


ABOUT STENTORIAN 
TECHNOLOGIES

Stentorian Technologies has been 
working with U.S. based manufacturers 
since 2014, developing solutions for 
today and tomorrow’s production 
issues.  Stentorian Technologies has 
years of manufacturing experience and 
knows first-hand the issues that 
production and shop floor managers 
face each day, including time 
management, resource allocation, 
supply chain needs and compliance.

EXPERIENCE

Not only does Stentorian Technologies have experience in manufacturing, we also 
have experience in software creation.  Our development team has experience from 
software companies such as Microsoft and Franklin Covey, where they developed and 
designed software navigation and tools for everyday consumers.

OUR MISSION
Stentorian Technologies builds software 

tools and services to help companies 
communicate effectively and efficiently 
throughout their manufacturing workflows.  Our 
tools provide workers in all phases of product 
manufacturing with easy access to live, up-to-
date product, process, and other business data 
relevant to their manufacturing functions.  

• Shop Floor and Workflow Manager
• Purchasing and Vendor Management
• Inventory Manager
• Part Catalog Manager
• Cloud-Based Software
• Manufacturing Process Consulting
• Customer Service and Account Manager



Stentorian Technologies has a large range of 
capabilities for many different varieties of customers.  

More information can be found at: 

www.stentoriantech.com

Stentorian Technologies has many technicians and 
account managers ready to help with any questions 
you may have regarding the Stentorian Software.  

You can reach stentorian at: 

888-783-4611

Downloadable an Electronic Copy of 2022 Owners 
Manual for your desktops and mobile devices.

© 2022 by
Stentorian Technologies LLC

Stentorian Wiki is designed to help anyone within 
your organization to use the software efficiently and 

effectively.  The wiki has more detailed trainings, 
examples, walkthroughs, and videos

www.stentorianwiki.com

ADDITIONAL RESOUCES AND HELP

Stentorian Technologies continues to help customers reach goals from maximizing 
profits, gaining control on the shop flow, reducing costs of finished goods, managing 

suppliers for best prices, and many more.

The services that Stentorian Technologies offer are not limited to our software 
solutions but the ongoing support and technical help that ensures success to our 

customers by them learning and applying the large range of capabilities of features 
that the software solutions offers.



FOUNDATIONAL 
SETUP

DATA ENTRY



FOUNDATIONAL SETUP AND DATA ENTRY 

OVERVIEW: 

The original setup for the Stentorian Software is key to increasing the value from different aspects of 
your day-to-day experiences and procedures that your entire organization is involved with.  Not only 
having correct and complete data imported into Stentorian, correct practices and procedures will also 
set a streamlined system course.  Setting up the rules and unique company procedures are done within 
the administration (admin) page.  Putting imported data is done through each of the modules. 

The admin page is broken into different sections: 

 Resources 
 Personalization 
 Policies 
 Deletion 

These sections, once completed, will define the rules and regulations that your functioning modules will 
obtain to.  Setting this information is commonly referred as “Foundation” with Stentorian.  As a feature, 
Stentorian Foundation is agile and easily adjusted and changed when necessary corrections and course 
directions are needed.  However, having this set earlier in the implementation process will bring great 
value from each of the modules. 

 RESOURCES: 

Each software only functions if an Administrator has been assigned to the software.  This allows full 
accountability to assigned employee of the company to have full access to each of the modules and 
features.  Even though, usually, the administrator does not perform tasks and activities in each of the 
modules, the accountability of setup rests upon the administrator. 

The creation of users with each assigned privilege is also done within the Resources section.  All users of 
the software will need to be created with its own login information including login email and password 
done through Azure Active Directory.  If the company does not have Active Directory, Stentorian 
Technologies can provide Login information from Stentorian’s Active Directory Account. 

The privileges set for each of the users grant permissions for the use and access to certain modules and 
features within those modules.  For example, one may only have permission set for Inventory.  This will 
only allow the user to have access to the inventory module and even selected features within that 
module.  Users can have multiple permission granted to their account, so they have access to multiple 
modules and features. 

Each user will also be assigned to one or more station.  Stations are defined as an area within the 
company.  For example, a workstation in the shop like welding or table saw.  It also refers to areas such 
as invoicing, finance, janitorial, administration, sales, etc.  Each of the stations are created with an 
hourly overhead cost that should cover the hourly expense of the employee, workstations, or area 
overhead costs, etc.  These costs will reflect in the workflow or procedure report when that user is 
assigned a task. 



Not only users are created and placed within workflows, but also the use of resources and equipment.  
These resources and equipment, such as saws, vehicles, forklifts, etc. will also be assigned a cost that 
will reflect in a job cost summary report or workflow summary. 

Because companies have different large management sectors that may have many managers and leads 
in each chain, Zones are created so each sector has its own management oversight and task 
management.  A Zone example maybe office, installation, inventory, procurement, etc.  The difference 
between Zone and Station is that Zones may have including many stations within the Zone and Zone do 
not have a dollar associated with creation.  Zones is a way to keep stations and users as well as reporting 
isolated just to those that are within the assign Zone. 

 PERSONALIZATION: 

Each company has unique and customized methods that are necessary for their business to operate.  
Because of these important and unique methods, Stentorian has created different customizable and 
personalized custom fields for many of the modules.  Instead of having anyone have access to creating 
the customized fields, the administrator creates these within the rules of and procedures of the 
company.  Some of these fields in the modules have predefine rules as a text field, others have different 
properties with different characteristics that can be set and modified by the administrator. 

Through many of the modules, there is access to a cloud collateral database for placing documents 
pertaining to the data set in each module.  For example, a product may have different documentation 
including drawings, MSDS reports, specification, etc. that would be found in the Parts Catalog Module, 
while you may be Quality Control and Step by Step guides placed in workflows in the management 
module.  The rules and storage capabilities are set in the personalization are of the admin page.  Each 
company is set with a limited amount of storage that will be monitored by the company’s administrator. 

 POLICIES: 

Setting the company up first with the right rules and procedures will quickly bring value out from each 
module.  Within the Policies section of the admin, creating rules range from setting rules for labeling 
custom fields, setting rules for modules and allowing special features, and setting course definitions that 
will be used through the system. 

For example of a course definition, to keep your company consistent with language the admin page sets 
what defines types of categories, units, workorder and sales order numbers, billing and shipping terms, 
etc.  This allowing the company to stay consistent in the language used throughout each zone and 
station.  Even depending on who the author of the data was. 

 DELETION: 

Not very used often, but if necessary to delete mass data from different modules, only the Administrator 
has the ability to perform such a task.  There is a prompt verifying the action, but once confirmed, this 
cannot be undone. 



VALUE: 

By setting the Foundation upfront creates 
great value opportunities that can be 
captured early on as companies start using 
the software for all day-to-day operations.  
Some of these values are tangible with large 
returns from cashflow, production time, 
waste reduction, etc.  Here are some of the 
values found with setting the admin 
Foundation early and with correct 
information. 

 ACCOUNTABILITY: 

With having permissions for each user to 
only have access to modules and features that only affect their job descriptions, will give more clarity, 
and focus on succeeding in their job.  This accountability will eliminate human mistakes that cost time 
and money to correct.  Setting up each user under stations and zones will give visibility to the managers 
for them to make on demand decisions that will benefit the production or procedure preventing an 
after-action review of money and time already being spent.  Also, giving accountability for the use or not 
using the right resources when necessary for the job.  In many circumstances, companies only make 
money when resources are being used.  Setting up the data for each of the resources will give more 
visibility on the use and downtime for each vital piece of equipment. 

 SYSTEMIZED CREATION: 

Setting up rules and polices for company procedures as well as setting up the correct definitions for 
products and procedures will allow a company to become systemized.  Being systemized will allow 
procedures to become uniformed and similar.  By doing this, broken elements of procedures and 
bottlenecks of tasks will become apparent and easily found.  By fixing these broken elements and 
bottlenecks, the correct procedure can be in placed which will eliminate non-conformant issues, lost 
cost, missed opportunities, and wasted down-time.  This will also allow proper quality control to be 
placed in areas needed for review and oversight. 

 BOTTOMLINE DOLLARS: 

With the ability to assign costs to stations and resources, now we can capture costs that each time a 
user from a station or a resource is allocated to a job or activity.  By doing this, the analytic data now 
captures true costs associated with the activity which will assign the parent of the activity the costs.  
This will allocate the parent of the activities the ownership of the cost instead of placing these costs in 
company overhead.  With having these true costs, this will define margins placed between the price and 
the cost and will show the company closer to exact cost for each part, product, service, or activity.  
Resulting in the opportunity to forecast inventory needs, sales pricing and demand, and overall profit. 

 

 



IMPLEMENTATION 

- Setting and Removing Company 
Logo and Address 

o When you set your logo and 
address in the Administration module, 
they will automatically be added to all 
printable documents, including 
quotes, invoices, purchase orders, and 
sales orders. 

o To add your logo, go to the top 
of the Administration module, click 
“Set Company Logo”, browse to your 
logo on your computer, select it, and 
click “Open”. 

o If you need to remove your 
logo, click “Remove Company Logo”. 

o Note: To add your company 
address, it must first be entered into 
the Address module. 

o Under “Company Address”, click “Select”. This opens the Addresses window. Highlight 
your company address and click “OK”. To remove or change the address, click the red 
“x” and choose a new address. 

- Licenses 

o Click the “+” next to “Licenses” to expand the section. Here you will see the licenses that 
have been allocated to your company and how many you have used. If you need 
additional licenses because of growth or any other reason, contact your Account 
Manager. There is no additional cost for this service. 

- Users 

o In this context, a user is someone who has login credentials for the Stentorian System. 
Login credentials are handled by Microsoft Azure. If your company does not have 
Microsoft Azure, your users' login credentials will be provided by your Set Up Specialist 
or Account Manager. 

o You can add new users by clicking on the “+” next to “Users” to expand the section. Click 
on “New” and a window will appear where you can add the new user's name and login 
email. 

o While still in the same window, click “Add” to assign the user a license. Follow the same 
process if you want to give the user additional licenses. If you have already set up 



Stations, under the “Stations” heading, checkmark those stations that the user has 
responsibility for. When finished, click “Close”. 

 

o To edit an existing user's entry, highlight the name and click “Edit” or simply double click 
on the user's name and the “Modify User” window will open. Make needed changes and 
click “Save”. 

o To delete a user, highlight the name and click “Delete”. You will get a confirmation, “Are 
you sure you want to delete the user?”. If so, click yes. 

- Stations 

o A Station is an area, task, step, or activity in the process 
of completing a workflow. 

o Add a Station by clicking on the “+” next to “Stations” to 
expand the section. Click on “New” to add the new 
Stations. In the window that appears, type in the Station 
Name. At this point you can also enter an hourly rate for 
the station. If you have added users, you can then check 
mark the users that have a responsibility for that 
Station. Click OK to save and close. 

o To edit an existing Station, highlight the name and click 
“Edit” or simply double click on the Station name, make 
the necessary changes, then click “OK”. 

o To delete a Station, highlight the name and click 
“Delete”. You will get a confirmation asking, “Are you 
sure you want to delete the station?”. If so, click yes. 

o Note: An Activity will not be visible in the user's queue in the Activities module unless 
the associated Station is check marked for the user. A user will only see activities 
associated with Stations they are assigned to. 

- Zones 

o Zones are a way of dividing multiple managers' responsibilities. When Zones are defined 
and a manager or managers are assigned to the zones, the manager will only see those 
workflows that are assigned to their Zone(s). 

o To create a Zone, click on the “+” next to “Zones” to expand the section. Click on 
“New” and the “Create Zone” window will open. Enter the name of the Zone and check 
mark the manager or managers with responsibility for that Zone. Click “OK”. 

o To edit a Zone, highlight the name and click “Edit” or double click the Zone name, make 
needed changes, then click “OK”. 



o To delete a Zone, highlight the name and click delete. You will get a confirmation asking 
“Are you sure you want to delete the Zone?”. If so, click “Yes”. IMPORTANT: Do not 
delete a Zone that has active workflows or to which workflow templates are assigned or 
they will become inaccessible. 

o Note: In order for an Administrator to be able to see all Zones, they must be a member 
of all Zones. 

- Resources 

o Resources differ from Stations in that they are not associated with a user. Ovens and 
storage space for customers are examples of resources with a cost you might want to 
track. 

o To create a Resource, click on the “+” next to “Resources” to expand the section. Click 
on “New” and the “Create Resource” window will open. Enter the name of the 
Resource. Add a description if wanted. You also have an option to assign an hourly rate 
to the Resource. When finished, click “OK”. 

o To edit a Resource, highlight the name and click “Edit” or double click the Resource 
name, make needed changes, and click “OK”. 

o To delete a Resource, highlight the name and click delete. You will get a confirmation 
asking “Are you sure you want to delete the Resource?”. If so, click “Yes”. 

- Custom Properties 

o Custom Properties are available for workflows in the Management module and for parts 
in the Parts module and may be used to record and track any information a company 
needs. You may have as many custom properties as you want. 

o Note: Custom properties are not filterable or searchable. 

o Add a Custom Property by clicking on the “+” next to “Custom Properties” to expand the 
section. Click on “New” to add the new property, choose “Workflows” or “Parts from 
the pulldown on the left, then use the next pulldown to the right to choose the type of 
property. Property types are: 

 Text: The entry can be any text. 

 Choices: If you click “Choices” you will have the option to create a pulldown list 
of options by typing in the text box and clicking “Add”. You can add as many 
choices as you need. You can put your list in order using the “Move Up/Move 
Down” buttons. You can delete the choice from the list by highlighting it and 
clicking “Remove”. 

 Toggle: Creates a field that can be checked or left unchecked. 

 Integer: The entry can be any whole number. The “Integer” property gives you 
the option to set a range that in which the entry must fit (i.e. 1-100). 



 Real Number: The entry can be any number, including multiple decimal places. 
The “Real Number” property gives you the option to set a range in which the 
entry must fit (i.e. 1-100). 

 Date: The field pulls up a calendar from which a date may be selected. 

o On the right, you can enter the property name. 

o When you have finished configuring your property, click “Save” to save the property. 
You can edit your property by changing an option and then clicking “Save”. You can 
delete a property by highlighting it and clicking “Delete”. You can organize your 
properties using the up and down arrows. 

o When you have saved your property, you will see them in the Management or Parts 
module as you chose. 

- Collateral 

o In Collateral, you can view and manage the documents and other files that have been 
uploaded from the various modules. 

o Click on the ”+“ next to “Collateral”. Here you will be able to see the total amount of 
collateral you are using throughout the program by “Collateral size” and your current 
“Collateral limit”. 

o To see what specific collateral you are 
storing in the cloud and what it is 
associated with, click the “Manage” 
button. This pulls up a summary of all 
collateral including name, type of file, 
size, when and by whom it was uploaded. 
To see any of these files, double-click on 
the entry. To delete a file, highlight it and 
click “Delete”. To download a file to your 
computer, highlight it and click “Save As”. 

o If you are looking for a specific file or 
class of file, you can use the type-down 
or create a filter. To learn how to use 
Stentorian's filter functions, please refer 
to Filters in the “Other Features” section. 

o When you are finished, you can close 
the window by clicking the “Close” button. 

o Note: In order to view any files through the Documents feature, the user's device must 
have the proper application for the file type. 

- Activity Policies 



o Click the ”+“ next to “Activity Policies”. You will see an option to “Confirm completion”. 
If checked, this will require a User to confirm the completion of an Activity through a 
dialog pop up. 

o This policy is available to help minimize a user accidently clicking “Complete” on an 
Activity before it is done, because completing an Activity cannot be undone. 

- Part Policies 

o Part policies apply to policies for the Parts module. 

o Click ”+“ next to “Part Policies” in the Administration module to expand the section. The 
options available in Part Policies are: 

 Auto-increment revision number: When checked, the part revision number will 
be auto-incremented whenever a part parameter is changed. These changes can 
be tracked through Part History. 

 Require category: When checked, new parts will require the category field to be 
filled in before the new part can be saved. 

 Require predefined category: If “Require category” is checked AND 
“Require predefined category” is checked, new parts will require a 
category to be selected from the “Category” pulldown list before the 
new part can be saved. The Category pulldown list is created in “Part 
Categories and Units” section of the Administration module. 

 Require unit: When checked, new parts will require the unit field to be filled in 
before the new part can be saved. 

 Require predefined unit: If “Require unit” is checked AND “Require 
predefined unit” is checked, new parts will require a unit to be selected 
from the “Unit” pulldown list before the new part can be saved. The 
Unit pulldown list is created in “Part Categories and Units” section of 
the Administration module. 

 Auto-generate part numbers: If “Auto-generate part numbers” is checked, new 
parts will be given the next part number in an Administrator-defined pattern. 
The pattern may be defined by following the instructions in the Part Policies 
section. If further help is needed, contact your Account Manager. 

o Note: Changes only apply to new parts and will not affect existing parts. 

- Adding Part Categories and Units 

o Part Categories are useful in managing, finding, and tracking your parts. Part Categories 
are a filterable property, allowing the user to look at classes of parts as needed. 

o Defining part units helps maintain consistency. Units are also important as one of the 
defining parameters of a part. 



o Click the ”+“ next to “Part Categories and Units” to expand the section. 

o Part Categories and Units are defined in the same way. To add a part category or unit to 
the list, click “New”, enter the name in the name field, and click “OK”. To delete a part 
category or unit, highlight the name and click “Delete”. 

