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BUSINESS FORMS and business clothes have one 
important thing in common: when it's time 

to Hmeasure·up" for the reorder one may dis­
cover certain basic changes have become 
necessary. 

The tsilor who knows most about construc­
tion features of business forms' and how to 
make them tit your needs is your Stsndard 
Register representative. Ask him to show you 
what can be accomplished with special con­
struction features, a few of which are listed 
below. 

HOW TO 
TAILOR A 

BUSINESS FORM 
DUPLICATING, A master (any kind) in a forms se t, 
provides for unlimited extra copies. 

STURDY STOCKS. Create tags. job tickets, ledger cards. 
etc. in one-shot writing of records. 

"SELECTIVE" FORMS. T echniques with carbon. etc. 
eliminate any portion of record data from any copy 
as desired. 
T WO-STEP RECORDS. For a secondary writing, parts 
of form are held intact 88 a unit. 

COpy UTILITY. Any part or parts can be perforated, 
punched, slit or glued to serve special needs, 

DOUBLE VALUE. Back printing may double a copy's 
life (posting). reduce form size, add to utility. 

Standard Register 
ttl!',IN", •• ",,0.1 .... 
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D. F. CROPSEY 
Office Procedures Specialist 
General Electric Company 

Finance and Service Operations Department 

Studi .. made during the course of this project indicated that 
expensive and complicated equipment is not essential in every 
system. Detailed procedures analysie and the practice of work 
simplification beet determine the amount and type of equipment 
required in any integrated data proceeslng plan. Equipment de­
aires and equipment purchaaee cannot be permitted to dictate the 
procedures to be followed. Graas roots procedures analysis muat 
alway. come ft ... t.-D. F. CROPSEY. 

Inventory 
Control VIA IDP 

Mechanizing bill writing, 

GE Apparatus speeds a wealth of information in work· 

able form for successful warehouse stock con trol system. 

I NTEGRATED Data Processing has 
enabled the Finance and Service Op­

erations department, Apparatus Sales 
Division of General Electric Company, 
to change inventory control from a 
"crystal ball gazing" problem into an 
effective plan of balanced stock control 
and automatic replenishment of ware­
house inventories. Mechanization in the 
system of handling warehouse orders 
swiftly and economically provides to 
each product department concerned, a 
major segment of the complete. current 
data essential for such control. 

Improved customer service is a result 
- in same-day warehouse shipments, 
with the right stock in the right place 
at the right time. 

This IDP system is the outcome of 
progressive attacks on an inventory 
problem natural to a company compris­
ing numerous product departments. with 
plants. warehouses and district sales of­
fices from coast to coast. One will recog­
nize the symptoms: violent 8uctuations 
in inventory, over the years, from one 
extreme to the other; inventory reduc­
tion "drives"; then mad scrambles to 
build up stocks again to support sales. 
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Guesswork vs. Clerical Load 

The successive plans of GE's Appa­
ratus Sales Division, and the product 
departments for which it provides sales 
and service, all proved the need of a 
wealth of information at a product de­
partment headquarters. It used to be the 
function of district gales offices to keep 
data on warehouse stocks, to prepare 
district inventory reports (in a variety 
of forms depending on the different prod­
uct departmenta' wi.shes) and to write 
stock replenishing requisitions. District 
clerical expenses rose out of proportion 
to the re!!ults obtained or to the dollar 
value of the inventory itself. Product 
departments had to depend on periodic 
reports which showed only gross changes 
of individual items of stock over rela­
tively long periods. Loading, scheduling 
and replenishment were too much a mat­
ter of guess-work. 

