that role to be able to 
access that module (see user roles below). It is also normal for one user to be 
assigned multiple roles – for example, the administration user admin has been given 
default access to all three modules, whilst the orders and sales users are only allowed 
access to the Orders and Sales-Room modules respectively. 
 
Administrator An individual with this role can access the administrators module, which 

allows full and unrestricted access to the management of individual stock 
details plus the ability to adjust, where needed, control information (i.e. 
Church Title, address and contact details). An administrator can also 
generate financial and stock movement reports, do stock-take valuations, 
maintain user lists and other reference items such as tax rates and supplier 
details, as well as import/export stock data and manage the database 
backups. 

 
Orders This role allows the user to access the order processing module. Certain 

rights in this module, such as order deletion or maintenance of the popup 
shortcut lists, are restricted to those with administrator rights purely as a 
safeguard for database integrity. 

 
Sales This role allows the user to access the sales-room processing module. 

Certain rights in this module, such as sales deletion or maintenance of the 
popup shortcut lists, are also restricted to those with administrator rights, 
again as a safeguard for database integrity. 

 

 

Click on the user maintenance button 

 in the administrator’s module to 
maintain each individual user and their 
assigned roles.  
 
Note that a user’s role assignment can 
be changed at any time, and the 
removal of a user (or the negating of 
all their assigned roles by unchecking 
all role boxes) will prohibit them from 
accessing any of the processing 
modules. 

 

 
 
Notes 

·  The LIVE and TRAINING databases have their own distinct set of users, 
passwords and role assignments, though initially both have identical settings. 
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·  An administrator cannot rescind their own access rights to the administration 
module 

5.2 Suggested user naming conventions 
Setting up new users for each database is quite straight forward, though consideration 
should be given to an appropriate (and consistent) naming convention for each users 
login name. As the maximum number of alphanumeric characters that can be used is 
15, it is possible to use first names, though this can be confusing if several individuals 
share a common name. Also, as the user has to key in this name to access the 
application, it is beneficial to keep it as short as possible.  On balance, therefore, it is 
recommended that the user�s initials be used, inserting a middle initial whenever 
needed to ensure uniqueness. 
 
As the training database is distinctly separate from the live database in both data and 
user configurations, it is considered best practice to set up different training user 
names from those of the live database. This ensures that a user never logs into the 
incorrect database, as well as allowing an easily identifiable migration path from 
trainee status to that of a ‘live’ user. As all cash till and order/sale processing activities 
log the name of the originator of the change, it would therefore be quite easy to identify 
the database source purely by the names of the users involved. As the training 
database should also be available to all the experienced ‘live’ users (they may wish to 
experiment with little used functionality or refresh their expertise without fear of 
damaging live data) then a standard list of users and passwords should be created (eg 
TA for training-admin, TO for training-orders and TS for training-sales). If more than 
one of each class of training user is required, then it is simply a matter of appending 
sequential numbers to these users (e.g. TA1, TA2 etc). 

5.3 Password Maintenance 
The default passwords assigned to each user are initially set to be the same as their 
name (ie admin for admin, orders for orders and sales for sales). It is highly 
recommended that these passwords, particularly the one for the admin administrator, 
be changed as soon as possible (to a memorable word or phrase that you will find 

easy to recall) once this application is installed on your computer. Click on the  
button to alter your own password. 
 
Notes 

·  Selection of any processing option from the launcher screen will prompt you to 
enter a login name and password. These names and passwords can be changed 
or added to in the catalogue administration module for each database, and a 
user’s own password can be changed by that user from within any of the 
processing modules that they are permitted to access. 

·  If a user forgets their password, an administrator (ie a user with an administrator 
role assigned to them) can easily reset it to their login name – the user can then 
re-login and re-personalise their password as appropriate. 

·  Names and passwords are not case sensitive 

5.4 User Messaging 
Messages can be created and broadcast from any of the three application modules 
(Administration, Orders and Sales-Room), so that each user will receive their own 
message once they have logged in from the Launcher window. 
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To create a new message, click on the bell icon  to bring up the message 
maintenance screen, an example of which is shown below 
 

 
 
Notes 

·  Messages are database specific, so sending a message from the TRAINING 
database will not reach a user who is accessing the LIVE database, and vice 
versa. 

·  Each message type has its own associated icon 
·  A user can be sent messages by anyone designated as a user of the 

application. These messages can be browsed through sequentially using the 
forward/back blue arrows (the display sequence is determined by the date/time 
the message was sent, with the oldest message appearing first), which become 
inactive (greyed) once you reach the last/first stored message. 

·  Hovering the mouse over the message type icon will tell you who the originator 
of the message was. 

·  Messages flash on/off several times to gain your attention when the selected 
processing module is first loaded. 

·  To delete your message, click the blue square button and confirm the deletion 
at the confirmation prompt. When deleting messages, only your personal copy 
is deleted – if the message was broadcast to many users, then each of these 
users must individually delete their own copy of the message to fully clear it 
from the system. 
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5.5 Session Logs 
At the end of a Sales-Room or Orders processing session, you will be prompted to 
print an audit trail showing all changes that were made by you during the current 
session.  
 

 
 
If you 
  

a) are unsure of the changes you have made,  
b) would like to keep a copy on file of your activity, or  
c) have made some possible errors which you want looked at and corrected by the 

administrator,  
 
then select the ‘Yes’ option. This will enable you to preview and optionally print this 
audit trail log. Clicking ‘No’ will cause you to exit the application without viewing or 
printing this report, and clicking ‘Cancel’ will enable you to resume processing from 
where you left off. 
 
Note 
Once you exit from the application you do not get another opportunity to view or print 
this log, as the current sessions contents are immediately purged on exiting the 
relevant module.  
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6 Administrators Control Module 

6.1 Stock Maintenance 
All stock items are hierarchically structured in the same way as the printed CSPS 
catalogue. The format of this structure is called a treeview. 
 

 

This stock treeview consists of cascading 
branches or �nodes�, each of which is used 
to refine the level of detail as the 
indentation increases. The lowest level (or 
leaf) of this structure represents a single 
stock item, and each of its associated 
parent items must be expanded to see and 
access it. Clicking on a  button will 
expand a node, whilst clicking the  button 
of an expanded node will collapse it. 

 
Visual symbols consistent with the CSPS 
catalogue also help to identify cassette, 
CD, Video, Braille and computer software 
items. 

 
6.1.1 Adding New Stock 

You add in new stock items by clicking on the  new button. Note that it is best to 
identify in advance where in the treeview hierarchy the new stock item is to reside, and 
then select an item in that location before clicking the new button as new items default 
their hierarchy to the currently selected position. 
 

 

·  All hierarchical settings 
can be altered as 
required 

·  Current defaults aim to 
simplify data entry 

·  New items can only be 
saved when all 
mandatory details are 
entered. 

·  Display name text only 
appears in the treeview 
display 

·  Stock Title text appears 
as the title text on the 
opposing page to the 
treeview. 

·  Select the type of stock 
item icon to be 
displayed against the 
display name in the 
treeview display. 
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Notes 
·  On initially setting up the stock details, there will be occasions where old non-

catalogue CSPS stock needs to be added for sales purposes. In these 
instances, simply uncheck the ‘Stock is a Current Catalogue Item’ checkbox. 

·  Periodical items are treated differently from other stock items for two reasons. 
Firstly, they don’t incur additional post and packaging charges when ordering, 
and secondly, they are usually high turnover items that benefit from being 
readily identifiable in order/sale item selection. 