- Part Custom Labels 

o There are three-part custom label fields that may be used to capture any needed data. 
Part Custom Labels are searchable and filterable. 

o Click the ”+“ next to “Part Custom Labels” to expand the section. Enter a name for your 
custom label or labels and click the Save icon. To edit a custom label, make any needed 
changes to the name of the label and click the Save icon. 

o Once saved, the labels appear in the part details section of the Parts module. 

- Inventory Custom Labels 

o There are six inventory custom label fields that may be used to capture any needed 
data. Inventory Custom Labels are searchable and filterable. 

o Click the ”+“ next to “Inventory Custom Labels” in the Administration module to expand 
the section. Enter a name for your custom label or labels and click the Save icon. To edit 
a custom label, make any needed changes to the name of the label and click the Save 
icon. 

o Once saved, the labels appear in the inventory details section of the Inventory module. 

- Address Custom Labels 

o There are six address custom label fields that may be used to capture any needed data. 
Address Custom Labels are searchable and filterable. 

o Click the ”+“ next to “Workflow Custom Labels” to expand the section. Enter a name for 
your custom label or labels and click the Save icon. To edit a custom label, make any 
needed changes to the name of the label and click the Save icon. 

o Once saved, the labels appear in the workflow details section of the Management 
module. 

- Sales Order Policies 

o Policies for the Sales Order module to configure the sales order process to best suit the 
company's needs 

o Click the “+” next to “Sales Order Policies” to expand the section. The options available 
in Sales Order Policies are: 

 Require billing terms: When checked, the Billing Terms field will need to be 
filled in before the order can be committed. 



 Require predefined billing terms: If “Require billing terms” is checked 
AND “Require predefined billing terms” is checked, the Billing Terms 
field will need to be filled from the pulldown list before the sales order 
can be committed. The Billing Terms pulldown list is created in 
“Predefined Billing Terms” section of the Administration module. 

 Require shipping terms: When 
checked, the Shipping Terms 
field will need to be filled in 
before the order can be 
committed. 

 Require predefined 
shipping terms: If 
“Require shipping 
terms” is checked AND “Require predefined shipping terms” is checked, 
the Shipping Terms field will need to be filled from the pulldown list 
before the sales order can be committed. The Shipping Terms pulldown 
list is created in “Predefined Shipping Terms” section of the 
Administration module. 

 Auto-generate sales order numbers: If “Auto-generate sales order numbers” is 
checked, new sales orders will be given the next sales order number in an 
Administrator-defined pattern. The pattern may be defined by following the 
instructions in the Sales Order Policies section. If further help is needed, contact 
your Account Manager. 

 Auto-generate invoice numbers: If “Auto-generate invoice numbers” is 
checked, new invoices will be given the next invoice number in an 
Administrator-defined pattern. The pattern may be defined by following the 
instructions in the Sales Order Policies section. If further help is needed, contact 
your Account Manager. 

 Note: Changes only apply to new sales orders and will not affect pre-existing 
sales orders. 

- Predefined Billing Terms 

o The Stentorian System provides a list of common predefined billing terms as well as a 
way to create additional billing terms as needed. 

o Click the ”+“ next to “Predefined Billing Terms” in the Administration module to expand 
the section. 

o In this section, you will see a list of common billing terms on the right, under the 
heading “Suggestions”. Checkmark those options that apply to your company. If you 
wish to add additional billing terms that are not on the list, fill in the “Short Form” and 



“Long Form” fields on the bottom of the section and then click the “Add” button. The 
long form can contain a detailed description of the custom billing terms. 

- Predefined Shipping Terms 

o The Stentorian System provides a list of common predefined shipping terms as well as a 
way to create additional shipping billing terms as needed. 

o Click the ”+“ next to “Predefined Shipping Terms” to expand the section. 

o In this section, you will see a list of common shipping terms on the right, under the 
heading “Suggestions”. Checkmark those options that apply to your company. If you 
wish to add additional shipping terms that are not on the list, fill in the “Short Form” 
and “Long Form” fields on the bottom of the section and then click the “Add” button. 
The long form can contain a detailed description of the custom shipping terms. 

- Deletion 

o The Deletion feature is primarily a set up tool. 
When importing databases - Inventory, Lots, 
Parts, and Addresses - it sometimes takes a 
couple of tries before that data is formatted in a 
way that makes sense for the company. Using this 
feature, you can import your data and see how it 
is presented and then, if you want to make a 
change, you can delete it, make the adjustment in 
the spreadsheet, then re-import it. 

o You want to be careful to make all of these types of changes early, because deletion is 
permanent. As you use the Stentorian System, you will collect data that is not in the 
upload spreadsheet, and you don't want to lose that data. Stentorian recommends that 
you work with your Account Manager before using any of the deletion options. 
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STENTORIAN SYSTEM SOLUTION 

OVERVIEW: 

The structure of the Stentorian System was 
designed and created for ease of use for all 
employees and users.  With large capabilities at 
each user’s finger tips, this software was written 
to be used for minimal keystrokes and data 
entry.  Once the foundation has been created, 
the software now is functional with live data 
running in Real-Time. 

The Equipment Manager and Address Book will 
be used in reference for this segment of the 
owner’s manual. 

 STRUCTURE: 

The software was written to have both modules 
and features.  Modules are designed to be an 
individual control screen that will run sections 
and sectors of your company’s data, process, 
and collateral.  For example, the Equipment Module will house all the listed Equipment that the 
company manages.  Within these modules, you will have access to see the information necessary 
pertaining to each of its items.  Back to the example used with the Equipment Management, you will see 
all information that pertains to each individual equipment such as contact information, warranty 
information, maintenance plan, maintenance schedules and much more. 

In each of these modules, there are actionable features that enhance the performance for each of the 
users.  Some of the features including process and procedure activities, triggers to assign tasks by 
designated time, sequenced schedule, or assigned by different characteristics such as zones, stations, 
users, etc.  For example, in the Equipment Manager Module, the feature maintenance has the ability to 
trigger by scheduling a time for preventive maintenance by assigning activities to stations and users with 
a zone.  The activities are created in the workflow template feature which will create the process and 
procedures for each of the tasks. 

Even though the same data runs through each of the modules, there are some modules that features 
link to other modules.  For example, the Equipment Manager Module uses its contacts from the Address 
Book Module.  When contacts are selected in the Equipment Manager Module, it will create a mode-less 
screen referencing the Address Book Module. 

 COMMON FEATURES: 

Many shared features are throughout many of the modules.  The documents feature is one found in 
most modules.  The feature allows document controls and history of the documents when altered and 
edited.  The documents are only accessible for those that have the license for the use of the module that 
the document is attached to. 



Another shared feature is how to search for information.  The system has a very effective way to find 
data through the system and each module by filtering criteria and characteristics of data information.  
This feature is designed to create and save filters for future use as well as sharing your filter with others 
that share the same permissions.  For example, in the address book, one can filter per area that the 
address references.  This filter can be saved in one’s personal account and even shared with others to 
have access to the same filtered information. 

If someone knows the name or number that may be associated with the data, they can bypass the filter 
and start typing in the search bar for a type-down style search.  For example, in the Equipment Manager 
Module’s type-down feature would search for the name of the equipment that you would look for.  If 
you were looking for “TABLE SAW 1”, you would start typing “Tab” and the remainder of the Table Saw 
would show ahead on the type-down search bar. 

 SYSTEM REQUIREMENTS 

The Stentorian System is a large robust system that is an APP/Client on a device running all of the 
procedures from the device, but all the data and collected information from the procedures including 
templates are ran and saved in the cloud.  Stentorian uses the most up-to-date methods for your 
company’s protection and privacy for your important data that is collected.  Stentorian is contracted 
through Microsoft Azure to house and store all data. 

The APP that is used on your personal devices can be personalized to your needs as well as saving your 
personal login credentials.  The personalized information is how you setup your individual module 
tables, sizes of screen, and other important features that are catered to you.  The APP that is used is 
very large in size and houses many behind the scenes functions of how it reaches the cloud and moves 
and saves data for Real-Time reporting and function.  Because of the size of APP, it is necessary to run 
off a Window 10 or 11 OS platform.  Having access to an updated Microsoft operating system, allows 
our users and customers to use the latest and most advanced technologies that are designed for all type 
of businesses. 

Because of the use of the cloud with creating and managing Real-Time data, a secured internet 
connection is needed to operate the software at all times.   



VALUE: 

Stentorian System was designed to bring 
incredible value to each facet of your 
company’s supply chain processes by 
managing from design, procurement, build, 
inventory, and shipment.  The Stentorian 
System’s capabilities from the modules to 
each feature was designed around the 
functionality that companies like your do each 
day.  Keeping keystrokes and limiting the 
movement from one module to another is a 
key feature eliminating much unnecessary 
time at the computer.  Also, have most of the 
modules run your day to day eliminate needs 
to use many other programs and trying to link 
data to another software. 

Cloud software in general is designed to save smaller to medium size business the large expense of 
creating and managing their own servers and networks.  Having on-premise software creates many 
problems that range from unserviceable to security issues.  The price for cloud application over on-
premise is a small fraction shared amongst many users. 

The Stentorian System is not designed to have anyone become experts in computer software but 
continue to because experts in their fields of trade.  There are features throughout the software to help 
streamline data entry and navigating where the procedures of the company will be managed.  The value 
of time saved, especially when searching for data becomes crucial to save money and time within the 
software.  IT is far more important to be producing goods then spending that quality in the software.  
These modules and features are designed around that concept. 

Having the documents and collateral together is another large time and cost savings.  Instead of 
different files on different computers, having them within one library for anyone with correct 
permissions to access them will save time and cost from time spent looking for the correct files.  Having 
the latest files in the document repository will have the latest information instead of taking the change 
of working of earlier drafts of design or other works. 

 
  



IMPLEMENTATION 

ADDRESS BOOK 

- List Pane 
The top half of the module contains the 
address list with columns that can be 
configured the way you prefer. 

- Details Pane 
The bottom half of the module shows 
the details of the entry highlighted in the 
list pane. 

Features 

- Batch import addresses. 

o If your addresses are in a 
spreadsheet format or can be put into a 
spreadsheet format, they can be 
imported into your address book. 

At the top of the module is the “Import” 
button. Click on the button for an 

explanation of how to import a CSV file into the address book. This will explain how to format your 
spreadsheet. Alternatively, your Start Up Specialist or Account Manager can provide you with a template 
for configuring your addresses prior to importing them. The spreadsheet headings are as follows: 

 FirstName - Primary contact's first name 
MiddleNames - Primary contact's middle name 
LastName - Primary contact's last name 
Suffix - Primary contact's suffix 
Title - Primary contact's Title 
Company - Company name 
Line1 - Company address line 1 
Line2 - Company address line 2 (if needed) 
City - Company city 
State - Company state 
PostalCode - Company postal code 
Country - Company country 
Phone1 - Primary phone number 
Phone2 - secondary phone number 
Email - Primary email 
Notes - Additional notes as needed 
InventoryFacility - If you have multiple locations, which location does this entry 
apply to?  



Custom 1-6 - Additional data not captured in pre-defined headings.  

 Note: Heading format is important, including capitalization and no spaces. 

o When the spreadsheet is set up and saved as a CSV onto your computer, close it and 
click on the “Import” button. In the Import Addresses dialog, click “Browse”, find the 
CSV spreadsheet of your addresses, and double-click on it. The pathway will appear in 
the Address Data field. 

 If you want to require an address for each entry, check mark “Address (Line1) 
required”. If not, make sure it is unchecked. 

 If you want to ignore duplicate entries, check mark “Ignore duplicates”. If not, 
make sure it is unchecked. 

o When all is set the way you want it, click “Import”. Depending on the size of your 
spreadsheet, it may take up to two minutes to complete the import process. 

- Manually add addresses. 

o To manually add an address, click “New”, fill out the information in the Details Pane, 
and click “Save”. 

o Alternatively, if you have an entry that is similar to an existing entry, you can highlight 
the entry, click “Copy”, make needed changes, and click “Save”. This may be particularly 
helpful for companies that have multiple locations or different addresses for shipping 
and billing. 

o To edit an entry, highlight it, make needed changes in the Details Pane, and click “Save”. 

o The “Revert” button, will correct any unsaved changes back to the last saved version. 

o To delete an entry, highlight the entry, and click “Delete”. 

- Custom Labels 

o Custom labels are a way to capture information that is not captured elsewhere in the 
Details pane. These Custom label fields are set up and defined in 
the Administration module under Address Custom Labels. Six custom labels are 
provided in the details pane. These labels are filterable. 

- Configure List Pane 

o The headings in the List Pane may be configured as the user wants. To do so, the user 
right-clicks on the headings bar (ribbon). This will bring up a list of heading options. The 
user chooses which headings they want to see by check marking those headings. The 
headings can then be arranged by left-clicking the heading and dragging it to the desired 
position. The columns under a heading may be sorted alphanumerically by single-
clicking the heading. 

Note: These settings will be saved upon closing the software. 



- Filters 

- Type-down Filter: The type-
down filter is located on the top left of 
the module. In the “Search for 
equipment” field type in a key word 
and the list will automatically be 
filtered to match your entry. This filter 
is not case sensitive. 

- Customizable Filters: To 
access customizable filters, click on 
the gear icon. This will bring up a list 

with several options: 

o Add Filter To add a new filter, click this option. This will bring up the window to 
create your filter. Naming the filter is optional but recommended if you plan on 
saving the filter for future use. 

o Setting Parameters: The first field below the name is a drop-down list of 
headings to filter (Example: Make). Choose the desired heading. The next 
field gives you options of how your filter should respond to the first field 
(Example: = ). The last field is where you put your key text (Example: Acme). 
Click “OK”. This example filter would return all entries whose make is Acme. 
 

o Adding a Parameter: If you want a multi-parameter filter, click the green ”+“ to 
add another parameter line (Example: Model/=/BFG). Click “OK”. This example 
would return all entries whose make and model are Acme BFG. 
 

o Saving a Filter: If you wish to use the filter again, you can save the filter by 
clicking on the filter icon (which will now read “Filtered”), and choose: 

 Save Filter: Will save the filter for this user only. 
 Save Shared Filter: Will save the filter for anyone who has Equipment 

Management permissions. 
 

o Load Filter: Once you have saved a filter, you can click the filter icon and then 
click “Load Filter”. This will show you a list of available saved filters to choose 
from. Click on the filter you want to load. 

o Edit Filter: To edit a filter, load it, click on “Filtered” (to the right of the type-down 
field), and click on “Edit Filter”. Make any needed changes. You can save with 
the same name which will overwrite the original filter or with a different name 
which will create a new saved filter. 

o Clear Filter: To clear a filter, click on “Filtered” (to the right of the type-down 
field), then click on “Clear Filter” to return to the unfiltered equipment list. 
Note: If you are unable to find an entry that you know is on the list, check to 
make sure the list is not filtered. 



o Manage Filters: This option allows you to view all filters in the program and to 
delete old filters that you don't need any longer. 

o Choose Columns: This is another option for setting what columns you want to 
see in the List Pane. Click on “Choose Columns” and check mark which column 
heading you want. 

EQUIPMENT MANAGER 

The module is divided into three 
sections: 

- Equipment List (top): This list 
gives an overall view of your 
equipment and basic information 
about each entry, including 
maintenance status. 

- Details (middle): The details 
section is the place to store important 
information such as your equipment's 
make, model, and serial number as 
well as important dates and contact 
information. 

- Maintenance(bottom): In this 
section, you will set up maintenance 
workflows and schedules and keep 
track of scheduled maintenance. 

Features 

- Add New Equipment 

o Click “New”. In the details section, fill in applicable fields: 

 Asset Number: A way to easily differentiate your equipment, especially if you 
have multiple pieces that are the same. 

 Make and Model 

 Serial Number 

 Important Dates 

 Acquired From/Warranty Contact: Click “Select” to choose an address book 
entry. 

 Description: Additional needed information such as the location of the manual 
or calibration tools or other desired information. 



o When you have entered the information that you want, click “Save”. This information 
can be edited by highlighting the entry, changing or adding needed data, and clicking 
“Save”. When adding or changing data, you can go back to the last saved version, by 
clicking “Revert”. 

- Documents  

o Documents can be attached to your 
equipment, such as a scan of the 
warranty, owner’s manual, or 
drawings. To do so, highlight the 
entry, and click “Documents” on the 
bottom left of the section. In the 
Documents pane, click “Upload”, 
browse to the correct document or 
file, and double-click on it. The file 
will be added to this piece of equipment (asset) and anyone with an Equipment 
Management License will have access to it. 

o To access a document or file, highlight the entry, and click “Documents” on the bottom 
left of the section. This brings up the “Documents” pane. Double-click on the file you 
wish to view. Alternatively, highlight the file and click “Open”. 

o To save a document to your device, highlight the document, then click “Save As”. 

o To delete a document, highlight the document and click “Delete”. 

o Note: In order to view any files through the Documents feature, the user's device must 
have the proper application for the file type. 

- Maintenance/Workflows 

o In the Maintenance section, click “Add”, then click Workflow: “Select”. This will bring up 
the “Choose Workflow” pane. At this point you have a choice to choose an existing 
maintenance workflow or to create a new one: 

o Choose an Existing Workflow - Choose a workflow from the list and click “OK”. Enter a 
name for the workflow in the Name field (may be the same as the workflow name). 
Enter how often the maintenance should take place, in days, in the “Frequency” field. 
Add any special instructions or other notes in the Notes field. Click “Save”. Your newly 
designated workflow will be added to the list of maintenance workflows for this piece of 
equipment. 

o Create a New Workflow - If the workflow that you want does not yet exist, you can 
create it. Click “Manage Workflows” on the bottom of the Choose Workflow pane. This 
opens the Manage Workflows pane. In this pane you have two choices: 

 Edit Existing Workflow - Highlight the workflow, click “Edit”, change anything 
you want to change, click “Save and Close”. Important: Editing a workflow in 



this way, will change the workflow everywhere it is used, including other 
equipment. 

