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Booking In Stock- Individual Frames
 
Click “Stock”, the click ”Manage Stock”

Click “Manual Stock Adjustment”

STOCK 
HANDLING GUIDE

Click “Advanced Search”

In the Search Criteria section, enter the details of the frame 
you are searching for and then press search. You do not 
have to fill in each box, but the more detail you enter here 
the more precise your search will be.



Double click on the frame you are looking for.

Double click on the highlighted frame.

Select the frame you wish to book in and then click in 
“Book In”

Select the number of frames you wish to enter and then 
click OK

Double click on the highlighted frame.

Click the “Print Label” button.



Click the “Print” button.

The barcode label will now print out. Attach this to the frame 
and your frame is now booked in.

Booking In Stock – Bulk Frames

Click “Stock”, then “Manage Stock”

Click on “Create Stock Order”

Enter as much detail as possible about your frame, including 
the pricing structure you use in Product Name. Always 
remember to also tick “Contains”. Then click “Search”.

Any frames found will appear in the large right-hand pane. 
Select the frame you wish to add to your stock and in 
the bottom corner, where indicated, select the number of 
frames and then click “Add”.

This will then appear in this list in the bottom part of the 
screen.



If you have made any errors, you can change the number 
of frames or delete the frame. Right-click the frame and 
choose “Delete Line” or “Edit Line”, depending on what you 
wish to do.

Go back to the Search Criteria, enter the number of your 
next frame and Click “Search”

Select your frame and click Add

The frame is added to the list at the bottom

Repeat this process until you have listed all the frames you 
wish to book in. Please be aware that you can add frames 
from different brands, but they must all be from the same 
supplier. When you have finished selecting frames 
click “Send”.

A Stock Order print screen will pop up. Click OK.

A Print dialogue box will appear. Click Print. This will print 
out a copy of the stock order for your records.



The frame is added to the list at the bottomA pop up box will 
show you the frames have been “Sent”. Click OK.

Select “Stock Orders” and click “Sent”.

On the “Sent” screen, double click the order you have just 
sent across.

The stock order box opens. In the Print Qty column enter 
the amount of barcodes you want to print out for each entry. 
Then click the Print button. Your barcode labels will then 
print out.

Click on the top entry and drag down to highlight all the 
frames. The click “Book In.”

Another pop-up box will appear. In this box you can enter 
your delivery note or invoice number. Then click OK.



The “Received” column changes to reflect how many 
frames you have booked in.

Go to “Stock Orders” and click on the “Completed” tab.

At the top of the list you can see the entry for the frames you 
have just booked in.

Booking Frames Out of Stock

Click “Stock”, the click “Manage Stock”

Click “Manual Stock Adjustment”

Click “Advanced Search”



In the Search Criteria section, enter the details of the frame 
you are searching for and then press search. You do not 
have to fill in each box, but the more detail you enter here 
the more precise your search will be.

Double click on the frame you are looking for.

Double click on the highlighted frame.

Select the frame you wish to book out and click the “Book 
Out” button.

Enter the number of frames you are booking out and the 
reason for booking the frame(s) out. Then click OK and OK 
again to complete the process.



Transferring Frames To Another Practice

Click “Stock”, then click ”Manage Stock”

Click “Manual Stock Adjustment”

Click “Advanced Search”

In the Search Criteria section, enter the details of the frame 
you are searching for and then press search. You do not 
have to fill in each box, but the more detail you enter here 
the more precise your search will be.

Double click on the frame you are looking for.

Double click on the highlighted frame.



Select the frame you wish to transfer, then click the “Branch 
Transfer” button.

Select the practice you are transferring the frame to, how 
many pieces and write in any required notes. Then click OK 
and OK again to finish.

It is important to remember here that although this books 
the frame out of your stock automatically, it does not book 
it in to the recipient practices stock. This would still need to 
be done manually by that practice.