 
6.1.2 Modifying Stock Item Settings 

The settings (hierarchy, catalogue number, supplier etc) entered on first creating a 
stock item entry rarely change, so are not displayed on the right hand page where 
basic details of stock descriptions and pricings are shown and therefore more easily 
modifiable. Should these item settings be entered in error and need modifying (or an 

item switches to non-catalogue status), then you need to click the  icon to change 
the relevant detail(s). The same screen as used to create new stock entries (see 
above) is then displayed with all the items current details, and changes can then be 
made to the required details. 
 
Notes 

 

To view non-catalogue items, or items which have 
been flagged as unavailable for sale, click on the 
dropdown selection box and choose the required 
option from the displayed list. 
 

 To view all non-english language stock items, click 
on the ‘Foreign’ radio button 
 

 To find a stock item by its catalogue number, click 
the binoculars button and answer the prompt 
accordingly.  
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6.1.3 Stock Details 
 

 

·  Detailed stock item 
characteristics can be 
maintained (Author, ISBN, 
Colour and Size) 

·  Pictures of stock items can 
be viewed on screen, if 
available, via . 

·  Indicators can be set to 
show frequently used and 
fixed cover price items 

·  Ability to set re-order levels 
and quantities 

·  Automated currency 
conversion, VAT and Duty 
calculations and rounding 
preferences (e.g. nearer 
5p) on all stock items 

·  Caters for multiple Vat, 
Duty and Exchange rates 

·  Set the order frequency – 
this is used for periodical 
order automation. 

 
Notes 

·  Local price calculations are done automatically on changing retail price or 
duty/VAT values (select the required rate from the drop down list). 

·  To reset the Sale Price based on the Local Price and rounding rules (see 
Control Panel details), just click the re-calc  button. 

·  To maintain the list items for Characteristics and Author, just click the  button 
to pull up the relevant maintenance screen. 
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6.1.4 Keywords 
Keywords provide a simple way of looking up related stock items that do not have 
similar words in their titles (e.g. the leaflet “ Employment” and the Pamphlet “Jobs, 
Careers and our Father�s Business” both relate to “Jobs”). By setting meaningful 
keywords for all stock items it is then a simple option to identify and select items with a 
similar theme. 
 

 

To view a list of related items (e.g. 
those that pertain to �Children� by 
their title or subject matter), 
 
a) Go to the Stock page and click 

the �Keyword Selection� tab. 
b) Click on the drop down 

keyword list box and scroll till 
you find the desired word (e.g. 
Children), and click it. 

c) Expand the Treeview display in 
the usual way to view all 
related items. The screen shot 
opposite illustrates the results 
of this selection process. 

 

 
The Stock Take Program provides a good starting point, but also enables you to add 
and refine existing keyword selections on an individual stock item basis. 
 

 

Click the ‘Maintain Current 
List’ button to alter the 
existing keywords 
 
Select new or old keywords 
from the list and add/remove 
them via the right/left facing 
arrow keys. 
 
Add new keywords to the 
available list by entering the 
required text and then press 
the plus button. 
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6.1.5 Title Search 
To locate a stock item of a known title, click on the ‘Title Search’ tab then enter the title 
(or any part thereof) and click the blue down arrow button  to find the first occurrence 
of a stock item whose title contains the entered text. 
 
Notes 

·  The entered text is case insensitive (‘HEAL’, ‘Heal’ and ‘heal’ will give identical 
results 

·  The search text can be partial words. ‘Heal’ for example, will identify all titles 
that contain ‘healing’, ‘health’, ‘healer’, ‘healings’ as well as the word ‘heal’. 

·  The search always begins from the currently selected stock item, and re-cycles 
through the list if need be.  

·  To find the previous matching title, click on the blue up arrow button . 
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6.2 Administrators Reports 
On the Admin Reports tab of the Administrators module you will find a highly detailed 
range of reports and associated selection options, grouped in horizontal tabs by their 
subject. 
 

 
 

6.2.1 Orders 
These reports are for all orders and their related stock details. This page allows you to; 

·  Select a period (in months) for which you wish to view historical orders.  
·  All, periodical and non-periodical orders can be selectively listed 
·  When selecting a specific order you can preview/print either the supplier’s or 

Reading Room’s related details. You can also generate an email structured text 
file which can be used for emailing the stock details to the supplier associated 
with the order. 

·  You can view high turnover stock items (and their associated quantity totals) in 
descending order of quantity ordered. Note that you can refine the range of 
dates used to determine this ranking via the relevant selection criteria options 
in the bottom right hand panel. 

·  You can view which orders are awaiting delivery of one or more stock items, 
again with the facility to refine the range of dates used to determine 
outstanding deliveries. 

·  You can view which orders are fully delivered but not fully paid for. 
 

6.2.2 Sales 
These reports are for all sales and their related stock details. This page allows you to; 

·  Select a period (in months) for which you wish to view historical sales grouped 
by their assigned statuses.  

·  When selecting a specific sale you can preview/print the stock related details.  
·  You can view high turnover stock items (and their associated quantity totals) in 

descending order of quantity sold. Note that you can refine the range of dates 
used to determine this ranking via the relevant selection criteria options in the 
bottom right hand panel. 

·  You can view which sales have been despatched by date of sale. 
·  You can view which sales have an outstanding balance. 
·  You can list the value of stock items which have been �sold� to the church for 

internal use (i.e. Lectures, Church Services, Sunday School, Binding, etc) 
·  You can auto generate payment reminders to those customers whose 

purchases have exceeded a designated period of time (selected option in days) 
·  Report (per sale) all stock items that have not yet been despatched, showing 

the quantity to be sold, the quantity currently in stock and the total quantity 
currently on order. 

 
6.2.3 Cash Till 

These reports are for all financial payments and receipts. This page allows you to; 
·  Select a period (in months) for which you wish to view cash till records, 

grouped by the date of processing. 
·  Refine (by type of transaction) the financial activity items that are displayed. 
·  View/print the cash till details for a selected date 
·  View/print a transaction summary showing the split between cash, cheque and 

credit card amounts for a user selected range of dates. 
·  View/print a Sales Book or detailed Day Book financial summary for a user 

selected range of dates. 
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6.2.4 Stock Item Reports 
These reports relate to stock movements and their statuses. This page allows you to; 

·  Refine the list of items to be selected from (Frequent sellers, Periodicals or 
designated categories), their language (All, English, French, etc) or Title 
content 

·  View/print stock movements for both orders and sales. 
·  Refine preview/print the stock item turnover, enabling you to identify either 

quick or slow selling items as well as potentially forecast the future order 
quantities needed for these items. 

·  View/print the quantities in stock for all those stock items that are either on 
order (and not received) or sold (and not despatched). 

 
Notes 

·  Generated email files (they have a �txt� extension) will be found in the 
application reports folder, and will have as its name the order reference of the 
order itself. 

·  Should an email file already exist with this order reference, then the existing file 
will be overwritten. To locate and open this file, use the �Search for Excel file� 
utility (fourth button from left on the main toolbar), and look in the Reports 
folder for files with a �txt� extension - double clicking the file will automatically 
open it for you. 

·  Search (and repeat search) through the hierarchial list of reporting items. Note 
that text matching is done without regard to the case of the text (i.e. upper and 
lower case entry is not significant when conducting a search). 