 Create New Workflow - In the 
Manage Workflows pane, click 
“New” which will bring up the 
Design New Workflow pane. You 
can create a new maintenance 
workflow in two ways. 
 Start from Copy - Highlight a 
workflow from the list of 
workflows and click “Start from 
Copy”. Choose a new name for 
the workflow to differentiate it 
from the original, make needed 
changes, click “Save and Close”. 
 Start from Scratch - To create a 
new Maintenance workflow 
from scratch, click the “Start 

from Scratch” button: 
o Enter a name for your workflow in the Name field. 
o Choose a Manager Zone from the drop-down list (if 

desired). Note: Manager Zones and policies are set in 
the Administration module. 

o To create the first activity for the workflow, click “New” , enter 
a name for the activity, choose a station * from the dropdown 
list, add any Notes and click “Create”. The activity will appear on 
the left. To create the next activity, follow the same steps. 
When the second activity appears on the left, you can draw an 
arrow by left-clicking on the first activity, dragging to the 
second, and releasing. Continue in this manner until you have 
created all the activities for the workflow, drawing arrows to 
show the flow. 

 You can make your activities in series or in parallel 
depending on how you draw your arrows. 

 Stations are created in the Administration module. 
o To edit an activity, highlight it, make needed changes, and click 

“Apply”. 
o To delete an activity, highlight it and click “Delete”. When you 

delete an activity, you will have to draw new arrows between 
activities. 

o To delete an arrow, click on it and press the Delete key on your 
keyboard. 

o When you are finished with the workflow, click “Save and 
Close”. Exit out of the other panes. Your new workflow will be 



added to the maintenance workflows list. Enter a name for the 
workflow in the Name field (may be the same as the workflow 
name). Enter how often the maintenance should take place, in 
days, in the “Frequency” field. Add any special instructions or 
other notes in the Notes field. Click “Save”. Your newly 
designated workflow will be added to the list of maintenance 
workflows for this piece of equipment. 

o You have the option of adding documents (text, drawings, or 
other) to the workflow or any activity when it is created or any 
time in the future. The only limitation is that the device must 
have an application capable of viewing the document or file. 
These documents will show up in any place this workflow is 
used, including on different equipment. You can add documents 

to: 
 Activity: To add a document to a specific 
activity, highlight the maintenance workflow and click 
on the workflow name. This will bring up the Edit 
Workflow pane. Highlight the activity, click “Edit”, and 
click “Documents”. In the Documents pane, click 
“Upload”, browse to the correct document or file, 
and double-click on it. The file will be added to this 
activity and anyone doing the activity will be able to 
access it. 
 Workflow: To add a document to a workflow, 
highlight the maintenance workflow and click on the 
workflow name. This will bring up the Edit Workflow 
pane. Click “Documents” In the Documents pane, click 
“Upload”, browse to the correct document or file, 
and double-click on it. The file will be added to this 
workflow and anyone doing any activity in the 

workflow will be able to access it. 

o Manage Maintenance Workflows 

 Multiple maintenance workflows can be added to a piece of equipment. 

 To remove a maintenance workflow, highlight it and click “Remove”. 

 After the maintenance workflow has been completed the first time, you will be 
able to see the last time it was done (Maintenance section) and when the next 
maintenance is due (List section). 

 If a maintenance workflow is overdue, the “Next Maintenance Due” date will 
turn red in the list pane. 

 If maintenance needs to be performed before the next due date, highlight the 
workflow and click “Start Workflow” (right side in the Maintenance section). 



- History - At the top of the Equipment module is the History button. When clicked, the History 
button will display the history of the highlighted entry, from the time it was entered in the 
system. The history shown will include data entries and changes, maintenance workflows 
completed, and documents added or removed. The history includes a date/time stamp and who 
made the change. 

-  



PRODUCT DATA 
AND 

ENGINEERING



PRODUCT DATA 

OVERVIEW: 

Growing with success for any company comes from the ability to use analytic data.  To be able to read 
and see what improvements to make and even forecast inventory to sales orders become crucial during 
different times and seasons that companies go through.  For companies that create a physical product 
and provides something tangible to accompany their service, the proper product data from material to 
assembled goods tell incredible information from processes to costs. 

 PRODUCT DATA 

The Parts Catalog Module is a full library of detailed product information for all potential designs, 
designs, raw materials, sub-assemblies, and final goods.  This information used within Stentorian’s 
Product Life Cycle Management (PLC/PLM) features organizes all product at different various stages.  
The analytic data houses important product data information such as: part numbers, names, size and 
shape characteristics, units, categories, lot and batch information, and much more. 

This product data also manages different costs to the product that are designed for other modules to 
use for quoting and cost tracking.  These costs are broken down into Base Cost which references the 
labor put for that specific part number, and Total Costs which refers to all the subparts (bill of materials) 
with their respective material and labor costs. 

 COLLATERAL 

Each individual part that is registered in the Parts Catalog Module has assigned its own documents 
repository that is specific to that part.  This giving the ability to keep all documents regarding the part in 
one location where many computers and users who have correct permission can have access to them.  
In other modules, there are other places that documents are stored for the make and production of 
these parts.  Here in this module, these documents are additional resources and information regarding 
specific parts.  These documents are any type files.  For example, these documents can be pictures, 
drawings, specifications, word documents, pdf files, etc.  However, the computer that is requesting to 
open these files must have the files correct application.  The Stentorian System is only housing these 
documents. 

 SUBPARTS/BILL OF MATERIALS 

The Parts Catalog not only is a list of all individual parts, but also lists the sub-component or subpart for 
each individual part.  This feature links parent part numbers to children subparts creating a Bill of 
Material.  This feature will manage the subpart links as well as the quantity which will add the cost of 
the subparts to the total cost of the parent part number.  An additional feature is the Part Tree where 
you can look at each individual subpart and their pedigree of subparts and quantities. 

 WORFLOWS 

Each part, either being a raw material or an assembled product, is linked to a workflow which gives the 
procedures and instruction on handling or producing the individual part number.  These workflows are 
giving specific information to different stations and zones the instructions necessary to work on these 
products and subparts. 



VALUE: 

 CONSISTENCY/ACCOUNTABLITY 

Setting a company procedure to each product for its unique and necessary handling or product is key to 
save time and money.  The ability to set a workflow for each product controls quality issues and 
eliminates issues with handling and production that eventual cost dollars and time to resolve.  The 
workflow is designed to give each product their own communication channel for production set at the 
time of engineering; accompanied by company quality control parameters, each part would be handled 
and produce to the way it was designed.  This eliminating ambiguity of producing a product from limited 
access to designers or designs. 

The workflow also produces history with correct assignments to each station for accountability.  All 
transactions and steps in each process is tracked with information of who worked on the product as well 
as the associated costs for production.  Allow managers to have oversight of accountability of all 
products through all phases from design, production, work in progress (WIP) and inventory.  Full 
accountability prevents loss of materials and products, measuring success and failures with resources, 
employees, and process allowing for corrections to change to save time, money and energy. 

 PRODUCT COSTING 

The advantage of having the correct costs set at design allows companies to budget the profit, sales, 
production, inventory, and handling of each product.  This information is used forecast future sales, 
production schedule, equipment needs, inventory location and procurement of raw materials.  Not only 
having the material cost added to the part, but the labor and resource costs are necessary to make 
decisions on quoting price, procurement and supplier strategies, and production strategies and timing. 

Knowing total costs of all products and associated subparts and bill of materials drive cashflow concerns, 
especially with housing inventory levels and scheduling production for both inventoried items and sold 
items.  Product costs including production and installation cost usually are the highest budgeting item 
for companies.  Having this type of information decreases scope creep and unforeseen changes to 
current budgets. 

 HISTORY/ANALYTICS 

Any individual part can have many characteristics with important data requirements that are necessary 
to fill specific orders.  For example, steel I-beams have tensile strength that must be recorded, even if 
some other criterial like size and weight match with similar products.  However, that individual I-Beam 
must be allocated for a special order.  Having as much detailed analytics to each part number can 
become very crucial.  With this data, finding the right part or even understanding what is need can save 
much time, costs, and eliminate human error, or rebuilding products.  Recorded analytics for each part 
will give different organization oversight that will help in planning, design, and even procurement needs. 

History of each part will reflect changes to the part including costs.  Sending information from history to 
reports will give information to strategize for the future and needs of each part.  For example, answering 
question of which part to inventory, when to produce, forecast for demand and seasons.  Having a 
revision history reflects why items were changed and what were the reasons and needs.  
  



IMPLEMENTATION 

 

PARTS CATALOG 

How It’s Configured 

- List 
On the left, you will find the parts list. This is a quick, comprehensive look at all your parts and 
key details about them. 

- Details 
On the right, you will find the details of the highlighted part, including how it is made, what 
parts go into it, where it is used, parameters, and custom information. 

Features 

- Import Parts 

o Important: Parts should be imported before inventory is imported. 

o If your parts data is in a spreadsheet format or can be put into a CSV spreadsheet 
format, it can be imported into your Parts module. 

o At the top left of the module is the “Import” button. Click on the button for an 
explanation of how to import a CSV file into the Parts module. This will explain how to 
format your spreadsheet. Alternatively, your Start Up Specialist or Account Manager can 
provide you with a template for configuring your inventory prior to importing it. 



o The spreadsheet headings are as follows: 

 Name - Part name. 
PartNumber - Internal part umber, SKU, or other part identifier. 
ExternalNumber - External part umber, SKU, or other part identifier. 
Description - Description of Part. 
Notes - Free field. Use as you will. 
Category - Type of part. 
Width - Width of part (if needed). 
Height - Height of part (if needed). 
Depth - Depth of part (if needed). 
Weight - Weight of part (if needed). 
BaseCost - Cost of part. 
RevisionNumber - Revision number - auto-incremented. 
Custom1, Custom2,Custom3 - Additional data not captured in pre-defined 
headings. Custom Labels are defined in the Administration module/Part Custom 
Labels. 
DefaultUnit - Unit of measure. Typically the unit by which the part is ordered. 

o Note: Heading format is important, including capitalization and no spaces. 

o When the spreadsheet is set up and saved as a CSV onto your computer, close it and 
click on the “Import” button. In the Import Parts dialog, click “Browse” (Parts Data), find 
the CSV spreadsheet of your parts, and double-click on it. The pathway will appear in 
the Parts Data field. 

o If you want to require a part name for each entry (recommended), check mark “Part 
names required”. If not, make sure it is unchecked. If checked, line-items without part 
names will not be imported. 

o If you want to require a part number for each entry (recommended), check mark “Part 
numbers required”. If not, make sure it is unchecked. If checked, line-items without part 
numbers will not be imported. 

o If you want to ignore duplicate entries check mark “Ignore duplicates”. If not, make sure 
it is unchecked. If you check “Ignore duplicates”, you will need to define how a duplicate 
is identified by checking the appropriate values: 

 “Same name is duplicate” - Check if every part has a unique name. 

 And/Or - Choose one or the other. 

 “Same part number is duplicate” - Check if every part has a unique part number. 

 Note: If nothing is checked, the parts will be imported just as they are. 

o When all is set the way you want it, click “Import”. Depending on the size of your 
spreadsheet, it may take up to two minutes to complete the import process. 



o Important: If you will be importing Bill of Material data (see next section), both 
spreadsheets must be imported at the same time. 

- Bill of Materials 

o Important: Parts and Bills of Materials must be imported at the same time. 

o If your bill of material data is in a spreadsheet format or can be put into a spreadsheet 
format, it can be imported into your Parts module. 

o At the top left of the module is the “Import” button. Click on the button for an 
explanation of how to import a CSV file into the Parts module. This will explain how to 
format your spreadsheet. Alternatively, your Start Up Specialist or Account Manager can 
provide you with a template for configuring your bills of material prior to importing 
them. 

o The spreadsheet headings are as follows: 

 ParentPartName - Name of the parent item (assembly, product, etc.). 
SubpartNumber - Internal part umber, SKU, or other part identifier of raw 
material or other sub-part. 
Quantity - Quantity per individual unit of product. 
Unit - Unit of measure. 

o Note: Heading format is important, including capitalization and no spaces. 

o When the spreadsheet is set up and saved as a CSV onto your computer, close it and 
click on the “Import” button. In the Import Parts dialog, click “Browse” (Bills of 
Materials), find the CSV spreadsheet of your bills of material, and double-click on it. The 
pathway will appear in the Bills of Materials field. 

o When all is set the way you want it for both parts and bills of material, click “Import”. 
Depending on the size of your spreadsheet, it may take up to two minutes to complete 
the import process. 

- Manually add Parts 

o Important: Parts should be added before inventory. 

o Click “New” - Fill in applicable data field in the details section (right), including name, 
part number, external part number, description, category, width, height, depth, weight, 
default unit, custom labels, base cost, notes, and custom properties. Custom Labels and 
Custom Properties are defined in the Administration module (Part Custom Labels). 

o Workflow - If the part requires a workflow, click “Workflow: <Select>”, choose a 
workflow template or create a new workflow template (see “Part Workflows” in this 
section). 

o Add Subparts - If the part requires subparts, go to the “Subparts” section: 

 Click “Add Subpart”. This opens the Choose Part window. 



 Choose needed part (use type-down or filters to find part, if needed), highlight 
it, and click “OK”. Note: You can use the shift or Ctrl key to choose multiple 
parts. 

 Enter quantity of part needed for a single unit. 

 Repeat steps until all subparts have been added. 

 Click “Save”. 

o Alternatively, if you have an entry that is similar to an existing entry, you can highlight 
the entry, click “Copy”, make needed changes (including selecting the new part from the 
Choose Part window), and click “Save”. 

 To edit an entry, highlight it, make needed changes in the Details Pane, and click 
“Save”. 

 The “Revert” button, will correct any unsaved changes back to the last saved 
version. 

 To delete an entry, highlight the entry, and click the delete icon. 

- Configure List Pane 

o The headings in the List Pane may be configured as the user wants. To do so, the user 
right-clicks on the headings bar (ribbon). This will bring up a list of heading options. The 
user chooses which headings they want to see by check marking those headings. The 
headings can then be arranged by left-clicking the heading and dragging it to the desired 
position. The columns under a heading may be sorted alphanumerically by single-
clicking the heading. 

o WorkflowsCreating a Part Workflow 

 Click “Manage Workflows”. This opens 
the Mange Workflow window. In the 
Manage Workflows window, click 
“New” which will bring up the Design New 
Workflow window. You can create a new 
part workflow in two ways: 

 Start from Copy - Highlight a workflow 
from the list of workflows and click “Start 
from Copy”. Choose a new name for the 
workflow to differentiate it from the 
original, make needed changes, click “Save 
and Close”. 

 Start from Scratch - To create a new part workflow from scratch, click 
the “Start from Scratch” button: 



o Enter a name for your workflow in the Name field. 

o Choose a Manager Zone from the drop-down list (if 
desired). Note: Manager Zones and policies are set in 
the Administration module. 

o To create the first activity for the workflow, click “New”, enter a 
name for the activity, choose a station* from the dropdown list, 
add any notes in the Notes field and click “Create”. The activity 
will appear on the left. To create the next activity, follow the 
same steps. When the second activity appears on the left, you 
can draw an arrow by left-clicking on the first activity, dragging 
to the second, and releasing. Continue in this manner until you 
have created all the activities for the workflow, drawing arrows 
to show the flow. 

 Note: You can make your activities in series or in 
parallel depending on how you draw your arrows (see 
diagram). 

 Note: Stations are created in the Administration 
module. 

 To edit an activity, highlight it, make needed changes, and click “Apply”. 

 To delete an activity, highlight it and click “Delete”. When you delete an 
activity, you will have to draw new arrows between activities. 

 To delete an arrow, click on it and press the Delete key on your 
keyboard. 

 When you are finished with the workflow, click “Save and Close”. Exit 
out of the other panes. Your new workflow will be added to the part 
workflows list. 

 You have the option of adding documents (text, drawings, or other) to 
the workflow when it is created or any time in the future. The only 
limitation is that the device must have an application capable of viewing 
the document or file. These documents will show up in any place this 
workflow is used, including on other parts. You can add documents to: 

o Activity: To add a document to a specific activity, click on the 
workflow name in the Manage Workflows window. This will 
bring up the Edit Workflow pane. Highlight the activity, click 
“Edit”, and click “Documents”. In the Documents pane, click 
“Upload”, browse to the correct document or file, and double-
click on it. The file will be added to this activity and anyone 
doing the activity will be able to access it. 



o Workflow: To add a document to a workflow, click on the 
workflow name in the Manage Workflows window. This will 
bring up the Edit Workflow pane. Click “Documents”. In the 
Documents pane, click “Upload”, browse to the correct 
document or file, and double-click on it. The file will be added to 
this workflow and anyone doing any activity in the workflow will 
be able to access it. 

o Note: The device being used must have the application needed 
to open the file installed. For example, MS Word to open a 
Word document. 

 Important: Part workflow templates can be edited at any time. However, any 
changes made will only apply to new instances of the workflow and will NOT 
affect any currently active instances of the workflow. 

 Important: DO NOT delete a workflow template while any instances of the 
workflow are active. 

