Web Work User’s Manual

Inventory Module

The Inventory module is used to record and track inventory and storeroom information. This Chapter
describes how to use the Web Work Inventory module.
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8.1 Overview of the Inventory Module

The Inventory module is where inventory items are entered into the Web Work system, where inventory
items are assigned to the storerooms, and where inventory items are issued out of the storerooms.

Click on Inventory on the left hand side of the screen to access the Inventory module. E'Im'ﬁtﬂr

= =toreroom

-
When you enter the Inventory module you will be in Query mode as shown in the aman

screen below:
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The Operations  Resources Tools Help gropn down menus contain the various features available in the
Inventory module.

Web Work includes “help files” for all field labels. To access these help files, click on the field
D? label. A popup window will open displaying help for that field.
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8.2 Adding New Items

The inventory module is used to record and track inventory items. There are three types of items Web Work
tracks — inventory stock items, inventory non-stock items and non-inventory items. Identify all of your
organization’s inventory stock and non-stock items in the Inventory

Operations Resources Tools
module.

Mewy tem (Auto Mumber)
Mewy Imvertary tem
Inventory tem Guery
Search Specifications
Search Yendor Part Mumber

Puoelim =4 = B

* Move the mouse over the Operations menu option to display the list of options.

To add a new inventory item:

e Click on Inventory to access the Inventory module.

» Select New Inventory Item from the drop down menu. Alternatively you may choose New Item (Auto

Number) or click on the “#* button at the bottom of the screen.

A policy should be set to define how each new inventory item will be coded. If intelligent coding is
E@ the standard, then the New Inventory Item option should be used. If auto-numbering of new codes
is the standard, then use the New Item (Auto Number) option.

« Enter information into the fields displayed on the screen. Note: Item #, Description, Issue Unit and
Vendor are the required fields, all other fields are optional.

« Markup Rate: Used for charging the cost of materials to requesters. It is the percentage markup on the
issue price of the inventory item.

e Click on the b button to save the new Item record. Item Vendor screens comes up as result of Save.

e Aninventory item can be
supplied by more than one

3 ltem ¥Wendor - Microsoft Internet Explorer... r__réE

vendor and each vendor may
have its own supply price and
unit of purchase. The Item S o T Enter the
Vendor screen is used to set e - Vendor Part #,
up each vendor’s unique . P :‘Jiﬁber's IEZ
. . ) i <
!nformatlon for that inventory supplier uses to
item. Purchass Lind < identify this
Cofwarsin — | part.
* The ltem # and Vendor fields Guoted Frice
are populated by the Web [ s L The Conversion
Work system. Lo % Factor is the
number of
issue units for
» Enter the Vendor Part H x one purchase
Number. unit.
Sawe Chobe
| pone % Local intranst
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Item must be associated to at least one vendor. To associate additional vendors to an item, see
[@ section 8.3 Adding More Vendors to an Item of this chapter.

« Enter the Purchase Unit or click on the # button to select the purchase unit from the Web Work
database. (l.e. box, dozen, ton, etc.)

» Enter the Conversion Factor. The conversion factor is the number of issue units of an inventory item that
is equivalent to one purchase unit of the same item.

« Enter the Quoted Price per purchase unit.

e Enter any applicable discount.

[@ It is recommended that Vendor Part #'s are not used as Inventory Item Numbers in the Web Work
system. This will avoid duplication of items with the same part number and will also avoid the
need to change your inventory item # when a vendor changes their numbering system.

* Click on the H button to save the vendor information and return to the main screen of the inventory
record.

« Now on the main Inventory screen, you are in edit mode. You can edit the record or click on the =
button to add another inventory item.

8.2.1 Adding Inventory Iltem to Storerooms

Stock items are items within storerooms. Storerooms must first be created before making the association.
Please refer to the Storeroom chapter on how to create new storerooms.

To add an inventory item to a storeroom:

* Goto query mode. When you are in the Inventory module move the mouse over the Operations menu at
the top of the Inventory Screen to display the drop down menu and select Inventory Item Query or click

on the <= button.