·  The default period for which all report details are displayed is the preceding 
calendar month, based on the system date currently set on your PC 
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6.3 Stock Take 
A valuation of the Reading Room stock is normally carried out at on an annual basis 
(at year end), and can be conducted on either a replacement (Cost Price plus Duty 
and VAT) or Sale Price (usually less a percentage). To facilitate this choice, the 
relevant basis can be chosen by selecting the relevant option on the Controls Page. 
The following steps are required to do a stock valuation; 
 
a) Choose Type of Valuation 

Decide whether you want to do a Cost Price or Sales Price valuation. It is best 
to leave the decision to your churches accountant, as the value in the accounts 
is usually determined to be the best approximation to the replacement value of 
the Reading Rooms stock. Some accountants prefer a Sales price approach, 
and reduce the value by a set percentage (e.g. 20%) to cater for wear & tear 
and age. Others prefer to use a strict value of the replacement cost (including 
Vat and Duty). Either way, the Stock Take program allows you the option of 
either approach. You may also take a valuation based on Cost price, then 
change the Control Page setting to Sales Price valuation and generate another 
at Sales price – and use the two distinct values as a guideline for you 
accountant. 

 
b) Stock Review 

Once the valuation method has been decided (as above) you should do a 
review of the current stock list prices and quantities. Things to check for are 

 
·  negative or inaccurate stock quantities – only you can judge the accuracy of 

the figures held. 
·  if you don�t use the order/sale program options then you will need to do a 

manual count and entry of all stock items. The recommended approach is 
to generate a stock list of all items (use the export facility, selecting the 
"Quantity in Stock" option from the drop down window that then appears).  

 
This option generates a StockQty text file (tab separated value format) in 
the "Export" directory. This file may be loaded into Excel for printing and 
updating (you will need to manually count the RR stock and note the 
quantities against each stock item on the list). Once the text file has been 
updated with all stock quantities, re-save it (keeping it as a tab delimited 
text file) then re-import it back into the database to update the stock 
quantity figures. 

·  Exclude all stock items unlikely to be ordered by the RR (e.g. Certain 
foreign language items, Study Resources, promotional items, etc). You can 
do this by unchecking the "Stock item is available for Reading Room 
purchase" button on the bottom of the left hand Stock page for each 
individual stock item to be excluded from all order/sales and valuation 
processing.  To change the availability status back at any time, just recheck 
this button for the item concerned. By doing this you reduce the number of 
list items generated when processing orders, sales and stock take 
valuations - making it more manageable and pertinent to the required 
process. 

·  Note that a valuation is a snapshot of stock items and their values at a 
particular point in time. Once taken, it is not possible to add additional items 
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that have been overlooked, nor can you remove unwanted items (though 
these will be ignored as their values will be zero). If need be, delete the 
valuation, make the adjustments needed, and then redo the valuation. 

 
c) Create the new valuation 

Click on the new button  whilst on the Stock Take page to create the 
required Stock Take valuation. Stock values will be automatically calculated 
based on the current Control tab setting (Sale or Cost Price) multiplied by the 
stock quantity figure held against the item. Please note the following; 
·  The total value of all stock items is displayed for you in the grid at the top of 

the right hand page. This value is dynamic, and adjusts appropriately as 
individual item prices or quantities are modified. 

·  Cost pricing includes Vat and Duty amounts where applicable. 
·  Some stock items will have more than one price, dependent upon age and 

condition. The valuation program allows you up to three pricing elements 
per stock item to cater for this. Just enter the price and quantities on the 
second and third lines, with a corresponding reduction in the quantity on the 
first line. 

 
d) Review and validation  

It is recommended that the valuation be checked for both accuracy and 
completeness. As it may take several sessions to adjust and validate the stock 
items in the valuation as a result of multi-pricing or omissions, the following 
options are available to assist you with keeping track of where you are with the 
valuation. 
·  As you view, verify and possibly adjust each stock items valuation, set the 

items status via the option buttons at the foot of the left hand page to 
�Completed� (i.e. no more adjustment is needed) or �Ignore from Stock Take� 
(i.e. zero quantity and value). 

·  When you need to review the valuation of outstanding items, select the 
�Outstanding� option from the drop down list at the top of the left hand page. 
When this is selected, only those stock items with that assigned status will 
be displayed. Continue with your review, making the appropriate status 
change as you go. Periodically clicking the Refresh button will refresh the 
display, showing only those items matching the selected status option. 

 
e) Reporting 

Once complete, the valuation details may be exported to an Excel spreadsheet 
or printed out for a hardcopy report if the auditor requires a detailed breakdown 
of the valuation figure. Stock items are appropriately grouped, with subtotals 
per grouping, and show the grand total figure. Please note that the Excel 
version is fully detailed with all items, whilst the printed version will exclude 
zero values to save paper. Items with multiple prices will also be fully shown in 
both versions of these reports. 

 
Note 

Stock Valuations can take up significant amounts of disk space over time.  To 
minimise disk space and retain sufficient historical details (check with your 
accountant, as paper reports may be sufficient) one should periodically delete old 
valuations (e.g. those three or more years old). To free up this deleted space one 

must then compress the database via the compress database  option on the 
Toolbar after first taking a backup. 
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6.4 Stock Printing  
This application provides you with a great deal of flexibility in the content, format and 
ordering of data that can be reported on.  Data can be printed or exported to an Excel 

spreadsheet file (via the  print or export  buttons respectively). 
 

 

·  Click on the list 
button to obtain 
default report titles 

·  Click on the data 
items you want to 
include as columns in 
the report 

·  Re-sequence the 
selected columns via 
the two large up and 
down arrows next to 
the selected item list 

·  Use the selection 
criteria to refine the 
reports stock item 
content (e.g. Stock 
items below the re-
order level) 

·  Select the stock item 
ordering criteria of 
the report. 

·  Click the print or 
excel report button to 
generate the desired 
report. 
 

 
Note 

·  If Excel is not on your computer, then all the export to Excel options throughout 
the application will be disabled. 
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6.5 Database backups 

Clicking the  button will prompt you to select a folder (or the A: floppy drive) where 
you would like to copy the data (held in a single ‘database’ file) used by this Reading 
Room Catalogue application. Once selected, it will copy the database file to that folder.  
 
Notes 

·  The database file can grow significantly in size over time, and may eventually 
exceed the capacity of a floppy disk. When this occurs, the file should be copied 
to another folder of your PC and then either transferred to another medium such 
as zip or USB disk, written to CD or perhaps even emailed to another PC. 

·  A backup of the database should be taken on a regular basis as insurance 
against potential corruption or loss arising from events such as disk or power 
failure. If you have done a lot of work and cannot afford to lose it, that is the time 
to take your backup. It is therefore recommended that three or four diskettes be 
used in a backup cycle (and labelled accordingly), overwriting the oldest backup 
disk each time to ensure that there are at least two or three recently taken 
backups available. 

6.6 Database compression 
As the volume of live data changes through the addition and deletion of order, sale and 
stock details, the size of the database file will continually grow. As the allocated space 
that is used by deleted records is not freed at the time of deletion, the physical size of the 
database file will increase to potentially unmanageable proportions (e.g. it may not fit on 
a backup floppy). To free up this wasted space, and thus reduce the size of the file, it is 
necessary to run a database compression routine.  
 
WARNING 

You are strongly advised to backup your database before you do this, as any 
problems that might arise during this process (e.g. power supply fluctuations) could 
leave your file in a corrupt (unusable) state and unable to be recovered. 
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6.7 Data Import 

By clicking the Import Data button  on the Toolbar you will be prompted to select a 
file from the applications Import folder  

(c:\Program Files\TRM Consulting Services\Reading Room Catalogue\Import). 
 

 
 

Select the file you want to import, or browse to another folder if the default is not the one 
holding the required file, and click the Open button if you wish to proceed with the data 
importation. If you don�t wish to proceed, click the Cancel button. The program will then 
import all data in the designated file that is in the correct format, displaying summary 
details of what was imported once the file has been fully processed. 
 