Then under a "bill copy" plan, the 
product departments--wbo are actually 
responsible for replenishment-were 
asked to compile the records. prepa.re 
reports and automatically replenish 
stocks-from memoranda on factory 

shipments to warehOUSe!! and from ware­
house bills covering shipments out. But 
from the clerical load standpoint this 
was seen to be little more tha.n a transfer 
of manual posting operations from sales 
offices to product departments. Here was 
the point at which the possibilities of a 
mechanized warehouse control plan were 
explored. tried out and proved. The re­
sulting system integrates sales office 
"bill" writing not only with stock control 
and replenishment, but also with ware­
house shipments, accounts receivable and 
the preparation of marketing and finan ­
cial statistics. 

Data in Machine Language 

In a nutshell . the writing of an invoice 
on 8 Western Union teleprinter in a sales 
office (largely by the use of pre-punched 
tapes) simultaneously prodUCe!! a set of 
shipping papers on a receiving printer 
in the selected warehouse. In the same 
operation, the sales office machine per­
forates two tapes, one for the sales office 
and the other for the responsible product 
department. Each tape is converted auto­
matically into IBM tabulating cards. one 
group for accounts receivable and the 
other for stock control and replenish­
ment purposes. 

This "tape operation" was applied, as 
of 1956. to eight product departments, 
making up mOre than 80% of the dis­
trict warehouse activity: Distribution 
Transformer, Meter, General Purpose 
Motor, Inst rument, General Purpose 
Control, Capacitor, Outdoor Lighting 
and Small Integral Motor. There are 13 
Apparatus Sales Offices which are also 
warehouse-order service processing cen­
ters. serving the respective districts in 
New York City, Boston, Philadelphia. 
Cleveland, Chicago, St. Louis, Dallas, 
Denver, San Francisco, Los Angeles, 
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Continuous forms proc­

essing in new equipment 

simplifies type composition. 

COLD TYPESETTING via a new 
system explained in PS. 8 year ago 

(Simplifies Liot Printing, PS, 41, pg. 15) 
is now being made available to publish­
ers of catalogs, lists. guides and direc­
tories by The Merrywelt Corporation. 
New York City. 

This "Merrywell System" takes ad­
vantage of equipment manufactured by 
Eastman Kodak Company, Commercial 
Controls Corporation. The Standard 
Register Company and IBM Corpora· 
tion. Starting with the material fOf com­
position. the service delivers photo neg. 
atives of pages ready for printing. 

Continuous, automatic processing of 
special forms over the several machines 
makes the procedure fast and econom­
ical-cutting composition time, it is 
said , by 8S much as 75%. Standing com­
position for an entire voLume can 
be contained in a few file drawers. 
si.ngle cards, matter for any 
pa.rts list. price book, catalog or 
(orm of item listings, can easily be 
current and ready for reprinting. 
how it works: 

THE OPERATOR of a Justowriter Re· 
cOfde,r (Photo A) copies original edited 
material for the directory onto a proof 
copy. Simultaneously the machine pro­
duces Q punched tape. Operator can 
delete from it any error made in typing. 

/ 

The operator codes 
and interior line jUI'tfifi""ti'on, 
into the tape. 

... """,,, •• from Recorders are fed 
J.f;'to'N~!er Reproducers , equipped 

Electric Line­
Machine automati­

co:p~l1'n cards in Kant-Slip 
rate of 100 words 

justification. 
ao,'anllil' by the E lectric 

CONTINUOUS cards from the Repro­
ducer are fed into Standard Register 
Card Forms Die Cutter (Photo C) which 
converts them to standard size tabulat­
ing cards for IBM equipment. The copy­
cards can then be sorted by hand or key 
punched for machine sorting. 
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KEY' PUNCH (not illustrated) is used to 
code cards for camera processing a nd to 
punch them for automatic sorting and 
collati ng operations. Almost any ar­
rangement of listings is p08sible­
geographically, alphabetically, by age, 
cata log number, etc . 

