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Introduction 

Overview 

 

The Manage Supply Codes module was designed for the purpose of creating supply codes and generating 
purchase orders by department in cases where materials that are not tracked through the PrintStream Inventory 
modules may be ordered on a repetitive basis by one or more departments. 

Manage Supply Codes allows the creation of new codes for materials that are not tracked through the 
PrintStream Inventory modules as well as the editing of existing codes. It is also possible to flag a supply code as 
Active or Inactive or to delete a code, provided there is not an open purchase order for the item.  

It features a Supply Order List that displays an Order Quantity based on open purchase orders by department. 
The printed list is distributed to each department. Additional columns on the list, On Hand Quantity, and Order 
Quantity are filled out manually by each department and the list is returned to Purchasing for use in the creation 
of PO’s. 

There are options to print the list of supply codes by individual department or for all departments, to view 
purchase orders created within the module and in other Purchasing modules, and to search for existing purchase 
orders. Purchase orders can be viewed, edited, previewed, and printed from within the module. The Search PO 
screen displays the status of a purchase order as “no receipt”, “partial receipt”, or “final receipt” as well as the 
due date on the PO number and description of supply code and also AP invoice status. 

Contact Information 

EFI Support 

US Phone: 855.334.4457 (first select option 3, then press option 8, then press option 1) 

US Fax: 415.233.4157 

US E-mail: printstream.support@efi.com  

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday – Friday. Outside of these hours, 
you may leave a voice mail message and an on-call support representative will be paged. Response time is 
based on the severity of the issue. 

Note For problems involving infrastructure (i.e., computers, networks, operating systems, backup software, 
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of 
issues. 

EFI Professional Services 

US Phone: 651.365.5321 

US Fax: 651.365.5334 

E-Mail: ProfessionalServicesOperations@efi.com 

EFI Professional Services can help you perform EFI software installations, upgrades, and updates. This group 
can also help you implement, customize, and optimize your EFI software plus offer a range of training options. 
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Add New Supply Code 

 

1. Enter a Code (20 character maximum). 

2. Enter a Description (25 character maximum). 

3. Enter a UOM (Unit of Measure-alpha-numeric 25 character maximum). 

4. Select a Default Department. Departments are set up in Master Files Reports under Production 
Departments. 

5. Select a Default Vendor (populates from Master Files Vendor). 

6. Enter a Price per UOM. 

7. Tag one or more Departments that may order this item. Then select a Dissection Code and click Save. 

8. To select additional vendors, select a different Vendor and enter the Price and UOM. Then click Add 
to Grid. 

 Creating one supply code with multiple vendors attached allows the PO creator to switch vendors on 
any supply code that has multiple attached vendors. 
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Search for Supply Codes 
1. To view all supply codes, leave the options blank and select Search. 

2. To search by options, select one or more of the available options (i.e., Supply Code, Description, 
Department, Vendor, and Dissection Code). The options displayed are available as view only Active 
supply codes. 
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Edit Supply Codes 
1. Highlight the Supply Code and click Edit Supply Code. 

 

2. Enter changes and click Save. 

 

3. There are additional options to edit Code, Description, UOM, Default Dep’t, add new Vendor, 
select/deselect departments (the same options that are available when adding new code). 
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Print Lists 
Selection Options: 

 Select All Departments 

 Unselect All Departments 

 Select 1 or more Departments Report Options 

Report Options: 

 Preview to Screen 

 Print 

 Export 
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Supply Order Sheet 
Supply Order Sheets can be printed and distributed to each department. 

 

Supply Order Sheets show: 

 Supply Code 

 Item Desc 

 UOM 

 On Order Quantity* 

 PO No 

 Due Dt 

 On Hand Qty** 

 Order Quantity*** 

*On Order Quantity - will display the quantity not yet received on an open PO 

**On Hand Qty - is used to write in the amount currently on hand in the department 

***Order Qty - is used to write in the amount the department is requesting to be added to a PO 

Completed sheets are returned to Purchasing for use in creating purchase orders. 
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Order Supply Codes 
The opening screen defaults to show all items in all departments. 

1. Select the check box next to the department in order to close the list for departments that are not 
ordering supplies. 
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2. Select the item and enter the Order Quantity and Due Date. Use the default vendor or use the option 
to select other vendors. 

 

3. After entering Quantities and Dates for all items, click Create PO and then OK. 
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4. The Purchase Orders created in the current session display when Created PO's is selected. 

 

5. Double-click the PO number to view the line item. 
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6. Select the option to Preview or Print the Purchase Order. 

 

 PO Approval - If activated, the system allows the creation of PO, but no ability to Print/Preview PO. 

 

 Receive PO - Normal method. Relieves B/O quantity in Order Supply Codes screen for item. 
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Search PO 
The Search PO screen provides search capability for purchase orders. 

1. Enter the appropriate filters and click Search. 
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2. Choose the PO from the display list and click Select to view the PO. 

 

3. Click Create New to create a new PO. 

 