Note 

Some data that has been imported may not appear until you refresh the relevant 
display. It is therefore recommended that you exit the application and then reload it to 
see the resultant imported data. 
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6.8 Data Export – Stock Items 
As new stock items are published or become available through the CSPS, it will be 
necessary to add them and all their associated details (Authors, Prices, Keywords, 
Language etc) into the database to keep it up to date. With this release of the Reading 
Room Stock Take program, it is possible to export stock item details in a format which 
can be readily imported into another user�s (or training) database. This will minimise 
replication of effort across all users of this application by 
 
a) allowing the distribution (via email, say) of new or non-catalogue stock item details 

that can be loaded into another users database without the need of manual input, 
b) ensure consistency and accuracy of historical stock catalogue information across all 

users of this application.  
c) potentially provide a future electronic distribution mechanism direct from the CSPS, 

alleviating the current paper chase approach and significantly reducing printing and 
distributing costs in the process. 

 
As new items appear in the Reading Room notes, it will now be possible for an individual 
to enter the details into their database, then export these details and email them to all 
other registered users for import. 
 

6.8.1 Invoke the Stock Item export screen 
When you are on the stock page, clicking on the export button will prompt you to select 
the type of data export you require. Select the �Stock Items� option. 

 
 

6.8.2 Identify those stock items you wish to export 
The Export Product Details screen is then displayed, which will display a list of all 
products that have been created on or after a specified date (the default date arbitrarily 
being the date three weeks preceding the current PC system date). You can then 
individually or collectively select  or deselect  individual stock items for export simply 
by (un)ticking them and then clicking the export button.  
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6.8.3 Change the selection date 
A popup calendar will then appear if you click on the �Created on or after� date. You 
can then select a new date (if required) by clicking on the relevant date button, 
browsing back and forth between months and years (if valid) as appropriate.  
 

 
 

The newly chosen date will then be used to select and display those products that 
were created on or after the specified date.  
 

6.8.4 Processing the generated export file 
The generated export file (Products.txt) will be located in the application�s Export 
folder, which is found at 
 

c:\Program Files\TRM Consulting Services\Reading Room Catalogue\Export. 
 
This file can then be sent as an email attachment to other users of this application who 
can then download the file into the applications Import folder  

c:\Program Files\TRM Consulting Services\Reading Room Catalogue\Import 
ready for direct import into their own database. 
 
Notes 

·  Whenever you export a stock item, all associated Keywords are also exported 
·  When importing stock items, a check is first made against the catalogue 

number. If the catalogue number already exists, then the import of the stock 
item is ignored. Similar checks are also made against a stock items keywords, 
adding only those keywords which don�t already exist for the associated stock 
item. 

·  When adding new stock items, associated details such as their hierarchy, 
author, characteristics, etc will be automatically created if they don�t already 
exist. 
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6.9 Data Export – Quantity in Stock 
To facilitate the valuation or documentation of stock items in another medium (e.g. 
Excel spreadsheets) the facility to export stock quantity values for all stock is provided. 
When you are on the stock page in the program, clicking on the export button will 
prompt you to select the type of data export you require. Select the �Quantity in Stock� 
option. 

 
 

The generated export file (StockQty.txt), which will include only active (catalogue) 
items, will be placed in the application�s Export folder which is found at 
 

c:\Program Files\TRM Consulting Services\Reading Room Catalogue\Export. 
 
Notes 

·  To simplify identification of stock items, a description is also exported with the 
catalogue number and quantity values.  

·  Each lines value in the exported file is separated by a tab character to simplify 
loading into spreadsheets 

6.10 Data Export –Stock Prices 
As Supplier exchange rates change, or new prices are advertised by the CSPS, it will 
be necessary to update the individual stock prices (Cost, Retail and/or Sales prices) in 
the database to keep them all current. As prices should be consistent across Reading 
Rooms, a facility to export all these stock item prices is provided that will allow price 
changes to be imported into another Reading Rooms database without manually re-
keying them. The generated file is a tab delimited text file that can be distributed by 
email (say). This will  
 
a) ensure consistency and accuracy of stock pricing information across all users of 

this application.  
b) potentially provide a future electronic distribution mechanism direct from the 

CSPS, alleviating the current paper chase approach and significantly reducing 
printing and distributing costs in the process. 

 
6.10.1 Invoke the stock item export screen  

When you are on the stock page in the program, clicking on the export button will 
prompt you to select the type of data export you require. Select the �Stock Prices� 
option. 

 
 

6.10.2 Identify those stock items whose prices you wish to export 
The Export Product prices screen is then displayed, which will display a list of all 
products on the database. You can then individually or collectively (de)select individual 
stock items for export simply by (un)ticking them and then clicking the export button.  
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6.10.3 Processing the generated export file 
The generated export file (Prices.txt) will be located in the application�s Export folder, 
which is found at 
 

c:\Program Files\TRM Consulting Services\Reading Room Catalogue\Export 
  

Notes 
·  If a Prices.txt file already exists in the export folder, a new one with a numeric 

extension is automatically created (ie prices 01.txt) 
·  The content of the file can be viewed in Excel (as a tab delimited file) if desired, 

adjustments made (if appropriate) then re-imported back into the database. 
·  This mechanism would allow you to transfer updated prices from the LIVE to 

the TRAINING database 
·  This file could also then be sent (as an email attachment) to other users of this 

application who could then download the file into the applications Import folder 
ready for direct import into their own database. 
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6.11 Exchange Rate maintenance 
Exchange rates are applicable to all stock items ordered from an overseas supplier. In 
the majority of cases this will apply to those items ordered from the CSPS catalogue. 
As a result of currency fluctuations the CSPS designated rate will change over time, 
and it will be necessary to quickly adjust the rate accordingly.  
 
To add new exchange rates or modify any existing one, you will need to click the 

exchange rate maintenance button  on the toolbar, which will display the following 
screen. 

 
Notes 

·  Please keep the currency label (or symbol) brief, as it is used extensively 
throughout the application on screens and reports. 
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6.12 VAT/Duty rate maintenance 
VAT (Tax) and Duty rates are applicable to stock items on an individual basis. These 
rates are set by legislation and are thus fairly static in nature. If they are changed, or 
further rates added, it will be necessary to add or adjust these rates accordingly. It is 
for this reason that tax rates are set centrally in the database, and can be easily 
assigned as required to individual stock items. 

To add or modify tax or duty rates click the relevant maintenance button (Tax is  

and Duty is ) on the toolbar, which will display one of the following screens. 
 

           
 
Notes 

·  Tax (VAT) rates are also applied to any duty amount incurred by the stock item. 
·  If these rates vary, then it may be necessary to recalculate all stock Retail 

prices in line with these new settings. All that is required is to update the 
relevant changes to the pertinent rate values and click the calculator button  
on the Control page to update all stock item prices with immediate effect. 

·  If you want to first view the impact on sales prices without saving the changed 
stock item values, click on the printer button  after first selecting the sort 
order required for the report. 
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6.12 Stock Suppliers 
Specific supplier details used by the application are currency assignment and the 
default shipping/handling charge. Other prompted for details (see screen below) are for 
reference purposes only, and can be left blank if not required or are unknown. 
 

 
 

6.13 Colour Selection 
To change the current hierarchy colours to your own preference, click on the Settings 
menu and select the �Alter Colour Selection� option that appears in the drop down list. 

 
 

On the Set Required Colours screen that is displayed, click on the hierarchical item 
whose colour you wish to change.  
 

 
 
Notes 

·  The current colour is displayed in the large area under the �Set Colour� button, 
which must be clicked to select and change the setting to a new colour. Once 
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you are happy with the selected colour scheme, click on the OK button to save 
the settings.  

·  At any time you can also restore the original colour settings by clicking the 
�Reset Defaults� button. 

6.14 Set/Modify Stock Quantities 
Click on the Settings menu and select the �Set Initial Stock Quantities� option to bring 
up the following quantity maintenance screen that allows you to adjust Re-order Levels 
and Quantities and as well as the Quantity in Stock figures for all stock items. 
 

 
 
Notes 

·  Each of the drop down lists at the bottom of each column provides you with a 
selection facility to refine the content displayed (by default, ‘All’ stock items are 
shown). 