D. lislomalic Camero photogroph. card. onto 
continuoul film. 

LlSTOMATIC CAMERA (Photo D) reo 
ceives cut cards for photographing con­
tinuously at the rate of 230 cards, or 
up to 690 lines of composition, per min­
ute . Controlled by key punch in each 
card , camera puts one-, two-, or three­
Hne listings on continuous film, with uni­
form space between listings. Copy can 
be reproduced a nywhere from the same 
size down to a 50% reduction (type size 
range from 12 point to 51h point). 

ROLL fiLM produced in this system is 
ready for processing into negative which 
can then be cut and stripped into page 
make-up. From negative offset printing 
plate, or high-etch plate for le tterpress. 
is made. 

E. Royision l of lil ting are typed directly on card 
forms. 

ADDITIONS, corrections . changes in 
standing li stings arc made simply by 
insertions of newly typed cards and re­
movals from file. Using IBM proportional 
spacing typewriter equipped with E lec­
tric Automatic Line/inder (Photo E) 
operator types copy directly onto Kant~ 

Slip continuous card fortns. 

7 



integrated Data Processing in the past had one major objective-to put 
your office 80Urce data in machine·eensible language the fint time you 
used it, 80 that common language machines could uee it in lub&equent 
pr0ce88ing and thereby eliminate wasteful repeat copying. But today IDP 
goea much further. Now it introduces a systems concept of automation, 
calling first for analysis and planned improvement of your present system 
-and then employing common language equipment only where neceeaary. 
-0. C. MILLER. Production Control Service. 

Portland, Oregon and Scattle. Principa l 
warehouses are located in the same cities, 
with one or more smaller "satellite" 
warehouses a lso in each district. GE's 
Western Union leased wire network in­
terconnects processing centers, ware­
houses. and product departments. Thus 
far, consolidated tapes aTe air mailed 
by the sa los office to each product de­
partment rather than wire-transmitted. 

So from sales offices. in machine-work­
able (orm, product departments receive 
full and timely data on warehouse· to· 
customer orders. In the product de­
partment area other records originate, 
necessary in the stock control program, 
such as replenishment orders on the 
factory to refill warehouse stocks and 
shipments from factory to warehouse. 

Elements 01 Stock Control 
In GE's book, a comprehensive solu­

t ion of the stock control problem has 
these salient features : 

DISTRICT tal •• offlc. o".r~tor, In crnting 
Invole. on 1.I.prlnter, pull dolo 

for .'ock conlrol and olh.r purpo ... Into tap •• 
from r.p.rforalor •• Top •• or. conv.rled inlo lab_ 
IIloting card •. 

Daily Analysi8-determining the stock 
position every day after a ll current trans~ 

actions and adjustments have been re­
flected. 

Automatic reordering-creating a 
stock replenishment order whenever the 
available balance at a warehouse drops 
below a specified level. 

Opportunity lor adjustment-allowing 
flexibility by requiring personal approval 
of replenishment orders and decisions to 
make inter-warehouse transfers. 

Automatic over-or-under pickup ­
creating records indicating when the 
stock balance of an item is below the 
protective level or in excess of maximum 
warehouse authorization . 

Frequen.t usage re-determinatio~e~ 
veloping a realistic, up-to-date usage 
rate at regular intervals, incorporating 
current trends and historical patterns 
of warehouse stock activity, for improved 
scheduling, loading and stock control. 

Punched Card System 
Warehouse stock control in those prod­

uct departments represented by the Ap­
paratus Sales Division and having the 
greatest activity, is on IBM punched 
card accounting. Each transaction has 
its numeric code punched into the tabu­
lating card or cards produced, denoting 
the type of transaction and with whom. 
The most commonly used stock control 
system has these four phases: 

1. Transactions from the sales office­
warehouse system are sorted by trans· 
action code to yield: orders, order can· 
ceUationB. shipments (previous order), 
order-and-shipments, transfers and re­
turns. 

2. The Unlilled Order F ile is clea~ 
and adjusted by eliminating shipments 
and cancellations and inserting new or· 
ders ; a "negative" unfilled order card is 

,ORTY· FlVE '% 
prepared (o r each order cleared and an 
order "duplicate" card (or each new 
order added. 