- Using and Managing Workflow Templates 

o A part workflow is initiated automatically when a need is created for the part it is 
associated with. 

o Edit a Workflow Template: To make changes to a workflow, click “Manage Workflows”. 
This opens the Mange Workflow window. In the Manage Workflows window, highlight 
the workflow you want to edit and click “Edit”. This opens the Edit Workflow Design 
window. Make any needed changes and click “Save and Close”. 

o Important: Part workflow templates can be edited at any time. However, any changes 
made will only apply to new instances of the workflow and will NOT affect any currently 
active instances of the workflow. 

o Delete a Workflow Template: To delete a workflow, click “Manage Workflows”. This 
opens the Manage Workflows window. In the Manage Workflows window, highlight the 
workflow you want to delete and click “Delete”. 

o Important: DO NOT delete a workflow template while any instances of the workflow are 
active. 

- Part Tree: The Part Tree tool allows you to view all the parts that make up a product or all of the 
products a specific part is used in. 

o To use the Part Tree tool, highlight the part you wish to view and click “Part Tree”. This 
will open the Part Tree window. There are several viewing options to choose from: 

 View sub-parts: This will show all parts contained in the highlighted selection, 
including part name, part number, and quantity used in the product. 



 View containing parts: This will show everywhere the 
highlighted selection is used. 

 Show as tree: This view shows the results in a “tree” 
format, including multiple sub-levels of parts that can be 
expanded or collapsed. 

 Show as flat list: This view shows the results in a list 
format, with no level or sub-level associations. 

 Show only immediate sub-parts: In the “tree” format, 
checking this box will show only first-level sub parts. 

- Part History 

o At the top, middle of the module is the History button. 
The history shown will include data entries, edits, and 
documents added or removed. It will show the Property 
name (what was changed), the Old Value (what it was 
changed from), and the New Value (what it was changed to). 
The history includes a date/time stamp of when the change 
was made and who made the change. 

o To view a part's history, highlight it and click the “History” button. 

- Part Documents 

In addition to workflow documents, there is a documents repository attached to the part itself. These 
documents will only be visible to someone with either a Parts license or an Administrator's license. 

o To add documents (text, drawings, or other) to a specific part, highlight the part in the 
list pane, and click “Documents”. This will open the Documents window. In the 
Documents window, click “Upload”, browse to the correct document or file, and double-
click on it. The file will be added to this part. 

o To access a document or file, highlight the entry, and click “Documents”. This brings up 
the “Documents” pane. Double-click on the file you wish to view. Alternatively, highlight 
the file and click “Open”. 

o Note: In order to view any files through the Documents feature, the user's device must 
have the proper application for the file type. 

- Filter Parts 

Using filters allows you to define how you want to view your parts and facilitates finding what you need. 
Stentorian provides two filter tools: 

o Type-down Filter: 
The type-down filter is located on the top left of the module. In the “Search for parts” 
field, type in a key word and the list will automatically be filtered to match your entry. 
This filter is not case sensitive. 



o Customizable Filters: 
To access customizable filters, click on the gear icon to the right of the type-down filter. 
This will bring up a list with several options: 

o Add Filter 
To add a new filter, click “Add Filter”. This will open the “Edit Filter” window. Naming 
the filter is optional but recommended if you plan on saving the filter for future use. 

 Setting Parameters: The first field below the name is a drop-down list of 
headings to filter (Example: Category). Choose the desired heading. The next 
field gives you options of how your filter should respond to the last field 
(Example: = ). The last field is where you put your key text (Example: Category 
1). Click “OK”. This example filter would return all Category 1 entries. 

 Adding a Parameter: If you want a multi-parameter filter, click the green “+” to 
add another parameter line (Example: Base Cost/</100). Click “OK”. This 
example would return all Category 1 entries whose Base Cost is less than or 
equal to $100. 

o Saving a Filter: If you wish to use the filter again, you can save the filter by clicking on 
the filter icon (which will now read “Filtered”), and choose: 

 Save Filter: Will save the filter for this user only. 

 Save Shared Filter: Will save the filter for anyone who has Inventory 
permissions. 

o Load Filter: Once you have saved a filter, you can click the filter icon and then click “Load 
Filter”. This will show you a list of available saved filters to choose from. Click on the 
filter you want to load. 

o Edit Filter: To edit a filter, load it, click on “Filtered”, and click on “Edit Filter”. Make any 
needed changes. You can save with the same name which will overwrite the original 
filter or with a different name which will create a new saved filter. 

o Clear Filter: To clear a filter, click on “Filtered” “Filtered”, then click on “Clear Filter” to 
return to the unfiltered address list. 
Note: If you are unable to find an entry that you know is on the list, check to make sure 
the list is not filtered. 

o Manage Filters: This option allows you to view all filters in the program and to delete old 
filters that you don't need any longer. 

o Choose Columns: This is another option for setting what columns you want to see in the 
List Pane. Click on “Choose Columns” and check mark which column heading you want. 



MATERIAL 
HANDLING AND 

INVENTORY



MATERIAL HANDLING 

OVERVIEW: 

The Stentorian System uses many different modules and features to manage material handling needs.  
Either if it’s touched for the first time when received from a supplier, managing material in the shop at a 
work in progress (WIP) phase, sitting inventory at a specific location, or ready to ship.  With all of these 
different transaction and movement of materials, these modules streamline the information to the 
users knowing what to do with these materials.  With Real-Time information, all materials and 
associated information such as price, process history, subparts, etc. can be found anywhere in the 
database as well as a physical location. 

 INVENTORY: 

Once a physical material, part, or product has been received either by supplier or by production, 
Stentorian’s Inventory module will assign a location for these parts.  These locations can be on-site, in a 
storage box, in transit, a mobile inventory, staging area, etc.  The information regarding these parts will 
follow from location to location when moved where all items can be traced throughout the system.  

The Inventory module also states the correct quantity for those items that are pending to be produced, 
available, or reserved for another workflow or Sales Order.  The system will record these categized 
status and once it goes below a preset threshold, the system will then generate and order to either 
produce or purchase needed inventory items to bring the quantity level back to the threshold.  The 
amount that the system chooses to fill is also a preset to meet company inventory strategies. 

With inventory being live and running constantly, a cycle count generator and reminder is in place for 
each specific part and location set at strategic time frames to verify quantity counts match what is out in 
inventory locations versus what is being recorded in the system.  When numbers do not match, a reason 
is needed to understand what would cause the difference.  With this information, decisions and 
strategizes can be reviewed and corrected. 

 LOTS: 

There are many different products 
that must be recorded for 
compliance and historical reasons 
that will need to be captured with 
specific lot and batch information.  
This serialized method will capture 
products from date of ordering and 
receiving, through production, all 
handling phases, and shipping.  
Allowing all products to be traced 
and tracked through all history and 
measured with other products 
produced at the same time.  



VALUE: 

 ACCOUNTABILIITY: 

Having full visibility of each movement each material, part, or subpart works through an entire system 
will eliminate the cost of lost product.  This warehouse management system is designed to keep track of 
all money that is associated with each product and the accumulated costs that incur everything the 
product is handled.  With the visibility of these multiple costs, strategizes can be created to reduce how 
many times products moved and the resources that it takes to move these materials. 

Having access to inventory can help companies have materials and supplies on hand, however, this costs 
much money to make inventory and keep inventory.  With the analytic information with true costing 
associated with the material, the entire value of inventory now can be seen and easily create a Profit 
and Loss (P&L) report showing the value of inventory. 

These modules share information to those that create and managed orders.  By giving Real-Time data of 
location of inventory, quantities, and pending information through procurement and production, will 
allow those creating orders to give better commitments of timeframes for the customer to receive their 
purchased products.  Eliminating wrong information leaving the company or spend much time looking 
for answers from different organizations. 

 HANDLING STRATEGIZES: 

Moving product through material handing phases not only costs time and money, but it can also become 
cumbersome, chaotic, and unorganized.  For example, a woodworking shop running projects through 
their table saw only has limited space around their workstation.  When that space is filled up and 
overfilling, it may turn into a safety hazard and harder to manage.  These material handling modules 
help companies create strategizes for methods, timing, and resources of when to move materials.  
Having multiple materials run through wip in a certain station must be organized where the station can 
multitask and work on what is within their areas. 

These modules work with these strategize to prevent loss or damage to these materials.  Scheduling 
work per task and not per job gives control of the material and handling. 

 MATERIAL WASTE 

Many of Stentorian’s modules focus on eliminating 
all types of waste including materials.  Having Real-
Time data of a live inventory shows what products 
are staying on the shelf or moving in and out.  
These reports will show depreciations of product 
sitting on the shelf as well as record shelf life.  
Inventory location has a rental cost which 
compounds with items not moving.  To save money 
on inventory, the reports will reflect and share 
prime locations, unused locations, and overused 
locations.  Managing each of these save much 
money on location rent.  



IMPLEMENTATION 

 

How It’s Configured 

- List Pane 
The Inventory list pane provides a quick view of all inventory item and basic information 
regarding each item depending on how you configure the ribbon columns. 

- Details Pane 
The details pane displays the details of the inventory item highlighted in the list pane. It is also 
the place where you can adjust quantities, make other changes, and record cycle counts. 

Features 

- Import Inventory 

Important: Parts should be imported before inventory is imported. 

If your inventory data is in a spreadsheet format or can be put into a spreadsheet format, it can be 
imported into your Inventory module. 

o At the top left of the module is the “Import” button. Click on the button for an 
explanation of how to import a CSV file into the Inventory module. This will explain how 
to format your spreadsheet. Alternatively, your Start Up Specialist or Account Manager 
can provide you with a template for configuring your inventory prior to importing it. 

o The spreadsheet headings are as follows: 



 Facility - Facility where part resides. For companies with multiple facilities to 
house inventory. 
Location - Location of part (Example: Room.Row.Rack.Shelf.Bin). Be as detailed 
or as general as you want. 
Label - Free field. Use as you will. 
Description - Description of Part 
Category - Free Field. Use as you will. 
Status - Status of Part 
PartNumber - Internal part number, SKU, or other part identifier. 
Unit - Part Unit (For example: Foot, foot, FT, Each, EA, ea., etc.). Be consistent. 
Quantity - How much of Part is on the shelf. 
RefillThreshold - Inventory level that prompts an order for more of this Part. 
RefillQuantity - Standard order quantity for Part. 
RefillExpectedDate - Date that incoming order of Part is expected. 
LastCycleCount - Last date a Cycle Count for this part was performed 
CycleCountFrequency - How often Cycle Count should be performed for this 
Part (in days). Note: Cycle Count is the periodic verification of quantities in 
inventory. 
Custom1-6 - Additional data not captured in pre-defined headings. Custom 
Labels are defined in the Administration module (Inventory Custom Labels). 

 Note: Heading format is important, including capitalization and no spaces. 

o When the spreadsheet is set up and saved as a CSV onto your computer, close it and 
click on the “Import” button. In the Import Inventory dialog, click “Browse”, find the CSV 
spreadsheet of your inventory, and double-click on it. The pathway will appear in the 
Address Data field. 

 If you want to require a location for each entry, check mark “Location names 
required”. If not, make sure it is unchecked. 

 If you want to ignore duplicate entries (by location), check mark “Ignore 
duplicates”. If not, make sure it is unchecked. 

 When all is set the way you want it, click “Import”. Depending on the size of 
your spreadsheet, it may take up to two minutes to complete the import 
process 

- Manually Add Inventory 

o To manually add an inventory item, click “New”, click “Select” in the details pane, 
choose part from the Choose Part window, click “OK”, enter other information in the 
Details Pane, and click “Save”. 

o Alternatively, if you have an entry that is similar to an existing entry, you can highlight 
the entry, click “Copy”, make needed changes (including selecting the new part from the 
Choose Part window), and click “Save”. 



 To edit an entry, highlight it, make needed changes in the Details Pane, and click 
“Save”. 

 The “Revert” button, will correct any unsaved changes back to the last saved 
version. 

 To delete an entry, highlight the entry, and click “Delete”. 

- Custom Labels 

o Custom labels are a way to capture information that is not captured elsewhere in the 
Details pane. These Custom label fields are set up and defined in 
the Administration module under Inventory Custom Labels. Six custom labels are 
provided in the details pane. These labels are filterable. 

- Configure List Pane 

o The headings in the List Pane may be configured as the user wants. To do so, the user 
right-clicks on the headings bar (ribbon). This will bring up a list of heading options. The 
user chooses which headings they want to see by check marking those headings. The 
headings can then be arranged by left-clicking the heading and dragging it to the desired 
position. The columns under a heading may be sorted alphanumerically by single-
clicking the heading. 

- Reading the “Quantity” and “Pending” Columns 
The values in the Quantity and Pending columns in the list pane are formatted as xxx/yyy. The 
value to the right of the forward slash represents the actual quantity (in the location or 
ordered), The value to the left of the forward slash represents the quantity not committed to a 
Sales Order or Workflow. 

- Refill Threshold/Refill Quantity 

o Refill Threshold 
In the details pane, you can set an inventory item's “Refill Threshold”. This is a number 
that if quantity falls below, an order for more of the item is prompted. To set a Refill 
Threshold, enter a quantity in the Refill Threshold field and click “Save”. 

o Note: The Refill Quantity may be set at “0” or any positive number. 

o Refill Quantity 
The “Refill Quantity” is the default quantity to be ordered when the available quantity 
falls below the previously set threshold. To set this number, enter the number to be 
ordered in the “Refill Quantity field and click “Save”. 

 Note: The Refill Quantity may be set at any positive number. 

- Cycle Count 

o Cycle count refers to the periodic verifying of inventory quantities. Cycle count 
frequency may vary depending on cost, type, or other criteria. Cycle counting, done 



properly, eliminates the need to periodically shut a company down to count everything 
in inventory. 

o The Cycle Counts section (bottom, right), displays the date of the last cycle count and 
the date the next cycle count is due. If “Next Cycle Count” is displayed in the list pane, 
overdue cycle counts are displayed in red. 

o Note: If you choose to use the cycle count tools, it is recommended that you enter Cycle 
Count Frequency values in the spreadsheet before uploading your data into the 
Inventory module. 

o Cycle Count Frequency 

 To set how often you want an inventory item counted, enter a value (in days) in 
the “Frequency” field. 

o Record Cycle Count 

 To record a cycle count after you have counted an inventory item, click the 
“Record Cycle Count” button, confirm the item (part), units, and location. Enter 
the verified quantity (if different) and click “OK”. 

- Add Inventory 

When inventory is received for any reason including products delivered or produced, scraps or remnants 
recovered, or any other reason, it needs to be recorded to maintain the accuracy of your inventory 
numbers. 

o To add inventory, highlight the inventory item in the list pane, click the “Add Inventory” 
button, enter the new amount in the “Increase by” field, choose from the “Update 
Reason” dropdown (if desired), and click “OK”. This will increase the inventory quantity 
for the highlighted item by the amount entered. 

o Note: When adding inventory, verify the Location, Part Number, and Unit before clicking 
“OK”. 

o Note: If there is “Pending” quantity, adding inventory will reduce the pending quantity. 

- Reduce Inventory 

When inventory is reduced by pulling items for a job, removing expired items, or for any other reason, it 
must be recorded to maintain the accuracy of your inventory numbers. 

o To reduce inventory quantities, highlight the inventory item in the list pane, click the 
“Reduce Inventory” button, enter the quantity of the item being removed in the 
“Reduce By” field, highlight the Sales Order/workflow it is being used for (if any), choose 
an “Update Reason” from the list (not required), and click “OK”. 

o Important: When reducing inventory, verify the Location, Part Number, Unit, and Sales 
Order/Workflow it is being reduced against before clicking “OK”. 



- Replenish 

When there is a need to order inventory items, a “Material Need” is created (Material Needs module). A 
Material Need can be created in a number of ways including a need created by a Sales Order, falling 
below a Refill Threshold, or manually through the “Replenish” button. Using the “Replenish” 
button requires the Inventory Authorizer license. 

o To manually create a Material Need, highlight the inventory item in the list pane and 
click the “Replenish” button. This will bring up the Replenish Inventory window. Verify 
the item Facility, Location, Part Number, and Unit. The Quantity field will be pre-filled 
with the default order quantity (if any). You can leave the quantity as entered or enter a 
different quantity. Click “OK”. This item will be added to the Material Needs list and will 
also be displayed in the “Pending” column the list pane 

- Reservations Manager 

When a workflow is initiated, the materials (part numbers) needed to complete the workflow are 
reserved for that workflow. These “Reservations” can be viewed by clicking the “Reservations” button. 
This will open The Inventory Reservations window. 

o Configure Reservations 
Pane  

The headings in the Reservations Pane 
may be configured as the user wants. To 
do so, right-click on the headings bar 
(ribbon). This will bring up a list of 
heading options. Choose which headings 
you want to see by check marking those 
headings. The headings can then be 
arranged by left-clicking the heading and 
dragging it to the desired position. The 
columns under a heading may be sorted 
alphanumerically by single-clicking the 
heading. 

o There is also a type-down search bar to make finding specific reservations easier. 

o Viewing Reservations 

Each column in the Inventory Reservations window, has different information that may be of value to 
you. In addition to the date reserved, quantity reserved, and units, The following is accessible by clicking 
on the column entry: 

 Sales Order: Information from the Sales Order module. 

 Workflow: Information from the Management module. 

 Inventory: Information from the Inventory module. 



 Part: Information from the Parts module. 

 From Stock: If the box is checked, the reservation is from current stock. If not, 
the reservation is pending delivery or production. 

 Note: The above information is only available to a user with the applicable 
license. 

o Managing Reservations 

When material is pulled from inventory for a workflow, inventory must be reduced to reflect this action. 
When inventory is reduced in this manner, the reservation is satisfied and will be removed from the 
reservations list. 

