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Overview 

 
MOD 640 Management is produced using Microsoft Access and is compatible with all 
versions from Access 2000 onwards. 
 
Because it is a member of the Microsoft Office family it integrates well with Excel.  It 
can also import data from any other software packages able to generate data in 
Comma Delimited format (CSV).   
 
It is also easy to customise to suite your particular requirements. 
 
There are a number of processes involved. 
 
The first step is to enter MOD Form 640 data into the software.  The second step is 
to print the 640 form.  The form is sent off with the goods to be packed and shipped 
to the customer.  When the goods are received by the end user the Brown Copy is 
signed by the customer and returned so that the prices can be printed onto it.  A 
number of Browns are batched together and a MOD AG Form 175 is printed which 
lists each.  A batch of AG Form 175’s is then summarised onto a form DAB 10, which 
is effectively the invoice.  This is sent, with the priced Browns, to the MOD Bill 
Payment Agency for payment. 

 
Finally, there may be a need to collect performance data showing how long it took to 
complete each step and, finally, to produce a report showing the value of goods 
processed over a given period. 
 
The software will handle each step, marking the item as ‘complete’ once the DAB 
10 has been printed.  Items will be marked as ‘open’ until then. 
 

 

Installing the Software 

 
Insert the Installation CD in your CD ROM drive and wait for it to auto run.  Click 
Install to commence installation.  The software and manual etc. will be copied into a 
folder called c:\MOD640ii.   
 
To run, open My Computer, navigate to c:\MOD640ii and click on the icon called 
MOD640.MDB.   
 
If you intend installing the software on more than one workstation then refer to the 
Administration Section for details on linking the ‘Front End’ and Data File. 
 
You will also need to install the EasyBarCode software, which is included in the 
distribution.  To do this unzip the EZBAR32.zip file to a temporary folder on your 
hard drive and double click the setup.exe file. 
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Entering Data 

 
The Main Screen has a number of tabs.   
 
 

 
 
To enter data into the software you click on the New Record button on the bottom 
left of the screen, the form will clear so you can start typing the data in.   
 
The first field is the Order No. Field and will usually be your own internal order 
number.  Enter the Order Date, Delivery address and Contract No.  If there is going 
to be more than one item on the MOD 640, click on the Remember button and 
complete the remaining fields.  When you come to enter the second and subsequent 
records, press the Paste Previous button to automatically complete the Order No 
section. 
 
 
The Part No field.   
 
Click on the Down Arrow alongside the field for a drop down list of Parts.  If the Part 
is not in the list you can add it by clicking on the Add/Edit Button.  For a full list of 
Part No’s click on the List button.  You may find it easier to add Parts using this 
screen.  You can also generate the Part No. list by importing it from another software 
package, such as your accounts package.  When you select the Part No the 
Description, Contract Item No, Price, Unit Qty etc. fields will be automatically 
populated. 
 
The Delivery Address field.   
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Click on the Down Arrow to select an address from the drop down list.  You can also 
add a new address by clicking on the Add/Edit button.   
 
 
The Quantity Boxes 
 
Complete the Qty This Despatch and the Order Qty.  The Qty Previously Despatched 
box will automatically be updated when the MOD 640 is printed.  If this is the last 
consignment for the order then tick the Complete? box. 
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Printing MOD 640’s 

 
The MoD640 Forms issued FOC by the MoD are carbonless multipart sets and need 
to be printed using a Dot Matrix printer.  However, you can pay yourself for A4 single 
colour coded sheets printed, suitable for printing using a laser printer or network 
printer.   
 
If you decide to print using a laser printer, rather than a dot matrix printer, then click 
on the Administration button and take out the tick ‘Print Using a Dot Matrix Printer’ 
box.  
 
You can either print single-line 640s or multi-line 640s. 
 
To print a single-line ‘one-off’ MOD 640 for the current item simply click on ‘Print This 
640’ button.  You will be prompted for the number of the 640 that you will be 
printing onto.  Once the 640 has been printed the software will update the current 
item with the 640 number. 
 
You can also consolidate items by your Order Number (the usual option) or 
by the Delivery Address.   
 

Consolidating by Order Number….. 

 
If you want to consolidate all items on one order onto a 640 then click on ‘Print 640S 
By Order No’ button.  To view a particular order number, type number into the drop 
down box.  To pick the records for printing on the MOD640, put a tick along side the 
item and enter the Despatch Quantity. 
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To select all, click the ‘Pick All’ button.   
 
Once the Line Order and Despatch Quantity have been set click the Print 640s 
button.   
 
