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Overview 

There are a number of reasons you will be shipping cylinders to and from vendors. You could be shipping 

them to be filled, tested, or refurbished. Regardless of the reason for shipping the cylinder, it’s important to 

have an audit trail that tracks the number of cylinders shipped and returned. You don’t want to pay rent on 

cylinders you have already returned or worse not get back all of the cylinders you own. The most efficient 

method to track your cylinders to and from vendors is to use the Cylinder Totals program.  

 

Creating the Transactions 

The screen shown here is the first screen you will 

see in the Cylinder Totals program. Note: This 

program provides a number of options, but for the 

purposes of this FAQ, we will only be discussing 

the features directly related to shipping cylinders 

to and receiving them back from the vendor. To 

start, enter the transactions showing that the 

cylinders have been shipped to the vendor. Click 

on the Transaction Entry button and the following 

transaction entry screen will appear:  

              

 

 

 

 

 

The program will assign a document number when 

you click on the # button to the right of the 

Document Number field.  

A typical assigned number would look like this:  

13072401, where 13 represents the year, 07 

represents July, 24 represents the day and 01 is 

the first document number assigned today.  This 

document number will provide the audit trail to link 

all of the related transactions together. At a later 

date, using this document number, you could 

reproduce what was shipped to the vendor. It’s 

also shown in the transaction history file.  

After creating the document number, select the 

type of transaction code from a drop down list.  In 

this example, we are shipping empty cylinders to a 

vendor (fill plant) to be filled. Enter the vendor 

name or select it from a scan by clicking on Ship 

to Vendor.   

Next, enter where the cylinders are being shipped 

from. If there is one location, it will be 01 (or the 

number assigned to the main location). If there are 

multiple locations, enter the number assigned to 

the location from which the cylinders are being 

shipped.  
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Next, enter the type of cylinder followed by the 

quantity. Here, we are shipping 20 large oxygen 

cylinders (OX251). Now, type in a description of 

why you are shipping the cylinders to the vendor. 

In this example, it is to refill the cylinders. This is 

also where you would indicate if they were to be 

retested, refurbished, etc. Once the appropriate 

data has been entered, click the OK button and 

the transaction is immediately updated. 

 

Preparing the Manifest for Shipment 

After the transactions, documenting the shipment 

of the cylinders to the vendor, have been entered, 

the next step would be to prepare the manifest for 

shipment. At the top of the screen, select Total 

Cylinders Transferred.  

The next screen will ask which document you want 

to prepare the manifest for. Enter the document 

number, the date, and the store or location 

number. In this example, we also want to check 

the box Print Cylinders Shipped to Vendor only, 

since the only transactions we want to see are 

those for the cylinders shipped to the vendor. 

Now, click the Build Manifest button. After 

clicking the Build Manifest button, you can choose 

to Print or Print Preview by selecting File, then 

Print or Print Preview. 

Note: You can also use this feature to reprint or 

view the cylinders shipped on this load as part of 

your audit trail. For example, if you wanted proof  

 

of how many cylinders were shipped to a vendor in 

a prior month or time period, you could reprint the 

manifest which shows exactly what was loaded 

onto the truck.  
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Receiving Cylinders from the Vendor 

The process for receiving cylinders, works almost 

exactly the same as the process for sending them 

out, with just a few differences.  

In this screen you can see where we received 20 

cylinders back from the vendor after they were 

filled. Note that the transaction says Receive Full 

Distributor Cylinders from Vendor. When 

receiving the cylinders, the program will prompt for 

the gas type and will update the appropriate gas 

records in the system, based on the current setup.  

In this example, the program knew the capacity of 

the cylinder and made the calculation for the 

Quantity of Gas Received. We document what 

happened. Putting in the name of the person 

responsible, tightens up the audit trail and makes 

it easy to ask questions if needed. As with the 

previous transaction for shipping the cylinder, the 

transaction is updated as soon as you click OK. 

 

The Audit Trail 

To see how the audit trail looks, we will go back to 

the main screen, select the option to show 

Cylinders at Vendor Sites (VS) and then the 

vendor we just shipped the cylinders to (fill plant). 

 

 

This screen shows all of the cylinders that have 

been shipped to the vendor and how many are 

currently there. In this example, there were 20 

OX251 cylinders shipped, so let’s look at the detail 

for that cylinder type.  

 

To see the transaction history, double click on the 

line you want to examine. In this example, we 

have shipped OX251 cylinders to the vendor 

(document 13072401) and on the following line 

we’ve received cylinders from the vendor 

(document 13072402).  In the top left corner of the 

screen, there is a date range option. This option 

allows selection of any time period that needs to 

be examined. This is a good, simple method, to 

compare what the internal records say to those of 

the vendor. The transaction history query will show 

every transaction that has been entered, so, if this 

program is used, it creates an excellent audit trail. 

Remember, as was discussed above, the manifest 

can be reprinted at any time. 

Using the Cylinder Totals program gives the 

capability to accurately and easily track your  
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cylinder assets to and from vendors. Not only does 

it protect your assets, it also makes it much easier 

to resolve discrepancies. For additional assistance 

with this program, please contact your Support 

Representative. 
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