 If this is not done, the reservation will remain unsatisfied and will compromise 
the accuracy of your inventory numbers. In this case, the reservation may be 
released in the Inventory Reservations window, by highlighting the reservation 
and clicking “Release Reservation”. 

 Note: Releasing a reservation will NOT affect inventory quantities. For this 
reason, you should cycle count the inventory item(s) and make any needed 
corrections. 

- Expectations Manager  

When a workflow is initiated, an expectation for the 
outcome (product) of the workflow is created in the 
Inventory module. These “Expectations” can be 
viewed by clicking the “Expectations” button. This 
will open The Inventory Expectations window. 

o Configure Expectations Pane 

The headings in the Expectations Pane may be 
configured as the user wants. To do so, the user right-clicks on the headings bar (ribbon). This will bring 
up a list of heading options. The user chooses which headings they want to see by check marking those 
headings. The headings can then be arranged by left-clicking the heading and dragging it to the desired 
position. The columns under a heading may be sorted alphanumerically by single-clicking the heading. 

There is a type-down search bar to make finding specific expectations easier. 

o Viewing Expectations 

Each column in the Inventory Expectations window, has different information that may be of value to 
you. In addition to the date ordered, quantity expected, and units, the following is accessible by clicking 
on the column entry: 

 Inventory: Information from the Inventory module. 

 Part: Information from the Parts module. 



 Note: The above information is only available to a user with the applicable 
license. 

o Managing Expectations 

When a workflow is completed the product of that workflow needs to be added into the inventory 
totals. When this is done, the Expectation for that item is satisfied and it will be removed from the 
Expectations list. 

 If this is not done or if the quantity is not met (perhaps some did not pass a 
quality check), the Expectation will remain unsatisfied and will compromise the 
accuracy of your inventory numbers. In this case, the Expectation may be 
removed in the Inventory Expectations window, by highlighting the Expectation 
and clicking “Remove Expectation”. 

 Note: Releasing an Expectation will NOT affect inventory quantities. For this 
reason, you should cycle count the inventory item(s) and make any needed 
corrections. 

- History 

At the top of the Inventory module is the 
History button. The history shown will 
include data entries and changes, cycle 
counts performed, quantity changes, and 
documents added or removed. It will show 
the Property name (what was changed), 
the Old Value (what it was changed from), 
and the New Value (what it was changed 
to. The history includes a date/time stamp 
and who made the change. 

o To view an inventory item's history, 
highlight the item and click the “History” 
button. 

- Filter 

Using filters allows you to define how you want to view your inventory and facilitates finding what you 
need. Stentorian provides two filter tools: 

o Type-down Filter: 
The type-down filter is located on the top left of the module. In the “Search for 
inventory” field type in a key word and the list will automatically be filtered to match 
your entry. This filter is not case sensitive. 

o Add Filter 
To add a new filter, click “Add Filter”. This will bring up the window to create your filter. 



Naming the filter is optional but recommended if you plan on saving the filter for future 
use. 

 Setting Parameters: The first field below the name is a drop-down list of 
headings to filter (Example: Quantity). Choose the desired heading. The next 
field gives you options of how your filter should respond to the last field 
Example: ≤ ). The last field is where you put your key text (Example: 100). Click 
“OK”. This example filter would return all entries whose quantity is less than or 
equal to 100 units. 

 Adding a Parameter: If you want a multi-parameter filter, click the green “+” to 
add another parameter line (Example: Facility/=/Portland). Click “OK”. This 
example would return all entries in the Portland facility whose quantities are 
less than 100. 

o Saving a Filter: If you wish to use the filter again, you can save the filter by clicking on 
the filter icon (which will now read “Filtered”), and choose: 

 Save Filter: Will save the filter for this user only. 

 Save Shared Filter: Will save the filter for anyone who has Inventory 
permissions. 

o Load Filter: Once you have saved a filter, you can click the filter icon and then click “Load 
Filter”. This will show you a list of available saved filters to choose from. Click on the 
filter you want to load. 

o Edit Filter: To edit a filter, load it, click on “Filtered”, and click on “Edit Filter”. Make any 
needed changes. You can save with the same name which will overwrite the original 
filter or with a different name which will create a new saved filter. 

o Clear Filter: To clear a filter, click on “Filtered”, then click on “Clear Filter” to return to 
the unfiltered address list. 
Note: If you are unable to find an entry that you know is on the list, check to make sure 
the list is not filtered. 

o Manage Filters: This option allows you to view all filters in the program and to delete old 
filters that you don't need any longer. 

o Choose Columns: This is another option for setting what columns you want to see in the 
List Pane. Click on “Choose Columns” and check mark which column heading you want. 

Lots 

Features 

- Add Lot 

o To add a lot: click “New”. A line for a new entry appears in the list pane. Enter lot data in 
the details section to the right: 



 Lot Name: Can include part name/number or other designation. Not required. 

 Lot Number: Internal lot designation. 

 External Lot Number: External lot designation. 

 Source: Where the lot came from (manufacturer). 

 Origination: Date when the lot was created. 

 Expiration: Date past which the lot should no longer be used. 

 Description: Any additional information about the lot. 

o When all data is entered, click “Save”. 

o When adding a lot similar to an existing lot or splitting an existing lot, click “Copy(Split)”, 
change the lot number and any additional information, click “Save”. 

o To edit lot information, highlight the lot you wish to edit in the list pane, make needed 
changes in the details section, click “Save”. When editing, clicking the “Revert” button to 
return to the last saved version. 

o To delete a lot, highlight the lot in the list pane and click the delete icon (red “X”) 

- View Lots 

o List Pane 
The headings in the List Pane may 
be configured as the user wants. 
To do so, the user right-clicks on 
the headings bar. This will bring 
up a list of heading options. The 
user chooses which headings they 
want to see by check marking 
those headings. The headings can 
then be arranged by left-clicking 
the heading and dragging it to the desired position. The columns under a heading may 
be sorted alphanumerically by single-clicking the heading. 

o Included Lots 
The headings can be arranged by left-clicking the heading and dragging it to the desired 
position. The columns under a heading may be sorted alphanumerically by single-
clicking the heading. 

o Included Parts 
The headings can be arranged by left-clicking the heading and dragging it to the desired 
position. The columns under a heading may be sorted alphanumerically by single-
clicking the heading. 

o Note: All these settings will be saved upon closing the software. 



- Included Lots 

o When lots contain sub-lots, these can be documented in the Included Lots section. To 
add a sub-lot, highlight the parent lot in the list pane, then click “Add”. This brings up 
the “Choose Lot” window, which lists current lots to choose from. Highlight the sub-lot 
and click “OK”. Repeat for additional sub-lots if needed. 

o Note: Find the sub-lot you are looking for quickly using the type-down (“Search for lots”) 
at the top of the Choose Lot window. 

- Included Parts 

o When lots contain parts, these can be documented in the Included Parts section. To add 
a part, highlight the lot in the list pane, then click “Add”. This brings up the “Choose 
Part” window, which lists your parts. Highlight the part and click “OK”. Repeat for 
additional parts if needed. 

o Note: Find the part you are looking for quickly using the type-down (“Search for parts”) 
at the top of the Choose Part window. 

- Filter Lots 

Using filters can make managing lots much easier. Stentorian provides two filter tools: 

o Type-down Filter: 
The type-down filter is located on the top left of the module. In the “Search for lots” 
field type in a key word or number and the list will automatically be filtered to match 
your entry. This filter is not case sensitive. 

o Customizable Filters: 
To access customizable filters, click on the gear icon to the right of the type-down filter. 
This will bring up a list with several options: 

 Add Filter 
To add a new filter, click this option. This will bring up the window to create 
your filter. Naming the filter is optional but recommended if you plan on saving 
the filter for future use. 

 Setting Parameters: The first field below the name is a drop-down list of 
headings to filter (Example: Source). Choose the desired heading. The 
next field gives you options of how your filter should respond to the last 
field Example: = ). The last field is where you put your key text (Example: 
Acme). Click “OK”. This example filter would return all lots that have 
been sourced from “Acme”. 

 Adding a Parameter: If you want a multi-parameter filter, click the green 
“+” to add another parameter line (Example: Expiration/≤/“3/9/2021”). 
Click “OK”. This example would return all entries that were sourced 
from Acme with an expiration date prior to 3/10/2021. 



 Saving a Filter: If you wish to use the filter again, you can save the filter by 
clicking on the filter icon (which will now read “Filtered”), and choose: 

 Save Filter: Will save the filter for this user only. 

 Save Shared Filter: Will save the filter for anyone who has any Inventory 
permissions. 

 Load Filter: Once you have saved a filter, you can click the filter icon and then 
click “Load Filter”. This will show you a list of available saved filters to choose 
from. Click on the filter you want to load. 

 Edit Filter: To edit a filter, load it, click on “Filtered” and click on “Edit Filter”. 
Make any needed changes. You can save with the same name which will 
overwrite the original filter or with a different name which will create a new 
saved filter. 

 Clear Filter: To clear a filter, click on “Filtered”, then click on “Clear Filter” to 
return to the unfiltered lots list. 
Note: If you are unable to find an entry that you know is on the list, check to 
make sure the list is not filtered. 

 Manage Filters: This option allows you to view all filters in the program and to 
delete old filters that you don't need any longer. 

 Choose Columns: This is another option for setting what columns you want to 
see in the List Pane. Click on “Choose Columns” and check mark which column 
heading you want. 



PROCUREMENT 
PROCESSES



PROCUREMENT 

OVERVIEW: 

Procurement modules including vendor management, materials need, inventory, and purchase orders 
were designed to systemize purchasing as a company strategy.  Each of these modules has feature sets 
that are linked from different modules making Real-Time data into Real-Time needs.  The modules have 
both analytic information to help with large expense decisions, but also give actionable tasks that be 
part of the procurement process. 

 PURCHASING ROUNDS: 

Modules like the Materials Need and Request for Quote are designed to help create the proper 
sequence and timing for creating a purchase round.  The Stentorian System collects from multiple 
modules the needs for materials.  Once materials go below the preset quantity thresholds from 
inventory, the data is placed on a shopping list or materials need list.  From the scheduling needs from 
the management module, a purchase round can start with looking at the data from these modules.  
With organized information and forecasting information, the company can take what is needed and 
review open quotes or send out for new request for quote.  Then decisions can be made with more 
information at the fingertips to create a purchase order. 

Purchasing rounds should be structured and scheduled.  The information given for the purchasing round 
is in Real-Time and is given at that moment the purchasing rounds start.  Each of the Stentorian modules 
contribute with important analytic information to complete the purchasing round efficiently and 
effective. 

 VENDOR CONTROL: 

Stentorian’s Vendor Management module not only manages vendor information, but also ties each part 
that vendor carries with accompanied information such as specifications, pricing with pricing 
breakdowns, competitor information, and much more.  These systems keep track of vendors to build 
relationships and managing their effectiveness within your company strategizes. 

A key to Vendor Management is to keep a status on them.  Which vendor is approved to purchase from, 
or which vendors are on hold for financial or quality reasons.  The system will also allow you to mark 
which vendors are preferred.  Maybe its about pricing, availability, or even shipping lead times. 

 LINKING SYSTEMS 

Having all the procurement modules link together will allow data to move to different users and stations 
that need this information to manage their roles.  The purchasing completes a circle of information that 
starts with inventory and ends with inventory.  When product drops below the minimum threshold, the 
system puts in motion from adding it to a materials list to and RFQ, then a purchase order is created.  
Once the product is delivered to the company, the purchase order is then received back into inventory 
closing out the purchase order.  



VALUE: 

Stentorian System is designed to give all companies of 
all sizes with little effort the same buying power and 
experience that large companies have.  Stentorian’s 
procurement modules manage vendors and the 
materials that are purchased from them.  The 
information is a collection of history, prices, product 
comparisons, competitor comparisons, and quantity 
breakdowns.  Not only managing vendors but 
managing purchase orders are necessary to continue 
to get best pricing and manage lead-times.  Buying 
power ultimately controls how much money is spent on materials and the time of delivery.  Gaining this 
control instead of being in the mercy of suppliers will give more cashflow back to the company and 
control lead times and schedule. 

 MATERIALS NEEDS: 

To gain the best buying power, a company must strategically schedule and execute purchase rounds.  
The elements to weigh into a plan is material priority needs, cashflow, shipping lead-times, and 
production schedule.  Each of the information around each of these needs are captured through 
Stentorian’s modules.  By the modules being linked, Real-Time data can create a material needs list or a 
shopping list ready for RFQs.  The material needs compared to the open schedule for production as well 
as the lead times to receive the product will produce the information needed for a purchase round.  
With cash flow or secured credit, the purchase round can then be executed through the Purchase Order 
module. The money saved from managing material needs comes from the timing of ordering.  Ordering 
in bulk or not rushing orders gives the company control and saves much to the bottom line. 

 REQUEST FOR QUOTES: 

Buying power comes from negotiations.  The RFQ feature and the quote feature creates the necessary 
tool to manage the best pricing and timing.  Instead of urgently purchasing for an upcoming project, 
forecast what is needed and when.  Forecasting the future with the analytic data presented in our 
reports will give better quantities and delivery dates that will reduce the urgent pricing given from your 
suppliers.  Contracting these prices will be a hold on price changes for a longer period of time.  Using the 
RFQ features often will give the analytic data needed for better decisions in a purchase round.  Instead 
of ordering from a phone, spend the time getting quotes from many different sources.  Managing these 
vendors will create larger relationships where the company becomes a priority to these vendors.  

 PURCHASE ORDERS: 

Instead of using credit cards that create debt, or paying on demand that reduces cash flow, creating a 
purchase order that manages time frames, quantities, and payment gives back the company cashflow 
and control of schedule for production.  The purchase order becomes a contract on the company’s 
behalf that will ensure delivery and quality of the materials you are ordering.  This will prevent time and 
cost for returns and missed items not received. 
  



IMPLEMENTATION 

Vendor Management 

 How It’s Configured 

- List Pane: (Upper section) In this section, you 
will see a list of your vendors and basic information 
about them. 

- Details Section (Lower section): Here you will 
find the details of the highlighted vendor, including: 

o Name and contact information 

o Status 

o Notes relevant to the vendor 

o The parts that you source from the vendor 

- Add a Vendor 

Note: Vendors must first be added to the address book before they can be added to the vendor list.  

o Add Vendor 

Click “New”. In the details section (lower half), enter a name for the vendor, then click “Select”. This will 
open the Addresses window. Find the vendor by scrolling, using the type-down search, or by filter. 
Highlight the vendor and click “OK”. Choose a Status for the vendor or leave as “Unknown” (default). 
Add any needed information in the Notes field and click “Save”. 

o Edit Vendor 

Highlight the vendor in the list pane, make any needed changes, and click “Save”. 

 Revert: To revert to the last saved version, click “Revert”. 

o Delete Vendor 

Highlight the vendor in the list pane and click “Delete”. You will get a confirmation prompt. Click “Yes” 
and the vendor will be deleted from the Vendor list. 

 Note: This will not delete the vendor from the address book. 

o Add Parts 

Note: Parts must first be added to the Parts module before they can be added to the vendor.  

 Highlight the vendor and then click “Add” in the Parts section. This opens the 
Choose Part window. Highlight the parts that the vendor offers and click “OK”. 
The parts will be added to the vendor's list of parts, including Internal Part 
Name, Internal Part Number, and Internal Part Description.  



 Note: “Shift-Drag” and “Ctrl-click” functions work to highlight multiple 
parts. 

 After parts are added, click “Save”. 

 Add Vendor Part Information 

Sometimes, the vendor will use different part names, part numbers, and part description than your 
company uses. This information may be added to the vendor part list by highlighting the part, entering 
the information in the appropriate fields, and clicking “Save”. 

 Edit Parts 

To edit parts in the vendor parts list, highlight the part, make needed changes, and click “Save”. 

 Remove Parts 

To remove a part from the vendor part list, highlight the part and click “Remove”, then click “Save”. 

- Documents 

To add documents (text, drawings, or other) to a vendor listing, highlight the vendor in the list pane, and 
click “Documents”. This will open the Documents window. In the Documents window, click “Upload”, 
browse to the correct document or file, and double-click on it. The file will be added to this vendor. 

o To access a document or file, highlight the vendor in the list pane, and click 
“Documents”. This brings up the “Documents” pane. Double-click on the file you wish to 
view. Alternatively, highlight the file and click “Open”. 

 Note: To view any files through the Documents feature, the user's device must 
have the proper application for the file type 

o History 

To view the history of a vendor listing, highlight the vendor in the list pane and click “History”. This will 
show you the history of the vendor listing including who created the listing and when, status changes, 
and other changes. All historical changes include who made the change, when the change was made, 
and what change was made (Old Value/New Value). 

Material Needs 

 How It’s Configured 

- In the top half of the module, is the list of 
what needs to be ordered and details 
about the need including: 

o When it was added to the list 

o The part name and number 

o How much is needed 



o Whether an order has been placed 

o What facility needs it 

o When it is needed. 

- The bottom half of the module organizes RFQs (requests for quote) and the returned quotes 
including cost and lead times. 

- Adding Material Needs 

There are four ways material is added to the material needs list: 

o To Fill a Need: When a workflow has a need for outside material that is not available in 
Inventory, that material will be automatically entered on the Material needs list in the 
amount needed. 

o To Refill a Quantity: When the quantity of an outside inventory item falls below the 
established Refill Threshold, the established Refill Quantity will be automatically entered 
into the material needs list. Note: Refill Thresholds and Refill Quantities are established 
in the Inventory Module. 

o Through “Replenish”: Someone with an Administrator or an Inventory Authorizer license 
can manually order material using the “Replenish” command. See Inventory 
Module/Replenish. 

o Through “New Material Need”: Someone with an Administrator or a Procurement 
license can manually order material in the Material Needs module. Click on “New 
Material Need”, click “Select”, and choose the material from the Choose Part 
window and click “OK”. Unit field will be auto-filled. Enter quantity needed, Inventory 
Facility (if needed), and select the date by which the material is needed. Click “Save”. 