The following window will be displayed:- 
 

 
 
 
IMPORTANT NOTE: Up to eight line items can be printed on to each 640.  
However, if you include Variable Text, or the description goes over one 
line, then that number available will reduced.  This version will NOT 
automatically generate a second 640 so if there are more than 8 line items 
going to the same delivery address un-tick the ninth and above.  Once the 
640 has been printed re-tick the ninth and above and print them. 
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Consolidating by Delivery Address….. 

 
If you have a batch of items for the same delivery address enter them all in 
separately and when they have all been entered click on the “Print 640’s by Del 
Addrs” button to print a 640.  A list of all the 640s that are currently open will be 
displayed. 
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Printing 

 
Select the delivery address from the drop down box.  The records which are not 
complete will be displayed.  Click each Pick Box to select records to be included or 
click on the Pick All Button.  The records which already display a 640 No are records 
where the order quantity has not yet been met.   Once you have picked the items to 
be included on the MoD640 click on the Print 640 button. 
 
 

.  
 

Check that the MoD640 number is correct, enter the Advice Note and Invoice 
Number (if known) and press Print 640 button.  Once the 640 has been printed the 
Print 640 tick box is automatically un-ticked.  To re-print a 640 re-tick the box/s and 
click the print button again.   
 
Note:  The Next 640 No box will increment automatically when the 640 is printed.  
However, if there is a printer problem and a copy is void or you have a new batch of 
640s you will need to manually type the 640 number in the box. 
 
Once the DAB 10 has been printed and the order quantity has been met, the record 
will be marked as ‘complete’ and the item will no longer appear in the list.   
 
IMPORTANT NOTE: Up to eight line items can be printed on to each 640.  
However, if you include Variable Text, or the description goes over one 
line, then that number available will reduced.  This version will NOT 
automatically generate a second 640 so if there are more than 8 line items 
going to the same delivery address un-tick the ninth and above.  Once the 
640 has been printed re-tick the ninth and above and print them. 
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Serial Number Schedules 

Because there is not enough room or facility on the 640 to include Serial Numbers 
this software prints serial numbers onto a separate sheet of paper which can be 
attached to the MOD Form 640.  The sheets are formatted to print onto A4 paper, 
using either a laser or inkjet printer.  See the section “Setting up your Printers” for 
details on configuring you printers. 
 

Print Prices on to Brown Copies…. 

 
Some users only print the prices on to the Brown copy once the goods have been 
received by the customer and the Receipt Section has been completed and signed.  
The Brown copy is then returned to the supplier for the prices to be printed and for it 
to be forwarded on to the MOD for payment.  This is done so that no one in the 
supply chain knows what prices are being charged.   
 
To do so, put the MOD640 into the printer and click the Print Prices on 640 Button on 
the main screen.  The following window will be displayed.  Enter the MOD 640 
number and your Invoice Number and click on Print 640 button 
 

 
 
 

See the section on Setting Up your Printers to see how to configure the printer for 
printing the prices on the Brown copy. 
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Printing DAB 10s and AG Forms 175 

 
The forms can be printed from either of the two previous forms, as well as the 
buttons from the main screen.  
 
There are two ways to produce AG 175 and DAB 10 forms.  The main way is to use 
the buttons of the main screen etc. to print a form directly from the software.  This is 
the simplest and most efficient and is the way we recommend.   
 
However, you will have to ask the Bill Payments Agency to approve the form prior to 
using it.  The Bill payment Agency will only approve forms submitted by contractors, 
not by software developers, so we have been unable to get ‘blanket’ approval. 
 
The second way to complete the forms is to select the Useful Links button on the 
main screen and manually complete a AG175 or DAB 10.  This is the most time 
consuming approach and should only be used if the other method is unavailable. 
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Print AG 175 and DAB 10 – via the software 

 
Click on the Print AG175 button on the main screen. 
 

 
 
Pick the items you want to include or click Pick All button to select the records to 
include on the AG 175 and the click on the Print Form AG 175 button.  Multi-line 
MOD 640s will be consolidated together when printed.   
 
The DAB 10 form enables you to consolidate all items sold under a contract onto one 
form.  The DAB 10 form works similar to the form for printing AG 175. 
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P2P Labels 

 
The MoD are gradually moving over to electronic ordering and payment, known as 
P2P.   This removes the need for MoD640 forms. Under this system the P2P Label is 
the prime document. 
 
This software has been amended to print the A5 P2P labels.  Following requests from 
users, we have formatted it to print two up on A4 landscape paper as they frequently 
need two or more labels per consignment.  You will need to purchase A4 plain paper 
‘2 up crack back’ label paper. 
 

 
 

 

 

This screen also enables you to print MOD bar 
code labels using a TEC or Zebra label printer. 
 
MOD Bar Code labels are 72mm wide and 
150mm long. 
 