3, Un.filled Orders are summarized by 
warehouse. by week. incorporating the 
previous untitled balance and modifying 
it by the "negative" unfilled orders and 
order "duplicates." 

4. Finally, the Master Balance File 
is brought up to date by processing all 
the significant transactions, including 
factory shipments and replenishment or­
ders. The Master File contains (or each 
warehouse: on hand and in transit; 
current usage rate; authorization level; 
protective stock; and reorder point. for 
each catalog number. 

Precise Format lor Data 
To trace the flow of the warehouse or­

der data from its source, we revert to the 
write-up of a customer's order by the 
sales office. in the (orm desired. This 
wiU be on a g-part Kant-Slip continu· 
ous INVOICE, the teletypewriting of which 
produces a 4-part PACKING SLIP·BILL OF 

LADING in the warehouse simultaneously. 
IDP is as strict as it is beneficial. Sci· 

entific form design was mandatory, and 
certain rearrangements of data on the 
bills were made. The 81,4H x 11" invoice 
form provides four main divisions or 
blocks of information. 

The statistical block includes product 
department code, destination, tax code, 
office taking the order, office receiving, 
customer code, user code, collection num­
ber. collection district and terms code. 
This is followed by charging and ship· 
ping instruction&-Sold to and Ship to 
names and addresses. 

In the order identification block ap· 
pear GE requisition number, invoice 
number (the flrat three digits of which 
identify warehouse making shipment) , 
invoice date. customer's order number 
and date-followed by mark, prepaid/ 
collect and shipped from and via. 

The item block or body of the form 
provides for the entry of i tem number. 
quantity, catalog number and descrip ­
tion, unit price, unit of measure and 
type-of·transaction code, (oUowed by the 
fiscal date (datA! shipped or datA! reo 
quired) and the extended amount. 

The bottom area of (orm is reserved 
(or tax. ex tra charges and finally total 
amount. 

9 
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Original Typing Simplified 

The bill writing follows receipt of a 
completely edited order by the invoice 
typjst. who employs a Western Union 
sending-receiving teleprinter with reper­
[orator units. 

The operator selects a pre-punched 
customer tape, which includes machine­
programming codes and places it in the 
transmitter. After hand-typing the vari­
able product department code, she re­
activates the transmitter and the whole 
remaining statistical block of data is 
typed automatically. 

T he order identification data, · being 
variable. are now typed manually. after 
which the customer tape is replaced in 
the machine by a product tape. 

Item number and quantity are entered 
from the keyboard. Catalog number, unit 
price and unit of measure Bre inserted 
from the product tape, which then stops 
to allow the operator to enter type­
transaction code, fiscal date and item 
amount, The machine does a carriage 
return and automatically types the item 
d.:lscription. Discount percent is en tered. 

The operator then line feeds to the 
bottom of the form and types in tax , 
extra charges if any and the grand total. 

This rapid, semi-automatic ope,ration 
provides tho bill, the shipping papers at 
the warehouse and two selective five­
channel tapes. 

The continuous INVOICE form in­
cludes nine copies in a corner-stapled 
Zipset, titled : Office Copy, Original In­
voice, Duplicate Invoice, Triplicate In­
voice, Agent's Statement, Collection 
District, Inventory Control, Product De-

WAREHOUSE recei~tlS cu,'o~er ~rder 
on 8111 of lod lng Slmul­

toneou, ly with Invoice wriling in ,01., offi c •. 
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INVOICE i. 9-port Kant-Slip conlin uou s form with defin ite "blocks" of doto l 110-
li, lical, order iden tification, item block. e tc, Typed symbol. in . hoded 
oreo , control selection of dolo by punch in tape.to-card operation . 

partment and Bill Book. (Some product 
departments continue to post from in­
voice copies.) A black panel printed on 
the invoice copies prevents the statis­
tical block of data from appearing on 
them. 