- Manage Material Needs 

o Edit: To edit a material need, double-click on the material need in the list pane. The 
Material Need Viewer will open. Make any needed changes and click “Save”. 

 When editing, if you need to go back to the last saved version, click “Revert”. 

o Delete: To delete a material need, highlight the material need in the list pane, and click 
“Delete Material Need”. 

- Viewing Material Needs 

o Configure Headings: The headings in the material needs section (top half) may be 
configured as the user wants. To do so, right-click on the headings bar. This will bring up 
a list of heading options. Choose which headings you want to see by check marking 
those headings. The headings can then be arranged by left-clicking the heading and 
dragging it to the desired position. The columns under a heading may be sorted 
alphanumerically by single-clicking the heading. 



o Note: These settings will be saved when you exit the module. 

 

o Note: “Open Orders” are displayed in the format X(Y) where “X” is the number of orders 
(for this part) that have not been closed, cancelled, or sent and “Y” is the number of 
orders (for this part) that have not been closed or cancelled. The user may not want to 
remove the material need until the order has been closed, but if they need to add it to 
an existing order, they probably won’t want to add it to an order that has already gone 
out. 

o Search: To find a specific material need, enter a key word or number in the “Search for 
material needs” field. 

- Making a Quote Request  

o Create a New RFQ 

 When you want to create a new 
Request for Quote (RFQ) for one 
or more material needs: 

 Highlight the material 
need. 

 Click “New Quote Request”. This opens the Quote Request Viewer. Your 
highlighted material will be automatically entered into the RFQ. 

 Add additional items to the quote by clicking “Add” and choosing from 
the Choose Part window. Click “OK”.  

o Note: This is a list of all parts, NOT the material needs list. 

 Click “Select” and the Choose Vendor window will open. Highlight the 
Vendor you want to get a quote from and click “OK”. 

 Enter the quantity needed for each entry. 

 Choose the “Deadline” by which you need the quote. 

 Click “Save”. 

o Edit an Existing RFQ 
To add material to or remove material from an RFQ, or to make any other changes: 

 In the bottom half of the module, click “Quote requests” and uncheck “Separate 
by Parts”. 

 Double-click on the RFQ you want to edit to bring up the Quote Request Viewer. 

 Make any needed changes. If you need to go back to the last saved version of 
the RFQ, click “Revert”. 



 When all changes have been made, click “Save”. 

o Send an RFQ 

 In the bottom half of the module, click “Quote requests” and uncheck “Separate 
by Parts”. 

 Highlight the RFQ you want to send and click “Print Quote Request”. The 
Document Viewer will open. 

 Click on the printer icon. Choose a printer to send the RFQ by regular mail or 
print to PDF if to create an electronic copy for email. 

- Recording Quotes 

When quotes are received from a vendor they can be entered in the bottom half of the module: 

o Click “New Quote”. This opens the Quote Viewer window. 

o At “Vendor”, click “Select”, highlight the vendor you received the quote from, and click 
“OK”. 

o At “Part”, click “Select”, highlight a part from the quote, and click “OK”. 

o Enter data in the other available fields: Price, Lead Time, Unit, Date Issued, Expiration, 
and any Minimum or Maximum Quantities. 

o When finished, click “Save”. 

o Repeat for other items in the quote. 

o Edit: To edit a quote, double-click on the quote, make any needed changes, and click 
“Save”. When editing a quote, if you want to return to the last saved version, click 
“Revert”. 

o Delete: To delete a quote, highlight it and click “Delete Quote”. 

- Viewing Quote Requests and/or Quotes 

There are three options to view data in the quote section: 

o View Quote Requests: At the top of the section, click “Quote Requests”. This view will 
only show RFQs. 

 You can also click “Separate by parts” to split the list to part line-items. 

o View Quotes: At the top of the section, click “Quotes”. This view will show you the 
quotes by individual parts. 

 You can also click “Group by date” to group the quotes by date/vendor. 

o View Combined: At the top of the section, click “Combined”. This view will show you 
quotes and quote requests together. 



 You can also click “Separate by parts” to split the list to part line-items. 

 

o Search: To find specific quotes or quote requests, enter a key word or number in the 
“Search for quotes” field. 

- Configure Headings  

The headings in the quote section may be configured as the user wants. To do so, right-click on the 
headings bar (ribbon). This will bring up a list of heading options. Choose which headings you want to 
see by check marking those headings. The headings can then be arranged by left-clicking the heading 
and dragging it to the desired position. The columns under a heading may be sorted alphanumerically by 
single-clicking the heading. 

o Note: These settings will be saved when you exit the module. 

o Note: Heading options may vary according to which view option you are using. 

- Add to Purchase Order 

There are four ways to add a material need to a purchase order from the module. Highlight the line-item 
that you want to add to a purchase order, click on “Add to Purchase Order”, and choose one of the 
options: 

o By Vendors: This will open a list of vendors that offer the highlighted part (Note: This 
function is set up in the Vendors module). Click on the vendor you want to order from: 

 You will get a message “The material need was successfully added to the 
purchase order.” 

 If an open purchase order for that vendor already exists, the material need will 
be added to the existing purchase order.  

 Note: This includes purchase orders in the “Sent” stage, so the vendor 
will need to be notified of the updated purchase order. 

 If there is not an existing purchase order for the vendor, one will be created in 
the Purchase Order module. You will need to go into the Purchase Orders 
module to complete the purchase order. 

o By Existing Purchase Orders: This will open a list of existing purchase orders that the 
material need can be added to. Click on the purchase order you want to add the 
material need to: 

 You will get a message “The material need was successfully added to the 
purchase order.” 

o By Quotes: This will open a list of current quotes for this material (if any). Click on the 
quote option you want: 



 You will get a message “The material need was successfully added to the 
purchase order.” 

 

 If an open purchase order for that vendor already exists, the material need will 
be added to the existing purchase order.  

 Note: This includes purchase orders in the “Sent” stage, so the vendor will need 
to be notified of the updated purchase order. 

 If there is not an existing purchase order for the vendor, one will be created in 
the Purchase Order module. You will need to go into the Purchase Orders 
module to complete the purchase order. 

o By New Purchase Order: Clicking this option will create a new purchase order for this 
part. You will need to go into the Purchase Orders module to complete the purchase 
order. 

- View Part Vendors 

The “View Part Vendors” button is a tool that allows you to see which of your vendors offers a particular 
material need. 

o Highlight a material need line-item and click “View Part Vendors” to see a list of your 
vendors that offer the item. 

o Note: This function is set up in the Vendors module. 

Purchase Orders 

 How It’s Configured 

- List 
On the top, you will find a list of purchase orders. This is a quick, comprehensive look at all your 
orders for material or services and key details about them. 

- Details 
On the bottom, you will find the details of the highlighted purchase order, including the PO 
number, vendor, stage, and what was ordered. 

Features 

- Creating a Purchase Order 

There are several ways to create a purchase order. Most times this can be accomplished directly through 
the Material Needs module. 

If you want to create a purchase order manually in the Purchase Order module, click “New”. This creates 
a new purchase order, ready for your data: 

o Purchase Order Number: Assign and enter a purchase order number. 



o Vendor: Click “Select”. This will bring up the Choose Vendor list. Highlight the vendor 
you want and click “OK”. 

o Bill To: Click “Select”. This will bring 
up  the address book. Highlight 
your desired billing address and 
click “OK” 

o Ship To: Click “Select”. This will 
bring up the address book. 
Highlight your desired shipping 
address and click “OK” 

o Billing Terms: Click on the desire 
billing terms from the drop-down 
list. 

o Shipping Terms: Click on the desire 
shipping terms from the drop-down 
list. 

o Add Parts: Click “Save” to preserve the order. The “Add” button becomes available: 

 Click “Add”. This opens the parts list for the selected vendor. 

 Highlight one or more parts to be added to the purchase order. Click “OK”. 
Repeat until all parts have been added to the purchase order. 

 Choose the unit being ordered from the unit drop-down for each item (click on 
the box under “Unit” for the item) 

 Enter the quantity being ordered for each item (click on the box under 
“Quantity” for the item). 

 Enter the unit price for each item (click on the box under “Price per Unit” for the 
item). Total will be calculated for the line-item. 

o Stage: From the drop-down list, click on the stage the order is at: 

 Preparation: Putting the order together. 

 Proposal: Negotiation with vendor (if needed). 

 Sent: Delivered to the vendor and awaiting fulfillment. 

 Cancelled: Purchase order no longer valid. 

 Closed: Order received, verified, and satisfied. 

 Unknown: Other stage not covered. 

o Date Issued: Date the purchase order was sent to the vendor. 



- Sending a Purchase Order 

When a purchase order has been created, it needs to be sent to the vendor. This is done by highlighting 
the purchase order and clicking “Print Purchase Order”. The purchase order may be printed as a hard 
copy to be mailed or it may be printed to PDF and saved to your computer to be emailed to the vendor. 

o When the purchase order has been sent, go to “Stage” and change the Stage to “Sent”. 

- Viewing Purchase Orders 

o The list pane displays an overview of all open purchase orders. Closed or cancelled 
purchase orders can be viewed by check marking the “Include cancelled purchase 
orders” and/or the “Include closed purchase orders” checkboxes (top, left). 

o The headings in the list pane may be configured as the user wants. To do so, the right-
click on the headings bar (ribbon). This will bring up a list of heading options. The you 
can choose which headings you want to see by check marking those headings. The 
headings can then be arranged by left-clicking the heading and dragging it to the desired 
position. The columns under a heading may be sorted alphanumerically by single-
clicking the heading. 

 These settings will automatically be saved when the user logs out. 

o The columns can be sorted to allow you to track purchase orders in various stages and 
when each was sent. You can find a specific purchase order using the type-down search 
function. 

- Closing a Purchase Order 

o When a purchase order is received, checked, and added to inventory, you can highlight 
the purchase order in the list pane and change its “Stage” to “Closed”. After changing 
the stage to “Closed” the purchase order will be removed from the active purchase 
orders list. 



PROCESS
MANAGEMENT



PROCESS MANAGEMENT 

OVERVIEW: 

Having different stations and departments within a company, Stentorian’s software is designed to 
organize and link together all tasks for individuals in these stations that relate to each project, job, or 
contract.  Even though tasks can be unique or specific to a project, the flow and method often can be 
systemized.  Stentorian’s modules create templates for these tasks that can be monitored with quality 
control and accountability for visibility for departmental management. 

 WORKFLOWS: 

All employees work from designed controlled workflows.  These workflows are the actionable items for 
each product, employees, departments, or stations scope of work or standard operating procedures 
(SOP).  Each workflow is designed to assign the correct activity or task at the right time for each 
employee to be effective and efficient with complete their assigned tasks.  Workflows create the 
analytic information for each task and responsibility for each employee or station. 

 ACTIVITIES/TASKS: 

Each employee has been assigned under a station and a zone.  When creating workflow templates, a 
station and zone are assigned the tasks.  When a task is open and ready to start, all employees within 
that station will be alerted for these open tasks.  The employee(s) then will accept these tasks and take 
accountability for the work performed.  Once the employee accepts the tasks, the information for those 
tasks will now be available through their personalized dashboards and workflow document repository.  
Each employee will be responsible for marking the starting and completing of each task so all 
information regarding time and cost can be record for those tasks.  Once the tasks are marked 
completed, those tasks created in series would then be created for those in the assigned stations to 
accept. 

During the operation of each task, the employee can pause work time as well as report an issue that 
prevents the completion of the task.  By reporting an issue, a non-conformant action will block the task 
and flag the management over the stations and the zones with Real-Time alert.  Once a task is blocked, 
the task is now on hold till the issues can be resolved.  Once resolved, the task is now ready to be 
received again by any individual within that zone.  All time stoppage will be recorded. 

Not only are the activities and tasks being recorded for employees and stations, but each activity also 
has the ability to assign a resource that will be used during the activity.  Resources have additional costs 
that also needs to be recorded for each task.  Also, this allocates limited resources and will show which 
resources are available or not available during scheduling. 

Each manager of the zones that the stations are assigned to, has direct and Real-Time visibility of each 
task that are assigned, not assigned, blocked, and future tasks created by the workflow template.  The 
manager of these zones also has over-writing access to each task by the ability to add documents, notes, 
and even assigning employees or resources to each task. 

 



VALUE: 

 ANALYTICS:  

Collected Real-Time analytic data for all 
tasks from employees and stations 
capture information that identifies 
bottlenecks, missed opportunities, 
procedure problems, human error, and 
waste.  The analytic reports show details 
for each point with abundance 
information to make corrections that 
ultimately save or even make money.  
For example, these reports will show time stoppage on every task which will give the reader and 
opportunity to find the places and remedies to keep the tasks and projects going forward.  Saving and 
eliminating the cost the company will pay for the time not producing and completing the task.  Another 
example may show a bottleneck or a breakpoint within the procedure giving the reader of this report 
the opportunity to make changes and corrections to the workflow procedure to keep projects moving 
faster and out the door sooner. 

Stentorian System provides different ways of reporting these analytic data by ways of already created 
template reports or exporting customized filtered information for companies to create reports through 
reporting software.  Because the analytic information is in Real-Time, this gives advantages of showing 
issues and wastes at each phase of the workflows, giving the information to make changes earlier on 
with projects and tasks, saving money from the earlier corrections instead of spending the money to 
finish the task, then making the adjustment. 

 VISIBILITY: 

Giving the ability for each zone or department manager the visibility to see all current and past 
workflows with on demand Real-Time reporting allows quick scheduling changes, task adjustments, and 
even forecasting needs.  Having all employees and stations work through a workflows template will 
show managers who is currently assigned and who is available for tasks.  Leaving little to no down time 
and maximizing work efforts. 

Visibility is designed to eliminate waste from materials, time, and extra procedures.  Seeing information 
in Real-Time shows all materials being used and what remnants are produced, time spent on projects 
versus estimations, as well as capturing historical data compared to current situations.  For example, 
seeing that a task should take a certain amount of time from historical data, the expectation would at 
least meet that time.  When the active tasks exceed the historical time, the manager now has the ability 
to see what the difference was and what corrections need to be made. 

Analytic data reports will also show important information regarding quality control and quality 
assurance.  With Stentorian Systems keeping all historical movement for materials as well as historical 
information for each task and employees, this will highlight information for success and for 
improvements.  This data is used to create quality checks and important events at tasks, certification 
and trainings for employees, as well as traceability for the accountability of each task and project. 



IMPLEMENTATION 

 

How It’s Configured 

- There are three main sections of the Management module: 

o List 
On the left side of the module is displayed a list of your workflows or activities. Which of 
these you see depends on the view you choose. 

o Workflow Details 
On the right side of the module, you find details of the highlighted workflow. 

o Activity Details 
Activities Details display in-depth data about the highlighted activity. 

- The Activities module has a list pane and a details pane. 

Features 

Management Module 

- Starting Workflows 

There are three types of workflows that can be initiated and then displayed in the list pane (left side): 

o Part Workflow: Part workflows are initiated when: 

 There is a need for a product created by a Sales Order that cannot be filled from current 
inventory or that drops the inventory level below the established refill threshold. 



 The workflow is manually initiated in the Inventory module through the “Replenish” 
command. 

o Maintenance Workflow: Maintenance workflows are initiated automatically or manually 
as configured in the Equipment module. 

 

o Free Workflow: Free workflows are initiated by clicking “Start” in the Management 
module, choosing the workflow from the “Start Workflow” window, and clicking “Start”. 

- Viewing List Pane 

There are a number of ways to view the list pane (left side), depending on your needs: 

o View by Workflows 

To view by workflow, click on the “View by” drop-down and click “Workflows”. This view displays the 
workflows themselves. These are divided by sub-headings including: 

 Active Workflows without issues: These are workflows that are currently active 
and moving forward. 

 Active Workflow with issues: These are workflows that have been paused 
because of an issue that needs management intervention. 

 Workflows Waiting for Materials: These workflows are waiting for materials to 
be received or for precursor workflows to be completed. 

 By clicking on one or both of the “Quick Filters”, you can also choose to view: 

 Completed Workflows: Workflows that have been completed and 
closed. 

 Cancelled Workflows: Workflows that have been cancelled before 
completion for some reason. 

 Closed Workflows: Cancelled workflows that have been closed 
completely. 

 Workflow Details 

To the right in the module, you will find the details of the highlighted workflow: 

 Context: Contains the basic workflow information for example workflow 
name, part name, part number, quantity, and Manager Zone (if any). 
The information displayed depends on the type of workflow - part 
workflow, maintenance workflow, or free workflow. 

 Details: The data in this section include workflow status, priority, due 
date, admin-defined custom labels (sortable), and other important data. 



 Custom Properties: Custom Properties is another set of of admin-
defined custom fields (not sortable). 

 Activities: Shows completed and current workflow activities and details 
about them. 

o View by Activities 

 To view by activities, click on the “View by” drop-down (upper, left) and click 
“Activities”. This view displays the individual workflow activities. These are 
divided by subheadings including: 

 Canceled Activities: Activities associated with Workflows that have been 
canceled, but not yet closed. 

 Activities Not Started: Current activities that have not yet been started. 

 Paused Activities: Activities that have been started and then paused. 

 In-process Activities: Activities that are currently being worked on. 

