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Practicing Lean Fundamentals in an 
Office Environment using Macola
Lean principles are well known in manufacturing as having an important role in boosting profits and eliminating waste.  These principles encourage every business to identify and eliminate waste and improve their workflow on an on-going basis.
Lean is a way of thinking and acting.  It applies to every process of every business, including the office.  Overall, the goal is to create more value for customers while minimizing waste with fewer resources.  
So, why not extend these principles to your office and your Macola software? The following is a minimal list. 
Where to start?

1. Top management needs to set the example by placing a high value on having good systems and having accurate information for making better and faster decision.
2. Mid-level managers need to document how office work is to be processed. 
3. Assign individuals to take ownership of the accuracy of each of your master files (ex. inventory).

4. Set a goal for having your inventory on-hand quantities be 99% accurate.
Establish a foundation for minimizing future mistakes:
1. Document how to key in new inventory items, customers, vendors, routing, etc. 
2. Document how you want to use dates (ex. request & promise) when keying customer, purchase and production orders.
3. Use the Customer Price Code file to maintain accurate customer selling prices.

4. Use the Purchasing Item/Vendor file to maintain accurate buying prices.
5. Maintain accurate inventory min/max levels, primary vendor and vendor lead times.

6. Limit the list of product categories and material cost types to a number that can be analyzed.
7. Establish a retention policy for each of your critical transaction files.
Continuously improve these activities to eliminate waste and streamline your workflow:
1. Assure that all users are trained to follow your office workflow.
2. Keep your Macola and Microsoft SQL database software up-to-date to avoid slowness and downtime.
3. Monitor past due customer/purchase/production orders.
4. Close out fully received purchase orders and completed production orders on a regular basis.
5. Run the ‘reset allocations’ and ‘reset on-order quantities’ programs each month.
6. Perform regular cycle counting to maintain accurate inventory on-hand quantities.
7. E-mail customer invoices and purchase orders.
8. Purge or archive unneeded transaction data each month.
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