The 640 MOD software comes with EZBAR Bar 
Code software, which will need to be installed 
if you plan to print MOD bar code labels. 
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Setting up your Printers 

 
You will typically need to set-up two printers, a wide carriage dot matrix printer for 
printing the MOD 640s and a laser or inkjet printer to print Serial Number Schedules, 
AG 175 and DAB forms and the various reports which this software produces.  You 
may also have to set-up Zebra or TEC label printers to print the MOD Bar Code label. 
 

Setting up a Dot Matrix Printer 

 
Setting up a Dot Matrix printer to print the 640’s can be complicated and fraught 
with problems.  However, if you follow the following instructions EXACTLY then you 
should have no problem.  
 

The first step is to create a new MOD640 Form which your dot matrix 
printers will use:- 

 
To do this in XP, open Printers, click on File and then on Server Properties and on 
New.  If you are using Vista, open Printers and right click anywhere in the window, 
select Run as Administrator and then Server Properties.  In both cases the following 
window will be displayed:- 
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Tick the ‘Create a new form’ box and type in MOD640 as the form name.  Then set 
the width, height and margins as the above example.  Then click Save Form button 
and exit.   
 
Next we need to setup the individual forms. Therefore, open the MOD640 software 
and click on the Reports Menu button. 
 
 

 
 
There are four MOD640 reports that need to be set-up.  Click the button alongside 
each and then complete the following steps.  IT IS IMPORTANT THAT YOU FOLLOW 
THE STEPS EXACTLY FOR EACH ONE. 
 
Once the form is displayed in design mode, select File, Page set-up from the main 
toolbar and click on the Page Tab. 
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Firstly, select the Use Specific Printer and click on the Printer button and select your 
printer from the drop down list.   
 

 
 
Then click on Properties Tab. 
 
Different printers will display a different design for the next screen so you make have 
to search through buttons and tabs to find a similar screen to the one below. 
 



18 

 
 
Change the paper size to MOD640 and press OK twice (or so) until you return to the 
Page Set-up window. 
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The window should look like the example below. 
 

 
 
Make sure that the form Orientation is set to Portrait and click on the Margins tab. 
NOTE:  The MOD640 is physically landscape but you MUST not set the printer to 
print in landscape mode. 
 

 
 
The correct margins should be displayed if not you should change them as follows:- 
 

Top 31.01mm 
Left 11.85mm 
Right 5mm 
Bottom 15.5mm 
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Then click OK.  This will close the window and return you to the MOD 640 report 
layout design screen.  Select File/Save to save the changes. 
 
THIS PROCESS NEEDS TO BE REPEATED FOR EACH OF THE FOUR MOD 640 
REPORTS! 
 

Setting up printer to print prices onto the Brown Copy…. 

 
You can either print the prices on to the Brown copy using a Dot Matrix or Laser 
printer.  If you plan to use a Dot Matrix printer the margins etc. are the same as 
above.  However, if you plan to use a Laser printer the margin settings are as 
follows:- 
 

  
 
 
 

Troubleshooting Dot Matrix Printing 

 
If you find that the printer starts to print incorrectly, for example printing across 
more than one page, it could be that Access has lost it’s Page Size settings.  In that 
case you only need to open the Reports Menu and click on Edit Layouts, select the 
particular report that isn’t working correctly and check the Paper Size option in the 
File/Page Layout screen. 
 
 
 

Setting Up a Laser/Inkjet Printer 

 
Generally, this is easy and simply requires that you make the Laser or Inkjet printer 
your default printer.  The reports etc. which are all formatted to print A4 Portrait, 
using the default printer and generally, you should not need to change it. 
 
However, if you have made the Dot Matrix printer your default printer (maybe you 
use it with other software) then you will need to set each report individually to print 
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to the specific laser or inkjet printer.  Select File/Print Page Setup from the main 
toolbar, then the Page tab and then on the Printer Tab.  Select the desired printer 
from the drop down menu. 
 

Setting Up Zebra or TEC Bar Code Printers 

 
Follow the manufacturers instructions for installing the printers.   
 
Create a new label size within the Printer Driver software 72mm wide by 150mm 
long and call it MODLabel. 
 
Open the MOD 640 software and select Report Menu then click on button alongside 
MOD Bar Code Label.  This will display the bar code label in design mod.   
 
Click on File/Page set-up and as with setting up a Dot Matrix printer, select Specific 
Printer and select your printer from the drop down list.  Click on the Properties 
Button and select the MODLabel from the page size drop down.  Click OK until you 
get back to the main Page Setup screen.  Make sure the margins are no more than 
2mm all the way round. 
 
Close Page Setup window and then save the form design. 
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Printing Reports 

 

  

Click on Reports Menu button on the main screen. 

There are five standard reports.  The Performance report shows how long it took to 
process each stage of a job, giving an average turn a round figure at the end.   