 Completed Activities: Activities that have been completed. 

o You can also choose to view activities associated with completed, closed, and/or 
cancelled workflows by clicking the Quick Filter check boxes. 

- List Pane Heading/Ribbon 
The headings in the List Pane may be configured as the user wants. To do so, the user right-clicks 
on the headings bar (ribbon). This will bring up a list of heading options. The user chooses which 
headings they want to see by check marking those headings. The headings can then be arranged 
by left-clicking the heading and dragging it to the desired position. The columns under a heading 
may be sorted alphanumerically by single-clicking the heading. 

- Documents 

You have the option of adding documents (text, drawings, or other) to the workflow when it is initiated 
or at any time in the future. These documents will show up in the Activities module for any activity that 
is part of the workflow and will be separate from the documents attached to the workflow template. 

o To add a document to a workflow, highlight the workflow in the list pane, and click 
“Documents”. This will open the Documents window. In the Documents window, click 
“Upload”, browse to the correct document or file, and double-click on it. The file will be 
added to this workflow. 

o To access a document or file, highlight the entry, and click “Documents”. This brings up 
the “Documents” pane. Double-click on the file you wish to view. Alternatively, highlight 
the file and click “Open”. To delete a file from the Documents pane, highlight the file 
and click “Delete”. 

o Note: In order to view any files through the Documents feature, the user's device must 
have the proper application for the file type. 



- Custom Fields 

Custom fields are set up and configured in the Administration module. There are two types of custom 
fields in the Management module: 

o Custom Labels 
Custom labels are displayed in the Details section on the right side of the module and 
are a way to capture information that is not captured elsewhere in the Details pane. 
These Custom Label fields are set up and defined in the Administration module under 
Workflow Custom Labels. Six custom labels are provided in the details pane. These 
labels are filterable. 

o Custom Properties 
The Custom Properties section is on the right side of the module. These Custom 
Properties fields are set up and defined in the Administration module under Custom 
Properties. There can be as many Custom Properties as needed and there are several 
options in the type of data that they capture and how they do it. Custom Properties are 
not filterable. 

- Managing/Resolving NCRs 

When a user has a problem that does not allow them to complete one of their activities, they can report 
an issue. When they do this, this will be displayed in the Management module list pane under the 
heading “Active Workflows with Issues” (View by Workflow) or “Blocked Activities” (View by Activities). 

o Highlight the blocked workflow or activity to see the details of the issue under Activity 
Details. When the issue is resolved, click “Clear Issue” to return the activity to an active 
status. 

- Summary 

The Workflow Summary is a report on a specific workflow. The heading or top section of the Workflow 
Summary displays general details about the workflow and totals the hours and costs of the workflow. 
Following the heading, there will be sections covering each activity in the workflow process, showing the 
time, cost, who performed the activity, when it was done, and other data pertaining to the activity. The 
Workflow Summary can be accessed after the workflow is complete or at any time during the workflow 
process. 

o To access the Workflow Summary, highlight the workflow in the list pane, then click 
“Summary”. The Workflow Summary can be saved as a pdf file or printed by clicking the 
printer icon. 

- Filter Workflows 

Using filters will help you find the workflows or activities you need quickly. Stentorian provides two filter 
tools: 

o Type-down Filter 



The type-down filter is located on the top left of the module. In the “Search for workflows” or “Search 
for activities” field (depending on the “View by” you choose), type in a key word or number and the list 
will automatically be filtered to match your entry. This filter is not case sensitive. 

o Customizable Filters 

To access customizable filters, click on the gear icon to the right of the type-down filter. This will bring 
up a list with several options: 

 Add Filter: To add a new filter, click this option. This will bring up the window to 
create your filter. Naming the filter is optional but recommended if you plan on 
saving the filter for future use. 

 Setting Parameters: The first field below the name is a drop-down list of 
headings to filter (Example: Status). Choose the desired heading. The 
next field gives you options of how your filter should respond to the last 
field (Example: =). The last field is where you put your key text 
(Example: Waiting for Materials). Click “OK”. This example filter would 
return all workflows whose status is “Waiting for Materials”. 

 Adding a Parameter: If you want a multi-parameter filter, click the green 
“+” to add another parameter line (Example: Due Date/≤/“3/9/2021”). 
Click “OK”. This example would return all workflows waiting for 
materials with a due date prior to 3/10/2021. 

 Saving a Filter: If you wish to use the filter again, you can save the filter by 
clicking on the filter icon (which will now read “Filtered”), and choose: 

 Save Filter: Will save the filter for this user only. 

 Save Shared Filter: Will save the filter for anyone who has Administrator 
or Manager permissions. 

 Load Filter: Once you have saved a filter, you can click the filter icon and then 
click “Load Filter”. This will show you a list of available saved filters to choose 
from. Click on the filter you want to load. 

 Edit Filter: To edit a filter, load it, click on “Filtered”, and click on “Edit Filter”. 
Make any needed changes. You can save with the same name which will 
overwrite the original filter or with a different name which will create a new 
saved filter. 

 Clear Filter: To clear a filter, click on “Filtered”, then click on “Clear Filter” to 
return to the unfiltered workflows/activities list. 

 Note: If you are unable to find an entry that you know is on the list, 
check to make sure the list is not filtered. 

 Manage Filters: This option allows you to view all filters in the program and to 
delete old filters that you don't need any longer. 



 Choose Columns: This is another option for setting what columns you want to 
see in the List Pane. Click on “Choose Columns” and check mark which column 
heading you want. 

- Free Workflows 

A Free Workflow is different from a Parts Workflow that is associated with a specific part and an 
Equipment Maintenance Workflow that is associated with a piece of equipment in that it has no specific 
associations. A Free Workflow can be for anything from an audit to cleaning the bathroom. 

o Creating a Free Workflow 
Click “Manage Workflows”. This opens the Manage Workflow window. In the Manage 
Workflows pane, click “New” which will bring up the Design New Workflow pane. You 
can create a new free workflow in two ways: 

 Start from Copy - Highlight a workflow from the list of workflows and click “Start 
from Copy”. This opens the Workflow Template Editor. Choose a new name for 
the workflow to differentiate it from the original, make needed changes, click 
“Save and Close”. 

 Start from Scratch (3) - To create a new free workflow from scratch, click the 
“Start from Scratch” button. This opens the Workflow Template Editor. 

 Enter a name for your workflow in the Name field. 

 Choose a Manager Zone from the drop-down list (if 
desired). Note: Manager Zones and policies are set in 
the Administration module. 

 To create the first activity for the workflow, click “New”, enter a name 
for the activity, choose a station* from the dropdown list, add any 
Notes in the Notes field and click “Create”. The activity will appear on 
the left. To create the next activity, follow the same steps. When the 
second activity appears on the left, you can draw an arrow by left-
clicking on the first activity, dragging to the second, and releasing. 
Continue in this manner until you have created all the activities for the 
workflow, drawing arrows to show the flow. 

 Note: You can make your activities in series or in parallel depending on 
how you draw your arrows. 

 Note: Stations are created in the Administration module. 

 To edit an activity, highlight it, make needed changes, and click “Apply”. 

 To delete an activity, highlight it and click “Delete”. When you delete an 
activity, you will have to draw new arrows between activities. 

 To delete an arrow, click on it and press the Delete key on your 
keyboard. 



 When you are finished with the workflow, click “Save and Close. Exit out 
of the other panes. Your new workflow will be added to the free 
workflows list. 

 You have the option of adding documents (text, drawings, or other) to the 
workflow when it is created or any time in the future. The only limitation is that 
the device must have an application capable of viewing the document or file. 
These documents will show up in any place this workflow is used. You can add 
documents to: 

 Activity: To add a document to a specific activity, click on the workflow 
name in the Manage Workflows window. This will bring up the Edit 
Workflow pane. Highlight the activity, click “Edit”, and click 
“Documents”. In the Documents pane, click “Upload”, browse to the 
correct document or file, and double-click on it. The file will be added to 
this activity and anyone doing the activity will be able to access it. 

 Workflow: To add a document to a workflow, click on the workflow 
name in the Manage Workflows window. This will bring up the Edit 
Workflow pane. Click “Documents” on the bottom left. In the 
Documents pane, click “Upload”, browse to the correct document or 
file, and double-click on it. The file will be added to this workflow and 
anyone doing any activity in the workflow will be able to access it. 

 Note: The device being used must have the application needed to open 
the file installed. For example, MS Word to open a Word document. 

o Starting a Free Workflow 
To initiate a free workflow, click start, highlight the workflow you want to start, and click 
“Start”. Click “Refresh” to see the workflow on the workflow list. The first activity for the 
workflow will also be placed in the activity queue for anyone authorized to perform the 
activity. 

-  Managing Workflows 



Once a workflow is initiated and it is placed on 
the workflow/activity list (left side), there are 
a number of options available. 

o Edit: There are a number of editable 
fields on the right side of the module, 
including Name, Priority, Due Date, and 
various custom field. To edit data in the details 
section (right side), highlight the workflow or 
activity on the list, click “Enable Editing”, make 
needed changes, and click “Save”. 

o Change Priority: To change the priority 
of a workflow, click “Enable Editing”, change 
the priority number to a higher or lower 
number to move the workflow up or down the 
priority list, click “Save”. 

o Enter Data in Custom Label Fields: To enter or change data in custom label fields, click 
“Enable Editing, make needed changes, and click “Save”. 

o Enter data in Custom Properties Fields: To enter or change data in custom properties 
fields, click “Enable Editing”, make needed changes, and click “Save”. 

o Assign Activities: A manager can assign an activity to one or more users from the 
Management module by highlighting the activity and clicking “Add User” in the 
assignments section of the Activity Details. Then choose the user from the list window 
and click “OK”. The user is then added to the Assignments list. 

 

 The manager can then highlight the user and click the start icon to start the 
activity for the user. 

o Assign Resources: A manager can assign a Resource to the activity by highlighting the 
activity and clicking “Add Resource” in the assignments section of the Activity Details. 
Then choose the resource from the list window and click “OK”. The resource is then 
added to the Assignments list. 

 The manager can then highlight the resource and click the “Edit 
Allocation” button to define how much of the resource is being used. 

 The manager can also Start, Pause, or Resume the resource if needed. 

o Track Activities: On the right side of the module, you can see many details of the 
highlighted workflow or activity: 

 In the Details section of a workflow, you can see: 

 When the workflow was created 



 When the workflow was started 

 How much labor has been dedicated to the workflow (Man Hours) 

 The cost of the labor (Labor Cost) 

 Resource Hours 

 Resource Cost 

 Total Cost (Labor Cost + Resource Cost) 

 The Lifetime of the workflow (time elapsed from creation) 

 Work Length (time elapsed from when it was started) 

 In the Activities section, you can see what activities have been completed and 
what the current activity is. If you highlight an activity, you can see: 

 How much time each user has spent on the activity (Duration) 

 How much time a resource has been used on the activity (Duration) 

 Total Labor Hours and Costs for the activity 

o Pause and Resume a Workflow: If there is a reason to do so, you can pause a workflow 
entirely for a time. Highlight the workflow in the list pane and then click the pause 
icon to pause all activities on a workflow. When you want to resume the workflow, 
highlight the workflow in the list pane and then click the resume icon. 

o Cancel Workflow: To cancel a workflow, highlight the workflow in the list pane and click 
“Cancel Workflow”. A window will open where you can enter a reason for cancelling the 
workflow. 

o Close Workflow: To remove a cancelled workflow from the workflow list, highlight the 
cancelled workflow, click “Close”, and click “Refresh”. 

Activities Module 

 Features 

- Activity List Pane 

On the left side is the Activities list pane. Here the 
user will see a list of Activities that apply to them. 
These will be divided into sub-headings: 

o My In-Process Activities: Activities 
that have been assigned to the 
user that the user is currently 
clocked in on and currently doing. 



o My Inactive Activities: Activities that have been assigned to the user that are paused or 
have not yet been started. 

o Unassigned Activities in My Station: Activities available to the user that have not yet 
been assigned to anyone. 

o Assigned Activities in My Stations: Activities available to the user that someone else is 
assigned to. In these cases, the user may also accept an assignment to the Activity. 

- Activity Details 

On the right side, Activity Details shows the details of the highlighted Activity including Workflow Name, 
Part Name, Part Number, and Quantity. The Activity Details section also contains information about who 
is assigned to the Activity and how much time has been spent completing it, notes relative to the 
Activity, and other useful information. 

- Activity Buttons 

Above the Details section, are the Activity buttons. These buttons are: 

o Start 

o Pause 

o Resume 

o Complete 

o Up and down arrows to adjust priority 

o “Report Issue” button 

o “History” button 

o “Documents” button 

- Activity List 

Shows only those Activities for Stations the logged in user is assigned to. Stations are assigned in 
the Administration module. 

o The Activity List headings may be configured as the user wants. To do so, the user right-
clicks on the headings bar (ribbon). This will bring up a list of heading options. The user 
chooses which headings they want to see by check marking those headings. The 
headings can then be arranged by left-clicking the heading and dragging it to the desired 
position. The columns under a heading may be sorted alphanumerically by single-
clicking the heading. 

o Note: These settings will be saved upon closing the software. 

o Note: The definitions for each heading may be found in the Glossary. 

- Activity Details 



Details for the highlighted Activity can be seen in the section on the right. This section is divided into six 
sub-sections: 

o Top: The top section shows the Activity name and current status. 

o Context: Context lists the workflow the Activity belongs to and other information 
relating to the workflow. The information displayed depends on the type of workflow - 
part workflow, maintenance workflow, or free workflow. 

o Details: Details list the Activity Station, Priority (Activity Priority), when the workflow 
was created and when the Activity was started. 

o Assignments: The Assignments sub-section shows each user assigned to the Activity, 
how long they have been doing the Activity, and their current status. The Assignments 
sub-section also allows a manager to manage the users assigned to the Activity. The 
manager can do this from the Activities module or the Management module. To add a 
user, the manager clicks on “Add User”. To change the status of a user, the manager 
highlights the Name and clicks the Start, Pause, Resume, or Complete icon. 

 Note: These options are not available for non-managers. 

o Duration and Costs: This sub-section details labor and costs for the Activity. Definitions 
for these fields can be found in the Glossary. 

o Notes: The Notes field contains Activity-specific information and instruction. The User 
can also add information by clicking “Enable Editing” and making an entry. 

- Performing the Activity 

The user accepts an Activity from the Activity List by highlighting it and clicking “Assign to Me”. The user 
can accept an Activity that is unassigned or that is assigned to another user. When the Activity is 
accepted, it moves to the “My Inactive Activities” heading. At this point a number of options become 
available to the User: 

o Start: To begin working on an Activity, the user clicks this button. The system will then 
begin tracking the user's time on the Activity. 

o Pause: When the user stops working on the Activity for any reason other than the 
Activity being complete, they click the pause button to stop tracking their time. 

o Resume: When the user returns to working on the Activity, they click the resume button 
to resume tracking their time. 

o Complete: When the Activity is complete, the user clicks the complete button. This 
should ONLY be done when the Activity is complete. Clicking the complete button will 
move the workflow to the next step. This cannot be undone. After clicking the Complete 
button, click “Refresh” to update the Activity List. 

 Note: Completing an Activity for one user completes the Activity for all users. If the user 
is moving to a different Activity before the Current Activity is completed, they should 
click the pause button, NOT the complete button. 



o Change Priority: If there is a need, the user can change the Activity Priority relative to 
other Activities on the list by clicking the up or down arrows. This can only be done for 
an Activity that is assigned to the User. 

o Documents: To view files relating to the Activity and/or workflow, the user highlights 
the Activity in the Activity list, clicks on “Documents” to open the Documents pane, and 
double-clicking on the file they wish to view. Alternately, the user can highlight the file 
and click “Open”. The user may also save the file to their device by clicking “Save As”. 

 Upload: The user may upload a file to Documents from the Documents pane by clicking 
“Upload”, navigating to the desired file on the device, and double-clicking or highlighting 
the file and clicking “Open”. 

 Note: The device being used must have the application needed to open the file 
installed. For example, MS Word to open a Word document. 

 Note: Not all “Documents” options are available to all users. 

o Report Issue: The user may report an issue with the current Activity by highlighting the 
Activity and clicking “Report Issue”. This brings up the Report Issue pane. The user then 
chooses the type of issue: 

 Blocked: This Activity cannot be performed until the issue is resolved. 

 Cancelled: This Activity has been cancelled and will not be resumed. 

The user then types the details of the issue in the Report Details field. After completing the Report Issue 
entry, click “OK” and then “Refresh”. The Activity will be removed from the Activity List until the issue is 
resolved by a manager. 

- History: Clicking the “History” button will bring up the highlighted Activity's Revision History 
pane. The Revision History captures any changes to the Activity including what the change was, 
who made the change, and when the change was made. This information is added to the 
Workflow Summary. 

- Resource Allocation 

A Resource is something that is needed to complete an Activity that does not require the active 
involvement of a User. An example of this might be an oven in which a product might be baked or cured. 
In this example the Resource has a cost that should be tracked, but the user can be performing other 
Activities while the Resource is performing its function. 

o To add a resource, the user clicks “Add Resource”. This will pull up a list of Resources 
that was created in the Administration module. Click on the desired Resource and it will 
appear in the Assignments box. The user can edit the percentage of the Resource being 
used (for example if more than one Activity is using the Resource), by clicking on “Edit 
Allocation”, editing the percentage, and clicking “OK”. 

o When the Resource has been added to the Assignments box, the user highlights the 
Resource and clicks the Start button to start tracking the time the Resource is being 



used. When the Resource has competed its function, the user highlights the Resource in 
the Assignments box and clicks the Pause button. 

o Important: Do NOT click the Complete button. This will complete the Activity for all 
users and Resources and cannot be undone. 