·  As stock quantity management is an optional feature of this program, it is quite 
acceptable for the displayed figure to be negative, (though it should be treated 
with care, as in practice you cannot sell more items than are currently available 
in stock). 

·  Columns containing orange text are display only, and cannot be modified 
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7 Order Processing 

7.1 Overview 
Orders need to be placed with a supplier (e.g. CSPS) whenever there is insufficient 
stock on hand to meet a particular need, whether for sale to the public, lecture 
distribution or other church related activities. 
 
Each individual stock item is either cover dated (e.g. journals, sentinels, heralds and 
monitors) or not (e.g. books, CDs or cassettes), and its classification (periodical or non-
periodical respectively) within the application is set within the administration module. 
As orders are handled differently by the CSPS according to the classification of the 
items ordered (e.g. periodicals do not incur handling charges), this application ensures 
that you cannot place a mix of such items on any single order. 
 
When placing an order, therefore, you are first prompted to choose the supplier and 
the order classification (periodical or non-periodical) you are going to create. Once 
selected, only items of the same classification can be added to that order. 
 
Notes 

·  Once an order is saved, you cannot change its classification type. If the wrong 
selection was made, you will therefore need to cancel the �new� order (rather 
than saving it) and start again (the displayed reference number will be re-used), 
selecting the correct options the next time round. 

·  When stock items on an order are ticked  (indicating that the stock has been 
received), the quantity in stock for that particular item is incremented. Likewise, 
if a ticked item is unchecked or deleted (by individual item or via the whole 
order) the quantity in stock will be decremented. 

·  Those orders which have been finalised and appear with a status of �Archived� 
are treated as special cases, and none of their details can be changed - they 
are permanently locked in view only mode for all users. If an order with this 
status is deleted, then the individual �quantity in stock� figure for all items on that 
order are left unchanged - this is the only order deletion method that doesn't 
alter an items 'quantity in stock' values. 

 
An order has two main components, which are displayed in two separate panels on the 
screen. The top (larger) panel contains the order line details (all ordered stock item 
details are displayed in a scrollable grid), and the bottom (smaller) panel contains the 
order header details (that data which is related to the order as a whole), which is 
grouped into three separate tabbed sections according to the type of data held and 
displayed. 
 

7.1.1 Order Header Details  
 

 
An order reference is automatically generated for an order when it is created and 
saved, and is retained throughout the lifetime of an order as a unique means of 
identifying it. Other details specific to an order are displayed on each of the three tabs 
displayed in the lower panel, as follows; 
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a) Financial Details (see screen above) 
 

All financial aspects of the order are displayed and entered here. The Reading 
Room Cost figure, shown in a grey panel, gives the total value of the order lines 
plus any Supplier related charges in local currency (based on the current rate of 
exchange set by the supplier (i.e. CSPS) of the ordered items). On this tab you can 
also enter any additional charges incurred in receiving/importing the order (e.g. 
DHL delivery/admin) plus any Duty or tax (e.g. VAT) charges that might be levied. 
To keep track of the financial status of the order you can also enter the total 
amount paid against it, though no accounting or audit details are tracked by 
entering this amount other than to identify outstanding balances. 

 
b) Dates and Comments  
 

 
 

Order and Delivery dates may be entered or adjusted here. Clicking on the 
calendar icon to the right of each date panel will cause a popup calendar to be 
displayed, from which a new date may be easily selected. Comments that are 
specific to the whole order may also be entered here, for use as an aide memoir in 
future dealings with this order.  

 
c) Supplier Details  
 

 
 

The name of the supplier, their current exchange rate and item costs (in their 
currency) are displayed here. Shipping costs charged by the supplier are also 
displayed, and can be modified from their default amount if required. If the supplier 
issues an invoice number or reference for the order it too may be entered here. 

 
7.1.2 Order Line Details 

Each individual order can have one or more stock items associated with it, and these 
order �lines� are displayed in a scrollable grid that show all relevant details for the stock 
item on order. When a stock item is selected for adding to the order, its current cost 
price and stock in hand values are displayed to aid your selection. The �re-order 
quantity� set for the item in the administrators module is also set as the default order 
quantity, and this can be adjusted directly or via the scroll buttons as required before 
you add the selected stock item to the order. 
 
Notes 

·  A single stock item can appear on more than one line, with each line having its 
own price, quantity and value settings. This usually occurs when ordered stock 
is not received in full, and the item is split to show received and not received 
order lines to accurately reflect the current stock position. 

·  Both the order price and quantity values can be altered directly within the 
scrollable grid by simply clicking on the required cell and adjusting the value 
directly. When a cells value is changed, the value of the line item is 
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automatically updated, as are the total cost figures for the order (shown on the 
Financial Details tab). 

·  If a periodical item was selected, you must select the pertinent cover date from 
the drop down list box before it can be added to the order. 

·  If an order line has any information or comment associated with it, this will be 
shown in a tooltip whenever the relevant row has been selected – achieved by 
simply clicking on any cell in the required row. 

·  If you wish to delete a row that was added in error, click on the rubbish bin 
button on the relevant row and confirm the deletion request message box that 
pops up. Should you click this button by mistake, a negative response to the 
confirmation prompt will leave the order line untouched. 

·  Use the search criteria options at the top of the screen to assist in your 
identification and selection of the desired stock item needing to be ordered. 

·  As only items listed in the supplier’s catalogue can be ordered, discontinued 
items (called non-catalogue items) must be identified and marked accordingly 
(from within the administrators module) whenever a new Reading Room 
catalogue is issued or notification given. 

 
7.1.3 Order Status Settings 

The following order status settings are automatically set by the application, and can be 
used to help identify a particular order based on payments made or stock received. 
 
Provisional Order requests generated by sales room staff. 
Standing Orders generated by the system, based on periodical cover 

dates and quantities requested. Note that standing orders only 
reference a single stock item, and are assigned a unique 
reference that identifies both the item (via its catalogue number) 
and the cover date of that item. 

Pending A newly created Order, where no items for that order have yet 
been received into stock. 

New An order which has no line items (i.e. all previous stock items 
associated with this particular order have been deleted) 

Partially Received Some order items (but not all), have been received into stock 
Received All order items have been received in full, but it has not been 

fully paid for 
Finalised All received orders that have been fully paid for 
Archived All finalised orders where the order date is over 6 months in age. 

Note that any order that has been �archived� (and this includes all 
its associated line items) cannot be modified in any way. 

7.2 New Orders 
Each time you wish to order further stock (available only from within the Orders 
Module), click on the Enter New Order Items button. A popup window will then be 
displayed from which you select the supplier of the order items (i.e. The Christian 
Science Publishing Society) and set (via a check box) the type of order you wish to 
create (i.e. Periodical or non-Periodical). 
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a) Choose the name of the supplier for the order by clicking on the down arrow 
and selecting the desired name from the displayed list. If an incorrect supplier is 
chosen (the CSPS is the default entry), just repeat the selection process until 
the correct supplier has been chosen. 

b) Orders for periodicals from the CSPS are treated differently from regular orders 
in two ways. (i) they do not incur post or packaging charges, and (ii) they are 
ordered using the Church Account number (all other orders require a J number 
reference). You can distinguish between these types of orders by simply 
checking the box if the order is solely for periodicals. In this way, post and 
packaging charges for periodical orders automatically default to zero, and only 
those stock items defined as �Periodicals� (set within the Administration module) 
can be added to them. Similarly, orders created without checking this box 
automatically add the default p/p charge (currently $15), and you can neither 
select nor add any stock item currently defined as a �periodical�. 

c) The proposed reference for the new order (e.g. P000072) is shown in blue at 
the top right of the popup window. This reference is activated if you click the 
�Create new order� button, and ignored if you click the �Cancel� button. 