The three value reports detail the value of jobs processed in the given period.   

 
The Outstanding Browns report shows Browns which that not be returned for the 
prices to be printed on them. 

 

Editing Layouts 

This manual is not intended to be a detailed guide to Access and in particular 
producing reports in Access.  You should buy one of the excellent guides on Access, 
such as the Idiots Guide for Access or Access for Beginners.   

This feature does, however, enable you to amend the layout and the underlying 
queries which power the reports.  For example, you may need to adjust the position 
of fields etc. so that it lines up correctly using your printer.
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Administration 

 
The Administration Tab enables you to set-up common data, such as the Contract 
No/s, Packet Stamp Record and Company Details etc. 
 
 

 
 

Re-linking Front End and Data File 

 
The software is in two parts, the ‘Front End’ and the ‘Data File’.  If you install the 
software onto one PC using the Installation routine then the two files are 
automatically linked and you need do nothing.   
 
However, you can copy the front end onto a number of PCs and use them all at the 
same time (remember you must buy a licence for each PC).  The Data File can be 
copied onto a central server or a workgroup computer.  Re-linking the files tells the 
Front End where to look for the Data File.   
 
Please Note:  You can install the Front End on up to 10 PCs and having them all 
linking into one Data File.  Performance will begin to degrade once you exceed that 
number. 
 
To re-link the files, click on the Re-link button and the following window will be 
displayed. 
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Click on Select All button, followed by ‘Always prompt for new location’, and the click 
on OK.  This will display a File Open window.  Navigate to the location of the data file 
and click OK.  Microsoft Access will then re-link the tables.   
 
You can generally do this on one workstation and then copy the re-linked Front End 
onto each workstation PC without having to do so again. 
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Importing from a Spreadsheet 

 
 
Because Microsoft Access is a part of the Microsoft Office group of products it does 
enable you to import data from Excel and Outlook very easily indeed.  Access will 
also import from a wide variety of other software packages, particularly those that 
export in CSV, e.g. comma separated values, format.  
 
We have deigned a simple process for importing data from an Excel spreadsheet.  A 
Template is included in the package, DSPTemp.xlt, and can be found in the 
c:\MOD640II folder.  You could, for example, export from SAP into Excel, tidy the 
data up manually and then import it into MOD 640 Manager. 
 
If you are importing from Excel the first row must contain the field names.  So that 
Access knows what data to put where, the field names MUST be identical to those 
shown in the Excel Template file.  If they are not, then they will not import correctly! 
 
Once you have the Spreadsheet properly formatted copy it to the c:\MOD640II folder 
and click on the Import from Spreadsheet button on the Administration Tab 
 
If you want to import directly from any other package send a sample 
export file, together with a field name list IN THE ORDER THEY APPEAR, to 
bob.steadman@gryphoncomputers.com and we will customise MOD 640 
Manager to do so.  There will be a small charge for this service. 
 
 
 

Importing from a PARTS FILE 

 
You can import your parts file into MOD640 to save having to retype parts data each 
time.  We have setup MOD640 Admin to import the parts file from an Excel 
Spreadsheet:- 
 

 
 

mailto:bob.steadman@gryphoncomputers.com
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Your database system should be able to output the parts file in Excel Spreadsheet 
format or in CSV (comma separated value) format (which Excel can open).   
 
You can, of course, name the Excel file and the worksheet whatever you like.  
However, to reduce effort, save the output file as DSP2.xls and name the worksheet 
as 17600.   
 
If you use our recommended file names etc. all you will have to do is save the file 
into the c:\MOD640II folder.  However, if you want to use a different name you will 
have to use the table re-linking utility (Administration Screen) to re-link the Access 
software to the spreadsheet.  
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Appendix 1 
 
 
 
 
 

Instructions for loading paper  

 
 

To load and eject paper into the print….. 
The printer will automatically load the paper to the correct position for printing.  
Simply load the paper into the tractor guides and press the 'Load/Eject' button.   
 
To eject the paper, simply press the 'Load/Eject' button this will take the paper to 
the tractor guides position ready for the guides to unclipped etc. 
 

Printing an MOD 640 
Once a MOD 640 has been printed press the ‘Tear Off/Bin’ button.  This will move 
the paper up to the correct position for tearing it off.  Tear off the MOD 640 (you 
may have to turn the feed roller wheel a couple of turns to do this). 
 
Once you have torn off the MOD 640 press the ‘Tear Off/Bin’ button again - that will 
return the paper to the correct place for printing the next MOD 640. 
 
ALWAYS DO THIS BEFORE EACH MOD 640 IS PRINTED TO ENSURE THE PAPER IS 
POSITIONED IN THE CORRECT PLACE. 
 