The BILL OF LADING operating in the 
warehouse printer consists of a Pack­
ing Slip plus Original, Shipping Order 
and Memorandum copies of the Bill of 
Lading. Part 1 is perforated to provide 
a label bearing Ship to information a nd 
the order identification block of data, 
Printed blockouts on aU copies obliterate 
all price information and the statistical 
block. On the Bill of Lading, quantity, 
catalog number and description appear 
on a grey background, to avoid confusion 

with the "No. P kgs." and classification 
"description of articles" inserted at the 
bottom of form. 

Stock Card Produced 

One of the two by-product tapes from 
invoice writing is mechanically con­
verted in the sales office (or sent for 
converting, to an office which is a dis­
trict IBM center) into Accounts Re­
ceivable punched cards. The other­
each day's tapes for each product 
department having been consolidated 
into one roll-is ai r-mailed to the prod.­
uct department. 

At a product department headquar­
ters, the la tter is operated in a tape-to-



card punch and for each transaction, 
two IBM cards are produced. One is an 
"invoice" card. which is separated and 
sent directly to Finance (or its purposes. 
The other is an "item" card, containing 
the complete invoice data. 

For stock replenishment, in the data 
processing system above outlined, the 
product department needs only part of 
the infonnation - the order identifica-

tion block, quantity. catalog number and 
type oC transaction. Since marketing and 
other (unctions likewise require only 
part, a reproducer prepares three sep­
arate cards (rom the item card, selecting 
and rearranging the data each wants and 
leaving remaining space on the punched 
card (or (urther processing. One of them. 
the "stock control" card. is the ware­
house transactions record in the system 
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of tabu lating the "balance sheets" and 
reports explained above. 

Rating the benefits of this IDP appli­
cation, probably the primary gain is in 
improved customer service by having the 
right stocks at the right warehouse. The 
second major advantage lies in sound 
factory loading and scheduling. Produc­
tion is closer to sales than it has ever 
been before. 

Paperwork 
"Storing" 

• In 

Simplificatjon of one of the basic functions of business. 

A STORES department typically has the 
duties of: 

1. Accepting, storing and protecting 
materials or goods in stock; 

2. Isauing specific materials or goods 
againlJt requirements; 

3. Maintaining records of stores 
transactions. 

o 

In the industrial organization, Storing 
ma,y be co,nsidered a service of supply 
(or ~ manufacturing department. Its 
object a proper (low of material from 
suppliers ... in and out of stores ... to 
production. 

As a pari of material control, system· 
atic operation oC Storing checks execs' 

o 
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sive inventory (and material handling 
costs) by regulating stock withdrawals 
to actual needs. 

Material Requisition 

As a means of regulating withdrawals, 
the writing of Material Requisitions is 
centralized-at the stores department 
counter, in production planning or other­
wise. Issues are based on a numbered 
production order, job order or other such 
document. Requests can be telephoned 
or placed in person. 

Possibly by the use of a Form Flow 
Register and Kant-Slip continuous 
orms, aU requisitioning is concentrated 

a the supply source into a continuous, 
con~tive.numbered series of records, 
subject t convenient audit or recap. Or, 
Zipset fo~ in Zip-Pak holders give 
many of the 88.me advantages. 

• • • 
WASTE ENDED. With purchasing and 
production governed by a tabulated 
"material requirement schedule," pro-

II 
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jeeted for nine weeks. a manufacturer of 
mobile homes still experienced loop­
holes in material control. 

On the line, there was the natural 
tendency to draw more parts than were 
needed immediately. 

The stockroom might find it;aelC glut­
ted with one item and cleaned out of 
another. 

A worker could substitute parts slight­
ly different. if he preferred one easier 
to install or more famiJiar to him. 