 
After making the appropriate selection options, clicking on the �Create new order� 
button will display a single screen showing two panels. The top (larger) panel is where 
you add new stock items to the order, and the bottom (smaller) panel holds data 
specific to the whole order itself. The following screen shows the position after two 
stock items have been added to this new order using their default order quantities and 
prices. 
 

 
Notes 

·  Low stock items are those whose ‘In Stock’ quantity is less than or equal to 
their default order quantity (when set to a non zero value) 

·  Cover dates are ignored in this example as they are only applicable to 
periodicals 

·  The stock items listed can be refined by the judicious use of the search and 
selection options displayed above this list. 
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7.3 Standing Order Maintenance 
This option allows you to easily manage which stock items and associated quantities 
you wish to order on a regular basis. 
 

 
Notes 

·  New stock items can be easily added to or removed from the displayed list 
·  Standing orders are identified and generated whenever someone loads the 

application, and each such order will contain only a single line item. 
·  Only those orders required and not already created within the following two 

weeks are generated, based on the frequency of the stock items cover date and 
what has already been generated. 

·  Generated standard orders are given unique references that identify (by their 
catalogue number) both the item ordered and the cover date of that item. 

7.4 Provisional Orders 
Sales room staff are able to provisionally record any item they feel should be ordered, 
either as a result of a stock shortage, a specific customer request or a future need. 
These provisionally ordered items do not appear on any of the order query screens as 
the requirement needs to be verified from both a cost and need perspective. As the 
placing of orders also incurs a shipping cost, the timing of the order placement 
requires as much management as does its content.  
 
Clicking on the Provisional Orders button therefore provides a popup screen that 
enables you to view all the current stock requests and convert the required items into 
orders that can be processed, tracked and managed normally. 
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Notes 

·  The quantity of the provisionally ordered item cannot be altered on this screen, 
though once saved as part of a new order these values can be freely adjusted. 

·  Clicking on the Save New Order button will create a single multi-line order that 
will include all ticked  items in the grid above. As new order items are created, 
their entries in the provisional orders list are removed. 

·  As orders can be either periodical or non-periodical based, clicking on the 
relevant top left panel will cause the items associated with that selection to be 
displayed. 

·  Provisional order items show the originator of the request should further 
clarification be required. 

·  Any item may be deleted from the provisional list by clicking on the rubbish bin 
icon shown in the last column of the selected items row.  

·  You can create several orders, if required, without leaving this screen, and 
once you have finished you can then click the Cancel button to return to the 
main Order menu. 

·  Any comment assigned to a provisional stock item order request is displayed 
for information or clarification purposes. 
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7.5  Review and Adjust existing Orders 
To view the details of an order it is first necessary to be able to easily identify it, and 
then select it for review and adjustment as required. When you select this option, 
therefore, the following order selection screen is displayed. 
 

 
When you select (click on) an order, all its �header� details are displayed in the small 
panel at the foot of the screen. Once you have selected the required order, using the 

available selection options as needed, click on the  button to 
proceed to the Order Details screen to view/adjust an orders content. 
 
Notes 

·  The Order Selection radio buttons enable you to refine the ways of searching 
for a specific order. If you selected the Stock Description button, for example 
(see the above sample screen), you would then enter the required description 
(or part thereof) in the search box, click the �Display matching Orders� button, 
then select from the displayed list the order which has this item on it. 

·  Cover Date searches will match �10 June�, �July�, �11� partially dated text. 
 

7.5.1 Order Details Maintenance 
The following functionality is provided on the order details screen (which is the same 
layout as the new orders screen) 

·  Clicking the Calculator button  on the Financial Details tab will cause the 
Duty and VAT values for the whole order to be recalculated and displayed, 
based on the individual Duty and VAT rates assigned to each stock item on the 
order. The order totals will then be adjusted and the currently displayed values 
updated accordingly. Note that both of these amounts can be manually (and 
individually) adjusted if required. 
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·  Clicking the calendar button  will cause a popup calendar to be displayed, 
from which a new order date or delivery date can be selected. Clicking the  
button will clear the value of the currently set delivery date if required. 

·  Comments may be entered against both the order and individually against each 
line on the order. As standard comments might be required against a range of 
orders, it is possible to create a pre-set list of these comments to simplify entry. 
These pre-set comments can be accessed via the List button  to the right of 
the comment prompt. Note that only a user with Administrator rights can add to 
this list, which is achieved by clicking the button and selecting the maintenance 
option displayed at the top of the popup menu. Clicking this will cause the 
following maintenance screen to appear with all previously entered comments 
displayed and available for adjustment as required. 

 

 
 

·  Two reporting options are available for each order. To view/print a supplier 
report (order costs in US$) for the current order, click the  button. For a 
Reading Room report (with check boxes to indicate delivery, and church costs 
broken down in £ sterling) click the  button. 

·  Individual item prices and quantities can be modified in situ, and all related 
totals will be adjusted automatically to reflect the changes or additions made 
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8 Sales-Room Processing 

8.1 Overview 
Stock items can be sold to a wide range of regular customers and visitors, as well as to 
the Reading Room itself for church use. In most cases a sale will comprise a single 
stock item, though any number of such items can be included on a single sale. When 
adding a stock item to a sale, it is marked by default as having been collected by the 
customer (i.e. the Sold from Stock check box is ticked ), and the quantity in stock for 
that item will be decremented accordingly. Should the customer be paying for items in 
advance, making a phone order, or be unable or unwilling to take the stock with them, 
then the check box should be manually unchecked – this will reset the quantity in stock 
figure for that item back to its original pre-sale value, ensuring that the stock quantities 
reflect the true position of all stock at any given time. 
 
Sales which have been fully paid for, and have had all their associated stock items 
distributed, will appear with a status of �Archived� (applicable only when the sale date 
occurred six or more months previously). These special status sales are permanently 
locked in view only mode for all users, and none of their details can be modified. If a 
sale with this status is deleted, then the individual �quantity in stock� figure for all items 
on that sale are left unchanged - this is the only sales deletion method that doesn't 
alter an items 'quantity in stock' values. 
 
A sale has two main components, which are displayed in two separate panels on the 
screen. The top (larger) panel contains the sales line details (all saleable stock item 
details are displayed in a scrollable grid), and the bottom (smaller) panel contains the 
sales header details (that data which is related to the sale as a whole). 
 

8.1.1 Sales Header Details  
 

 
A sales reference is automatically generated for each sale when it is created and 
saved - it is unique per sale, and is retained throughout its lifetime as a means of 
identifying it. Other details specific to the sale are displayed alongside the reference, 
allowing entry of charges and discount figures as well as comments and customer 
details.  
 
Notes 

·  The sale date defaults to the system date of your PC at the time of creation. 
This date may be easily adjusted via a popup calendar - obtained by clicking 
the calendar button  to the right of the sales date panel. 

·  If the sale is not fully paid for, then the name of the customer for that sale must 
be entered to ensure that any outstanding sales payments can be readily traced 
and identified. 

·  You cannot save a new sale until at least one stock item has been added to 
that sale 

·  If the selected sale item is a periodical, then the cover date of that item must be 
entered – click on the cover date drop down list and select a date from those 
displayed. 
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·  Part or full payment can be made against the sale at any time by clicking the 

payment button  and entering the relevant details in the popup payments 
screen. 

·  If a new sale is cancelled, then the newly generated sales reference will be re-
used 

 
8.1.2 Sales Line Details  

 
Each individual sale can have one or more stock items associated with it, and these 
sale �lines� are displayed in a scrollable grid that show all relevant details for the stock 
item being sold. When a stock item is selected for adding to the sale, its current sale 
price and stock in hand values are displayed to aid your selection. The sale quantity for 
an item defaults to 1, though this should be adjusted directly or via the scroll buttons as 
required before you add the selected stock item to the sale. 