 Note: If the user(s) moves on to another Activity while the Resource is 
performing its function, they should pause the Activity for themselves. When 
the Resource is finished performing its function the user(s) may resume or 
complete the Activity depending on circumstances. 

 



PROJECT
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PROJECT MANAGEMENT 

OVERVIEW: 

The Sales Order Module accompanied by the many features is designed to give those that sell products, 
services, etc. the live information for sellable products, inventoried items, and items within production.  
Having all this information from Real-Time data allows bids, quotes, and sales orders to be created 
without make guessing or looking for the information need to sell.  With Real-Time data, the costs of 
materials are updated in one database which can be accessed by those that have this type of 
information. 

 INTERGRATION/AUTOMATION: 

The Sales Order Module links all modules together.  From the time that a Sales Order is committed, the 
Stentorian System then reserves inventory items to that specific Sales Order.  If inventory level is at 0 or 
drops below the refill threshold, a workorder will be created using the created workflow information 
from the Part Catalog module to produce or purchase items committed.  This would create open 
activities in both Management module and Activities modules.  Once the items are produced or 
purchased, they will be received into the Inventory module ready to be shipped against that reservation. 

 SALES QUOTING CALCULATIONS: 

Each Sales Order has different stages that apply to quoting.   The Design stage is designed to build out 
your quote by adding the line items of items being sold, filling out shipping details and contract 
information, and building out the price.  To lock in prices, the Bidding stage is created.  This stage would 
not only lock pricing but making some of the information not able to be edited on the quote. The last 
stage would be to commit the quote into an actual Sales Order. 

The Sales Order links into the Part Catalog module to use the Total Cost for the item being sold.  There, a 
sales calculator is now used where you calculate the total cost with quantity being sold with markups 
and margins as well as discounts to create the price for each line item. 

 SHIPMENT: 

Each committed Sales Order creates a reservation for Inventory.  If the sold items are already in a 
location in inventory, they are ready for shipping.  If the items are not in inventory, a workorder would 
be generated to produce or purchase these items.  Once all items are received into inventory, the 
reservation will then be allocated ready to ship.  The feature has the ability to ship partial shipments if a 
portion of the quantity of items are order have been received into Inventory, while the remainder is still 
being produced or received. 

 INVOICING: 

Each Sales Order has a total amount due with all line items added together.  Stentorian Systems 
provides an invoicing tool that records and send out invoices against the Sales Order.  The invoice 
feature has options to create multiple or partial invoices that match with schedule of values. 

 



VALUE: 

SALES ORDER CONTROL: 

The ability to have multiple users that can create a 
Sales Order with using the same data and information 
eliminate different unknown quotes and prices.  With 
having all information together with Real-Time data 
and using the documents stored that all who have the 
assigned permissions have access to will allow orders 
to be created with using the same structure and cost.  
This allowing companies to manage pricing for either 
competitive needs, budgets, margins and profits, or 

promotional.  Giving many varieties of opportunities to create a pricing strategy for companywide sales 
and orders.  This eliminates those that create orders from using outdated information or information 
coming from an unauthorized source. 

The Sales Order module features a table showing all Sales Orders.  When filtered, the Sales Orders can 
be organized to show all open quotes and status.  This being valuable to follow and up and continue the 
sales process and not forgetting and neglecting open sales quotes.  Giving more opportunity for growing 
sells within the company. 

Communication within each modules gives instant results and saves much time searching for answers or 
even communicating results.  This will speed up the sales communication back to the company to fulfill 
orders.  For example, Real-Time data will instantly tell the order take if something is available or if 
committed, it will tell inventory or the shop to start fulfilling or producing the order.  There will be no 
down time to relay messages regarding order or miscommunication but will allow information to be 
sent with actionable activities and tasks. 

 TOTAL COST/PRICING: 

Having all quotes coming from the same source 
eliminates wrong and outdated pricing.  The sales 
quotes link to the Total Cost for the part number that 
the line items is referencing.  With this cost, the 
ability to create and follow a company sales strategy 
becomes effective and efficient as the cost now is 
created into a price by using a sales calculator.  This 
sales calculator calculates the Total Cost with 
different options such as Margin, Markup, and 
Discounts.  Using your company’s price strategy, you 
then will have the pricing needed to either meet your profit needs or meet competitive needs.  This 
allowing human-error or miscalculations on final prices that are sent by way of quote or bid. 



IMPLEMENTATION 

 

Sales Order 

- List 

On the top, you will find a list of sales orders. This is a quick, comprehensive look at all your customer 
orders for product or services and key details about them. 

- Details 

In the details section, you will find the details of the highlighted sales order, including the Sales Order 
number, customer, billing and shipping terms, and what was ordered. 

- Shipments 

The Shipments section displays shipments sent and details about the shipment, including partials orders 
and what the customer is still waiting for. You can record and edit shipments as they go out to the 
customer. 

- Invoices 

The Invoice section allows you to create invoices and edit, including partial invoices. You can also print 
an invoice and send it to the customer. 

Features 

- Creating a Sales Order 

To create a new sales order, click “New”. This creates a new purchase order, ready for you to enter data 
in the details section (below the list pane): 



o SO Number: Sales Order number. If you set up to auto-generate sales order number 
(Administration/Sales Order Policies), this field will be generated the first time you save. 

o Date: The Date can be used however you want. It can be the order date, the due date, 
or another date as you define. 

o External SO Number: If your customer has a sales order number that is different than 
yours, recording that number in this field will keep the two numbers associated and 
searchable. 

o Project: Name of the project. This field is not required. 

o Bill To: Who to bill for the order. This information is pulled from the address book 
(Addresses). 

o Ship To: Where to ship the order. This information is pulled from the address book 
(Addresses). 

o Billing Terms: Billing terms for the order. These may be predefined terms selected from 
a drop-down list (Administration/Predefined Billing Terms) or may be manually entered. 

o Shipping Terms: Shipping terms for the order. These may be predefined terms selected 
from a drop-down list (Administration/Predefined Shipping Terms) or may be manually 
entered. 

o Inventory Facility: The Inventory Facility is for companies with multiple inventory sites 
and is defined in the Inventory module. 

o Notes: Free field for whatever information you need that is not covered elsewhere. 

o Bill of Materials: This is where you add products or materials being ordered. To add to 
the order: 

 Click “Add”. This will bring up the Choose Part window. 

 Find the part to add by scrolling or using the type-down search (“Search for 
parts”), highlight the part, and click “OK”. Note: You can select multiple parts by 
using the shift key or by using “Ctrl/click”. 

 Repeat steps one and two until all products or materials are added to the Bill of 
Materials. 

 Confirm that the “Units” field is correct. Note: The units in the Bill of Materials 
must match the units in the Inventory module. 

 Enter the quantity needed for each line-item. 

 If needed, you can add notes for each line-item. Click on the line item and a 
Notes field will open. Type in the desired notes. To close the Notes field, press 
“Ctrl” on your keyboard and left-click the line-item. Note: There is a limit of 
twelve printable lines in the Notes field. If you go over twelve lines, they won't 



all print in the quote. Note: If the line-item has a note, the Notes checkbox will 
be checked. 

 At any point in the process of adding to the Bill of Materials, you can press 
Save. Note: Do not exit the module without saving. 

o Edit: To edit any part of the sales order, highlight the sales order, make sure the stage is 
“Design” (if it is not, click “Unlock for Design” at the top), make needed changes, and 
click “Save”. 

o Revert: To return to the last saved version of the sales order, click “Revert”. 

o Remove: To remove an item from the Bill of Materials, highlight the item, click 
“Remove”, and click “Save”. 

- Documents 

o To add documents (text, drawings, or other) to a specific sales order, highlight the sales 
order in the list pane, and click “Documents”. This will open the Documents window. In 
the Documents window, click “Upload”, browse to the correct document or file, and 
double-click on it. The file will be added to this sales order. 

o To access a document or file, highlight the sales order, and click “Documents”. This 
opens “Documents” window. Double-click on the file you wish to view. Alternatively, 
highlight the file and click “Open”. 

o Note: To view any files through the Documents feature, the user's device must have the 
proper application for the file type. 

- Bidding/Margin Tools 

When the sales order is created and the Bill of Materials has been entered, there are a number of 
bidding and sales order management tools available to manage your bidding process, margins, and sales 
order process: 

o Design: When you create a new sales order, “Design” is the default stage. In the Design 
stage, you can add things to the Bill of Materials and make other changes to the sales 
order. If you are in the “Bidding” stage and want to make changes, you will need to click 
“Unlock for Design”. 

o Bid Tools: In the Bill of Materials section, there are bid tools to help you set and 
understand your margin: 

 Financial Numbers: In the Bill of Materials section, you will see several numbers 
across the top: 

 Total Cost: Total cost of materials for the order based on the cost data 
in the Parts module. Note: The Total Cost does not include labor or 
resource costs estimates unless these were included in the base cost in 
the Parts module. 



 Markup: The markup for the sales order expressed as a dollar amount 
and as a percentage. 

 Discount: Discount applied to the whole order and expressed as a dollar 
amount and as a percentage. This number is automatically calculated as 
a total of line-item discounts. 

 Total Price: The total invoiceable amount of the order after material 
costs, markups, and discounts are applied. Calculated automatically 
based on amounts entered into the order. 

 Margin: Markup divided by total price, expressed as a percentage. 

 Bill of Materials Columns: Definitions of the various columns in the Bill of 
Materials field. Note: The per-unit cost controls (Per-unit Markup and Per-unit 
Subtotal) can be turned on or off as desired, by checking or unchecking the 
“Per-unit Cost Controls” checkbox. 

 Part: Part name and part number of the line-item. 

 Unit: Unit being ordered. Note: Must match the unit of the part in the 
Inventory module. 

 Quantity: Number of units of the line-item being ordered. 

 Quantity Shipped: Quantity of the line-item that has been shipped. 

 Cost: Unit cost of the line-item as defined in the Parts module. 

 Per Unit: Per-unit Cost Controls are tools for viewing unit price and 
markup and may be toggled on and off by checking the “Per-unit Cost 
Controls” checkbox. Note: When you enter a number in “Per-unit 
Markup” or “Per-unit Subtotal”, the other field will be automatically 
calculated. 

o Per-unit Markup: The markup for each unit (expressed as a 
dollar amount -default - or a percentage). 

o %: Checkmark the box to calculate the line-item markup as a 
percentage. 

o Per-unit Subtotal: Unit price of the line-item (what the customer 
is being charged). 

 Subtotal: Unit price times number of units being ordered. 

 Markup: Markup for the line-item total (unit cost times quantity) 
expressed as a dollar amount (default) or a percentage. Note: This field 
is not necessary if you are using the Per-unit Cost Controls. 



o %: Checkmark the box to calculate the line-item total markup as 
a percentage. 

o Note: When you enter a number in “Subtotal” or “Markup”, the 
other field will be automatically calculated. 

 Discount: Discount (if any) for the line-item total (unit cost times 
quantity) expressed as a dollar amount (default) or a percentage. 

o %: Checkmark the box to calculate the line-item discount (if any) 
as a percentage. 

 Total: Line-item total, calculated automatically after material cost, 
markup, and discounts are entered. 

 Notes: Line-item notes are provided, if needed. To add a line-item note, 
click on the line-item and the notes field will open. Type in needed 
notes and click save. You can add up to of twelve lines of notes. The 
Notes checkbox will be checked when any notes have been added to 
the line-item. 

o Lock for Bidding: When the sales order information has been entered, you can click 
“Lock for Bidding” to lock everything in place. This will also make the “Print Quote” 
option available. 

o Print Quote: Click “Print Quote”, select the quote date and the quote expiration date 
(not required), and click “OK”. This brings up the Document Viewer from which you can 
print the quote as hardcopy for regular mail or PDF for email. 

o Commit: When the bid is accepted, click “Commit”. This will reserve the inventory items 
needed to fill the order and initiate any workflows required to produce the product.  

 Important: It is critical that everything is correct before you click “Commit” 
because this begins several processes and can only be undone with difficulty. If 
a mistake is made, contact your Account Manager. 

o Complete: When a sales order has been completed, including shipping and invoicing, 
you can click “Complete”, and “Refresh” and it will be removed from the list pane. 

o Delete: If you do not get the bid, or for some other reason the sales order needs to be 
deleted, highlight the sales order, and click “Delete”. 

- Viewing Sales Orders 

o List Pane 

 The list pane displays an overview of all open sales orders. Completed sales 
orders can be viewed by check marking the “Show Completed Sales Orders” 
checkbox. 



 The headings in the list pane may be configured as the user wants. To do so, the 
right-click on the headings bar (ribbon). This will bring up a list of heading 
options. The you can choose which headings you want to see by check marking 
those headings. The headings can then be arranged by left-clicking the heading 
and dragging it to the desired position. The columns under a heading may be 
sorted alphanumerically by single-clicking the heading. 

 These settings will automatically be saved when the user logs out. 

 The columns can be sorted to allow you to track sales orders in various stages, 
by customer, or by date. You can find a specific order or group of sales orders 
using the type-down search or filter functions (top, left). 

- Filters 

Using filters will help you find the sales orders you need quickly. Stentorian provides two filter tools: 

o Type-down Filter 

In the “Search for sales orders”, type in a key word or number and the list will automatically be filtered 
to match your entry. This filter is not case sensitive. 

o Customizable Filters 

To access customizable filters, click on the gear icon. This will bring up a list with several options: 

 Add Filter: To add a new filter, click this option. This will bring up the window to 
create your filter. Naming the filter is optional but recommended if you plan on 
saving the filter for future use. 

 Setting Parameters: The first field below the name is a drop-down list of 
headings to filter (Example: Stage). Choose the desired heading. The next 
field (3) gives you options of how your filter should respond to the last field 
(Example: =). The last field is where you put your key text (Example: Design). 
Click “OK”. This example filter would return all sales orders in the “Design” 
stage. 

 Adding a Parameter: If you want a multi-parameter filter, click the green “+” to 
add another parameter line (Example: Project/=/“Acme”). Click “OK”. This 
example would return all Acme sales orders that are in the “Design” stage. 

 Saving a Filter: If you wish to use the filter again, you can save the filter by 
clicking on the filter icon (which will now read “Filtered”), and choose: 

 Save Filter: Will save the filter for this user only. 

 Save Shared Filter: Will save the filter for anyone who has 
Administrator, Sales Order Editor, or Sales Order Reader permissions. 



 Load Filter: Once you have saved a filter, you can click the filter icon and then 
click “Load Filter”. This will show you a list of available saved filters to choose 
from. Click on the filter you want to load. 

 Edit Filter: To edit a filter, load it, click on “Filtered”, and click on “Edit Filter”. 
Make any needed changes. You can save with the same name which will 
overwrite the original filter or with a different name which will create a new 
saved filter. 

 Clear Filter: To clear a filter, click on “Filtered”, then click on “Clear Filter” to 
return to the unfiltered workflows/activities list. 

 Note: If you are unable to find an entry that you know is on the list, 
check to make sure the list is not filtered. 

 Manage Filters: This option allows you to view all filters in the program and to 
delete old filters that you don't need any longer. 

 Choose Columns: This is another option for setting what columns you want to 
see in the List Pane. Click on “Choose Columns” and check mark which column 
heading you want. 

o View a Sales Order 

To view a sales order, find and highlight the correct sales order to see all the details of the sales order 
below the list pane. 

 History: To view the history of a sales order, highlight the sales order in the list 
pane and click “History”. This will show you the history of the sales order from 
its creation, any changes made, and who made them. 

- Shipments 

o Add a Shipment 

 In the Shipments section, click “Add”. 
This opens the Edit Shipment window. 
Confirm the shipping date, add shipping 
terms (not required), and any notes such 
as tracking number, truck number, or 
other details. Now click “Add”. This opens 
the Add Shipping Item window with a list 
of everything in this sales order, including 
the quantity ordered, how many still need 
to be shipped, and how many are 
available in inventory. Checkmark the 
items that you are shipping and click 
“OK”. In the Edit Shipment window, make 



any necessary adjustments to “Quantity Shipped” numbers for this shipment. 
Click “OK” and then click “Save”. 

o Edit Shipment: Double-click on the shipment you want to edit, make any needed 
changes, click “OK”, then click “save”. 

o Remove Shipment: Highlight shipment and click “Remove”. Note: Shipments can only be 
removed if inventory has not yet been deducted. 

o Pick List: When a shipment has been created and saved, a picklist can be printed to 
assist in pulling and packing the correct items in the correct quantities. Highlight the 
shipment and click “Pick List”. This opens the document viewer. From here, you can 
print a hard copy or print to pdf. 

o Deduct Inventory: When the shipment is pulled and ready to be shipped, you can 
automatically deduct those items from inventory. Highlight the shipment and click 
“Deduct Inventory”. Once the items have been deducted from inventory, the “Deduct 
from Inventory” button will no longer be available. 

- Invoices 

o To create an invoice, scroll to the Invoices section (bottom), and click “Add”. This opens 
the Edit Invoice window. The invoice date is set automatically but can be edited. Enter 
Due Date, Billing Terms (optional), 
amount due, and any notes. Click 
“OK” and then click “Save”. 

o Edit Invoice: Double-click on the 
invoice you want to edit, make any 
needed changes, click “OK”, then 
click “Save”. 

o Remove Invoice: Highlight invoice, 
click “Remove”, and then click 
“Save”. 

o Print Invoice: Highlight the invoice 
and click “Print Invoice”. This opens 
the Document Viewer. From here, 
you can print a hardcopy or print to 
pdf. 


