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How to start the application  
Go to the Windows menu Start/All Programs/Almyta Control System.  

 

 

 

 
 

2. Select XYZ Corp and click the Open button to learn how the software operates.  

 

 

 

To create a new company, double-click <New Company>. 
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To create a real company, select New Company with Clean Data. For a new test, select New Company with Test Data. If 

you want to link to an existing networked company or a SQL Server hosted company, select Link to an Existing Company 

on the Network. On the next screen, specify a new company name for first two options, or browse the network to point 

to an existing company. 
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Navigating the Menus  
 

The application menu is located at the top and consists of a few tabs: Home, Orders, Inventory, Assets, Reports, System, 

Data, Report Preview, Add-ins, and Help.  

 

Each tab is divided into groups. In the above tab, the groups are All Commands, External Commands, and Exit. 

Each group may contain a large button, 

 

small button, 

 

or split button. 
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The split button has two uǎŜǎΦ /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ǘŜȄǘ όƛƴ ǘƘƛǎ ŎŀǎŜΣ ά²ŀǊŜƘƻǳǎŜ [ƻŎŀǘƛƻƴǎέύ ƻǇŜƴǎ ǳǇ ŀ ŎƻǊǊŜǎǇƻƴŘƛƴƎ 

screen immediately. Clicking on the down-arrow, to the right of the text, opens up a dropdown menu with more 

options. 
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Top Procedural Tips  
 

Saving changes 

 

Click on the pencil located on the record selector, click on a different record, or press SHIFT+ENTER. The Pencil should 

change to the right arrow. 

Canceling unsaved changes 

 

Press the ESC key once to cancel changes to the last field 

 

Press the ESC key a second time to restore an entire record.  

 

This can be done before a record has been saved (pencil in the selector). The right-arrow, in the selector, means that the 

record is saved or restored. 

Adding a new record 
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To add a new record on the spreadsheet-like screens, go to the last record marked with an asterisk, or click on the Add 

bŜǿ ōǳǘǘƻƴ ƻƴ ǘƘŜ ōƻǘǘƻƳ ƭŜŦǘΣ ƻǊ ŎƭƛŎƪ ŀ ǎƳŀƭƭ άƴŜǿέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ŀǘ ǘƘŜ ǾŜǊȅ ōƻǘǘƻƳ ƛƴ ǘƘŜ ǊŜŎƻǊŘ ƴŀǾƛƎŀǘƛƻƴ ǇŀƴŜƭΦ 

. 

 

On a single-record-per-page screen, such as item master or purchase/shipping order, use the Yellow Plus Sign button 

located at the top left part of the screen. 

 

 

Deleting a record 

To delete a line item from a purchase or shipping order, click on the record selector and press the DELETE key on the 

keyboard. 
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To delete a purchase or shipping order, item master record, supplier, customer, or one of some other kinds of record, 

click the Trash Can button in the left top corner of the screen. 

 

There is no way to delete a reference record such as a category or package type.  To prevent the use of such record in 

the future, turn off the USE switch. 

 

 

Common warnings 

¢ƘŜ ǿŀǊƴƛƴƎ ά¢ƘŜ ǘŜȄǘ ȅƻǳ ŜƴǘŜǊŜŘ ƛǎƴΩǘ ŀƴ ƛǘŜƳ ƛƴ ǘƘŜ ƭƛǎǘέ ŀǇǇŜŀǊǎ ǿƘŜƴ ȅƻǳ ƛƴǇǳǘ a non-existing value into the 

dropdown lists. Press the ESC key once to return to the dropdown list, press ESC a second time to restore an original 

value in the field. Press the F4 function key to open up a dropdown list. 
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Shortcuts and Screen Navigation  
 

Open any Almyta company and go to the Help menu tab, Data Entry and Navigation interactive tutorial to learn how to 

better navigate your inventory software. 

Right mouse click for popup menu 

There are a few popup menus, which are useful for quick data access and browsing. Right-click the Item ID field to 

quickly access inventory related functions. 

 

Right-click any other field to quickly access navigation and search functions. 
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Double-clicking fields with underlined labels 

When you see an underlined label, double-click a corresponding to it field to quickly move to the data origin. In some 

cases, clicking on a label itself duplicates this function. Although, clicking on the underlined label is getting faded out and 

will be replaced with a double-click on the label or the field. Next example shows how to see item prices by a customer 

price level. Double-clicking on the 16.80 brings up the popup screen with all prices by level.  

Unrelated note. This particular popup screen will stay on a top of other screens. Move it aside and browse the Item 

Master List screen to see prices for other items. 
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Double-clicking fields with certain column name 

On a browse and search screens, double-click a cell to quickly go to source screen. This is a list active column names: 

"Appointment No", "SO Number", "WO Number", "PO Number", "Item ID", "Assembly ID", "Component ID", "Main Item 

ID", "Alt Item ID", "Asset Tag", "Parent Asset", "Assigned to Asset", "Carrier ID", "Carrier Name", "Category Name", 

"Category", "Customer ID", "Ship to ID", "Customer Name", "Ship to Name", "Consignee Name", "Supplier ID", "Supplier 

Name", "Container Number", "Repair Number", "Sales Quote No". 

On the screen snapshot, double-clicking cell P0035 opens Purchase Order Detail screen and loads purchase order 

number P0035. 
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Showing/Hiding Columns on screens. 

To show or hide screen columns, click the Grid button. 

 

On the next screen, use checkboxes to specify which columns you want to see. We selected the Description column. 

Click the Save button to accept your selection. 

 

The changes will appear on the screen immediately. They are also saved permanently (per user) and reappear next time. 

 

 

Showing/Hiding Columns on reports. 

Preview a report in a screen browse mode. Click the Configure button. 
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On the next screen, turn on or off a checkbox to the left of the column name. We selected the Category column. 

 

Next time you preview or print this report, the column selection will appear. 
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Importing Data into Almyta Inventory Software  
 

Almyta accepts data in comma-delimited or TAB delimited format also called as CSV. If your data is currently in a 

spreadsheet format, save it in CSV format. Sample below shows how to do it in Excel 2007-2010. 

Saving spreadsheet in CSV format. 

Select MS Office button or File menu tab and choose Save As 

 

 

In Save as Type, select CSV forma, browse for a folder to save file in, and click the Save button. 






























































