 
Notes 

·  A single stock item can appear on more than one line, with each line displaying 
its own sale price, quantity and value settings.  

·  Both the sale price and quantity values can be altered directly within the 
scrollable grid by simply clicking on the required cell and adjusting the value 
directly. When a cells value is changed, the value of the line item is 
automatically updated, as are the total sales figures. 

·  If the sale price is changed, then you will be prompted to enter a comment to 
indicate why the usual catalogue price was altered (i.e. old stock, faded cover, 
etc) for that particular item. 
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·  If a periodical item was selected, you must select the pertinent cover date from 
the drop down list box before it can be added to the sale. 

·  If a sales line has any information or comment associated with it, this will be 
shown in a tooltip whenever the relevant row has been selected – achieved by 
simply clicking on any cell in the required row. 

·  If you wish to delete a row that was added in error, click on the rubbish bin 
button  on the relevant row and confirm the deletion request message box 
that pops up. Should you click this button by mistake, a negative response to 
the confirmation prompt will leave the sales line untouched. 

·  Use the search criteria options at the top of the screen to assist in your 
identification and selection of the desired stock item needing to be sold. 

 
8.1.3 Sales Payments 

 
Whenever you are viewing the details of a sale, you may also make a payment (part or 

in full) against that sale by clicking on the payments button  in the Sales header 
panel at the foot of the screen. The following screen is then displayed, and appropriate 
payments against the sale can be recorded. 
 

 
  
Notes 

·  Sales are displayed in red if there is a balance outstanding for that sale, and 
sales in blue indicate they have been paid in full. 

·  If there have been several payments made against a sale, each of those 
payments will be individually displayed in the payment history list at the foot of 
the screen. 

·  If a customer wishes to pay for their items by cash and cheque, then two 
separate payments should be entered (one for the cash amount and one for the 
cheque) against the sale to ensure the cash till balances for these separate 
forms of payment are accurately maintained. 
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8.1.4 Sales Status Settings 
The following sales status settings are automatically set by the application, and can be 
used to help identify a particular sale based on payments made or stock sold. 
 
Awaiting Despatch A newly created Sale, where no items for that sale have been 

despatched to or collected by the customer (regardless of 
whether or not any payment, in part or in full, has been made). 

New A sale which has no line items (i.e. all previous stock items 
associated with this particular sale have been deleted) 

Partially Delivered Some items, but not all, have been despatched (again, 
regardless of any payments having been made against this sale) 

Awaiting Payment All items have been despatched, and payment (either in part or 
in full) is outstanding 

Completed All items have been despatched and full payment made (and 
sale date is within the previous 3 months) 

Finalised All items have been despatched and full payment made (and 
sale date is between 3 to 6 months in age) 

Archived All items have been despatched and full payment made (and 
sale date is over 6 months in age). Note that any sale that has 
been �archived� (and this includes all its associated line items) 
cannot be modified in any way. 
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8.2 New Sales 
Each time you wish to record a new sale, click on the Enter New Sale Items button. 
This will display a single screen showing two panels. The top (larger) panel is where 
you add new stock items to the sale, and the bottom (smaller) panel holds data 
specific to the whole sale itself. 
 

 
Notes 

·  Items frequently sold are set in the stock maintenance screen (Administrator 
process) 

·  Cover dates are ignored in this example as they are only applicable to 
periodical items 

·  The stock items listed can be refined by the judicious use of the search and 
selection options displayed above this list. 
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8.3 Update Provisional Orders 
Sales-room staff can add any item they feel that is needed by the Reading Room to a 
provisional order, so ensuring, for example, that sudden requests for unavailable items 
can be properly recorded and processed. These provisionally requested items do not 
automatically get ordered - they will be reviewed and verified manually first, and the 
order placed or not according to cost and need.  
 
Clicking on the Provisional Orders button therefore provides a full screen that enables 
you to view all the current periodical and non-periodical stock requests (each being 
grouped in their own ‘order’), and enables you to add further items as needed. 
 

 
Notes 

·  Once added, the quantity of the provisionally ordered item cannot be altered, 
nor can an item be deleted. 

·  As orders can be either periodical or non-periodical based, clicking on the 
relevant order item will cause the type of order to which it is associated to be 
displayed. 

·  Provisional order items show the originator of the request, quantity requested 
and associated comments should further clarification be required. 

·  If a provisional order does not exist when you select this option, you will be 
prompted to create it. 
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8.4 Maintain existing Sales 
To view the details of a sale it is first necessary to be able to easily identify it, and then 
select it for review and adjustment as required. When you select this option, therefore, 
the following sales selection screen is displayed. 
 

 
When you select (click on) a sale, all its �header� details are displayed in the small 
panel at the foot of the screen. Once you have selected the required sale, using the 

available selection options as needed, click on the   button to 
proceed to the Sale Details screen to view/adjust a sales content. 
 
Notes 

·  The Sale Selection radio buttons enable you to refine the ways of searching for 
a specific sale. If you selected the Stock Description button, for example (see 
the above sample screen), you would then enter the required description (or 
part thereof) in the search box, click the �Find matching Sales� button, then 
select from the displayed list the sale which has this item on it. 

·  Cover Date searches will match �10 June�, �July�, �11� partially dated text. 
 

8.4.1 Sales Details Maintenance 
The following functionality is provided on the sales item details screen (which is the 
same layout as the new sales screen) 

·  Clicking the calendar button  will cause a popup calendar to be displayed, 
from which a new sale date can be selected.  

·  Comments may be entered against both the sale and individually against each 
line on the sale. As standard comments might be required against a range of 
sales, it is possible to create a pre-set list of these comments to simplify entry. 
These pre-set comments can be accessed via the List button  to the right of 
the comment prompt. Note that only a user with Administrator rights can add to 
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this list, which is achieved by clicking the button and selecting the maintenance 
option displayed at the top of the popup menu. Clicking this will cause a 
maintenance screen to appear with all previously entered comments displayed 
and available to adjust as required. 

 

 
 

·  To view/print a customer receipt for the current sale, click the  button. 
·  Individual item prices and quantities can be modified in situ, and all related 

totals will be adjusted automatically to reflect the changes or additions made. 
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8.5 Log Stock Arrivals 
Receiving and processing ordered stock is a regular event, where the delivery must be 
recorded and its contents checked against the original order. It is therefore essential for 
Reading Room sales staff to be able to easily identify the specific order(s) associated 
with any item(s) received as well as verify the accuracy of the quantities involved. The 
screen that is displayed, therefore, shows all (and only) those orders that have one or 
more undelivered items associated with them. Selecting one of these orders will cause 
all its order lines to be displayed below the orders list, and will allow you to check the 
stock in by ticking the relevant box  in the �Received into Stock� column. 
 

 
Notes 

·  There is a range of search options available to assist you in identifying the 
required order. 

·  If the received quantity doesn�t match that on the placed order, then how it is 
handled will depend upon whether the quantity is under or over the required 
figure. If under, then you can split the order line into two separate lines by 
clicking on the axe icon  on the required row of the grid – the popup splitter 
screen allows you to choose the required �split� quantities. 

·  You cannot split items where only one ordered quantity exists. If the order line 
quantity to be split is 2, it can only be done as two lines of one item – the split 
process is therefore done automatically (after a confirmation prompt) without 
calling this splitter screen. 
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8.6 Cash Till Processing 
All sales-room processing involving financial transactions can be recorded and 
reported on, regardless of whether that transaction is linked to a specific sale, a 
donation, a payment for use of the photocopier/telephone, a monetary float or a bank 
deposit of the weekly takings. The amounts and associated details (type, payee, who 
conducted the transaction, comments, etc) are all recorded and available via a range 
of reports. Cash Till processing also enables you to identify church purchases of 
periodicals as well as provide a running summary of the current till balance (non-
banked) amount split. The screen that is displayed (see below) also includes a detailed 
daily transaction record which can be historically browsed and printed as required.  
 