Without an efficient means of con­
trolling actual withdrawals from stock, 
the schedule fell short of accomplishing 
its purpose. SoLution of the problem was 
found when a system of typewriting 
individual Material Requisitions in ad­
vance, from the material schedule. was 
sot up. These arc delivered by the ma­
terial control office to the line super­
visors, who use them to draw materials 
from the warehouse. Control by the 
warehouse is assured through a Req'ui­
Rition Register produced in the &arne 
typing operation, with Standard's Dual 
Feed of forms. (Parts Waste Ended, 
PS. 44.) 

• • • 
DUPLI .. CARD. Where inven ry is on 
punched card accou_nting, it may be ad­
vantageous to produce Material Requi­
sitions on a Dupli.Card Register as 
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faithful copies of handwritten original 
tabulating cards. 

Stockkeeping 

Through Stores Records, the Storing 
(unction may be secn a8 the stage in 
material control where reQuiremen.ts are 
viewed against procurement activities 
for matching supply to demand. A bal­
ance-o(·stores ca rd or sheet for each 
item can show quantity "on ha nd," "on 
orde r," "apportioned" and "available." 

In material control, these accounts 
arc the product of such source recQrds 
as the Purchase Requisition, Purchase 
Order and Receiving Report on ~e one 
hand, and the Stores Requisition, Bill 
o Material Or Material Requirements 
report on the other. 

• • • 
PURCHASE REQUISITION. II control is 
lodged with the Stores Department, the 
need Cor urchasi g materials or sup­
plies is logically determined from Ma­
terial Requisitipns and stock status 
records. Thus {he initiating of certain 
purchases is a 0 centralized here, to­
gether with t he responsibility of main­
taining stocks. Here again a Form Flow 
Register sYstem ... Or Zipsets in a Zip-
Pak forms holder .. . simplily the proc-
ess o( writing. 

Goods J nventory 

Warehouse atock control or finished 
goods inventory is affected ,y sales and 
shipments along with receipts /rom man­
ufacture or pu_rchase. 

The closer sales can be brought in line 
with production Or pTocuremeJilt. the 
better (or both customer servic and 
business profit8. Simplifying pape 
can serve the objective of filling ore 
ordcrs from smaller inventory, by mak­
ing necessa ry information available 
faster. 

• • • 
ORDER CLEARANCE. A boot company's 
order-shipping form is set up in a graph 
showing styles and sizes by location in 
stockroom. Before it goes to the ware­
house, it is cleared through Kardex fi les 
and ordered quantities are pre-charged 

against perpetual inventory records. 
(Sales Order Speeds Goods, P .S. 40.) 

By the device of aligning specially­
punched ledger copies of brokers' orders 
in ring binders, a canning company posts 
inventory automatically and is able to 
see at a glance the stock status of any 
item in any of 7 warehouses. (Orders 
Control In uentory, PS. 42.) 

The system of a floor and wall cover· 
ing products wholesaler directs parts of 
a combined Order-Invoice written on an 
electric CARBOMATIC Register, to an 
accounting clerk whose first step is to 
check an inventory control file and enter 
the sale. Merchandise is often commit­
ted beCore it leaves warehousc. (Inte­
grates Functions, PS. 42.) 

MECHANIZATIO N: IDP. Typical of pos· 
sibilities when orders and additions-to­
stock data are automatically processed. 
a leading paint and pigments company 
produces between 4 and 5 P. M. each 
day a complete inventory accounting on 
an availability basis. (Univac Figures, 
PS. 44.) 

A grocery distributor supplying mer· 
chandise for 560 franchised stores, uses 
punched card tub files (or perpetual in· 
ventory control. A clerk pulling cards 
in fulfilling orders gets an automatic 
notice when inventory (al1s below re­
order level; pulls a punched paper tape 
from that point in file : inserts tape in 
automatic writing machine to typewrite 
purchase order. (Superfast Purchasing. 
PS.40.) 

In this issue, see Inventory Control 
via IDP. 