 
Notes 

·  Cash Till (non-zero) payments can only be made on the current date (PC 
system date). If you browse to an earlier date, all entry and processing options 
are locked to allow you to view and print the relevant details. 

·  Historical list entries are displayed in the order of creation, the most recent 
appearing at the top of the list. 

·  A range of preset comments are selectable for petty cash and receipt amounts.  
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8.7 Payments or Returns  
To make a payment or return against a sale it is first necessary to identify the sale and 
then select it for the financial processing required. When you select this option, 
therefore, the standard sales selection screen is displayed with two additional panel 
selection options, as shown below; 
 

 
 

Notes 
·  When the Payments and Donations option is selected, only those sales with an 

outstanding balance are displayed 
·  When the Refunds and Returns option is selected, only those sales which have 

had one or more payments made against them are displayed. 
 

 
Notes 

·  Clicking on the payment/refund button  will display a payment or refund 
screen dependent upon the panel selection option chosen. 

·  When you have selected the required sale, you can, if required, view the stock 

items associated with that sale by clicking the  button. 
·  When processing Payments and Donations, no details of any of the sale items 

can be modified and their values are locked to updates (shown in orange). 
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8.7.1 Refunds 
 

 
 
Notes 

·  You may also selectively return line items to stock from the sale details page. 
 

8.7.2 Payment 
 

 
 
Notes 

·  Historical amounts and their method of payment for the selected sale are 
shown to ensure any repayment is made like for like. 
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8.8 Miscellaneous Receipts 
Certain monies received in the Reading Rooms day-to-day activities may not directly 
relate to stock sales, though the amounts involved will need to be recorded in the 
accounts (and also appear in the running cash till balances). On installation of the 
application, four classes of receipts have been defined (payments for copying/printing, 
donations, stamp purchases and use of telephone), and additional ones can be easily 
added by the librarian/administrator as and when required. The following receipts 
screen is therefore displayed when this option is selected, and the class of receipt 
would be selected from the drop down comment list. 
 

 
 
Notes 

·  Donations might arise from a �keep the change� comment by a customer (with 
an amount potentially as low as one penny) to a grateful visitor giving a formal 
donation. 

·  Copying/printing might be a standard charge for computer printouts to using the 
church photocopier if it has one. 

·  Telephone could be a normal call or payment for use of an internet connection 
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9 Printing / Reports 
All printing is done via the print icon  (toolbar or individual buttons), and the options 
that are provided are dependent upon the page or location that is currently being 
displayed. After the required option has been selected, the report details are extracted, 
formatted and then displayed in print preview mode. Previewing a report beforehand 
gives you the added flexibility of checking both the content as well as determining the 
number of pages required for printing.  
 

 
 
Notes 

·  The print preview screen can be manually resized to better view the report 
detail. 

·  You can selectively print a range of pages whilst in preview mode. 
·  You can zoom in or out to better see the detail, as well as browse between the 

report pages 

·  You can jump to the printer setup page (via the  button) to adjust the paper 
sizes and its margins. 
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10 Modes of Operation 
 
There are three operational modes of this Stock Control program 

10.1 View Only Mode 
View only mode occurs when the initial ninety day trial period has elapsed and the 
application has not been registered (see below). This mode enables you to review 
some of the program�s features, though with the following restrictions.  
 
a) Changes/Updates that are made to any data item are not actually saved to the 

database 
b) All printing options (but not print preview) are disabled 
c) Exporting report data to Excel is disabled 
 
Note 

If not required, the application may be easily removed from your computer via the 
�Add/Remove Programs� option on the system Control Panel (accessed from the 
Start/Settings menu option). 

10.2 Trial Period Mode 
Trial mode is the installation default, and may be freely distributed in CD or diskette 
format or downloaded from the www.cs4u.biz website. This option enables you to run 
an unrestricted version of the program for a (free) 90 day trial period. At the end of the 
trial period the program will revert to View Only mode unless registered beforehand. 

10.3 Registered Mode 
If you wish to purchase the rights to use the program without time or functional 
restrictions, you will need to pay a registration fee  - detailed in the Questionnaire 
section of the help file. Please print out and complete this questionnaire (or copy and 
paste the details into an email) and forward to the address given below along with your 
cheque for the registration amount (plus VAT if located in the EEC) which must be in 
UK pounds sterling. Payment is also accepted online through a secure PayPal 
payments system. On receipt of payment, a Registration serial number will be 
forwarded to you which will enable you to unlock the application and allow complete 
and unrestricted access to all of its features. Registration covers the following; 
 
a) Guaranteed maintenance and support for one year. Functional enhancements and 

�bug� fixes will be freely distributed via email on a request basis for the first year, 
with a nominal annual charge thereafter should further active support be needed 
(on an individual basis). If email distribution isn�t an option (due to lack of facilities 
or a slow modem rate), updates can be supplied via CD or diskette for a nominal 
charge to cover post and packaging. 

b) The level of support provided assumes that the user is familiar with Windows 95 or 
higher (or has access to a fellow church member with this knowledge), and that 
queries will be specific to the programs functionality (and not general Windows, 
Printing or Excel queries). 

c) A fully supportive and context sensitive help file as well as this training guide will be 
the main source of documentation, and its contents will be updated with feedback 
as required/suggested by Reading Room Librarians. 

d) Frequently Asked Questions (FAQ�s), wish lists, known problems (if any), etc will 
be disseminated via the www.cs4u.biz website.  
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11 Treeview Navigation 
 
A tree structure is used to view all the catalogue items in a hierarchical manner. This 
tree consists of cascading branches or �nodes�, each of which is used to refine the 
level of detail as the indentation increases. The lowest level (or leaf) of this structure 
represents a single stock item, and each of its associated parent items must be 
expanded to see and access it. Clicking on a  button will expand a node, whilst 
clicking the  button of an expanded node will collapse it. The following screen portion 
illustrates the tree structure used to access and maintain stock items. 
 

 
 
Note 

·  The currently selected node is highlighted for ease of identification 
 

12 Integrated Help 
 
The help subsystem has been extensively reviewed, and now provides direct 
interaction with the application via the title bar �Whats This Help� option. By clicking on 
the little help button  in the top right title bar, then positioning the resulting cursor  
over the required control, you will get a related popup �help� description of that control. 
This popup help will provide details on all controls (buttons, grids, drop down lists, text 
boxes, radio buttons etc) throughout the entire application, and is aimed to help you 
gain a better understanding of the functionality available to you. 
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13 Tip of the Day 
 
A useful tip about this application and/or its functionality can be displayed at the 
commencement of the program for the benefit of the user, who can cycle through these 
tips if they feel so inclined. If desired, the list of tips may be easily added to or adjusted, 
thus providing a degree of customisation and personalisation.  
 

 
 
 
Notes 

·  If the tip of the day has been inactivated by another user, it can be reactivated 
via the Help menu on the launcher screen, as shown below. 

 

 
 

·  The text for the currently displayed tip of the day is stored in a text file called 
tipofday.txt, located in the application folder with the database and program 
executables. To add your own tips, load this file into Notepad and append your 
required tip - note that each tip must reside on its own line to be displayed in 
this tip window. 

·  If you want these tips to be displayed when you start up the application, check 
the ‘Show Tips’ box before clicking the OK button and exiting this Tip window. 

·  To view the next tip, click this button and it will be displayed in the tip window. 
Note that once all stored tips have been displayed they will automatically be 
recycled. 