Perform query to retrieve existing item record of your choice.
Resources Tools Help

* Move the mouse over the Resources menu at the top of the screento  Main

display the drop down menu. Add To Storeroom
Specifications
* Select Add to Storeroom from the drop down menu. The Storeroom Wihere Uzed
window will open as pictured below: Wendors

Showw Open PO
Related Equipment
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A Web Work - Microsaft Internet Explorer provided by Ters WebWork
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* The Item Number and item description fields get populated by the Web Work system.

» Default Vendor information populates automatically. If more than one vendor is associated with the Item,
the vendor information may be changed in at this time. The Vendor Part #, Last Price, Average Price,
Quoted Price, Purchase Unit, Conversion and Issue Unit fields will be also populated automatically on
entering a new vendor.

« Enter a storeroom or click on the storeroom # button to select a storeroom from the Web Work
database.

» Enter an Aisle, Row and Bin locators if applicable.

Tero Consulting Ltd. provides services to assist with the setup and labeling of storerooms.
D;F Contact our head office for more information on this service.

» Enter the current Stock Level.
» Select the reorder method: EOQ or Min/Max.

» Enter appropriate values into the Max Stock / EOQ and Min Stock / Reorder Point fields depending what
method was chosen.
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. Click onthe ¥¥ button to save the item to this Storeroom and return to the Inventory record.

ltems can be added to more than one storeroom by following the instructions above and
[@ changing the storeroom information.

8.2.2 Editing Storeroom information

* In Inventory module perform query to retrieve existing item record of your choice.

» Atable listing the storerooms where the item is located will be displayed.

ity
e S DI R S o
]

ISSUEIMTEM WASTER OE 0.0 ¥n00
ISSUE IMEM  EAST 4 12 T e =000 =0 0
TOTAL I

» Within the Storeroom column, highlight and click on the applicable storeroom in the table. The Storeroom
screen opens.

« Edit Information as required.

e Click on the H button to save the updated information.

8.3 Adding More Vendors to an Item

Your organization may have a preferred vendor for an inventory item and also a number of additional
vendors for the same item, in case the preferred vendor does not have the stock or price you require.

To add an additional vendor for an inventory item:
* In Inventory module perform query to retrieve existing Item record you want to add more Vendors to.

* Move the mouse over the Resources menu and select Vendors from the drop down menu or click on the
Vendors tab.

rMain]rSpecificatiu:uns\"f'l.l'l.l'here Used]{?endurs]rﬂhnw Qpen F'O\I
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e The inventory record will open in Vendors mode. See sample picture below:

Dpsrations Rescurcss Tools  Halp Tnvemtory Module

| timin | Specfications || where Used | Yendors '|'_r s .':::1

fem humber E-FL-2WE86 h.l-l.l'l’ FLIMHESCENT LARNF

Calegory  |ELEC aeniei Lind |

| Wendor | Company | Purchaselnit | LasiPrice | GuoledPrice |
EE Besl Beciric Bl 1 A §i1 30
GiE Zensral Elecinic B ¥Him 2

)
* Click on the “= button to open the New Item Vendor window. The New Item Vendor screen pops up.

+ Enter information about the vendor.

[=1
«  Click onthe ™ putton to save the vendor information. The newly added vendor will be displayed in the
table on the lower half of the inventory record.

e To add more vendors to the Item, repeat the last three steps.

8.4 Inventory Specifications

Additional details about an inventory item can be added using the Specifications feature. You can later do
searches on Inventory specifications to find Items with similar attributes.

8.4.1 Adding Item Specifications

To add specifications for an inventory item:
* In Inventory module perform query to retrieve existing item record you wish to add specifications to.

* Move the mouse over the Resources menu at the ——
top of the screen and select Specifications from the 3 Hem Spacifications - Microssft Internat Cxplare... [o |[5 %]
drop down menu or click on the Specifications tab.

ieni EFL-IE8E
Allribde .
L

* Click on the <+ button at the bottom of the screen
to open the Add Item Specifications screen as
pictured below:

(F55)

*  The Item field will fill in automatically with a current Mossmae Lind (210
Item number. This is a Read Only field and cannot

be edited.

« Enter an Attribute. Attribute is the name of this H K
specification (i.e.: Voltage, Weight, Dimensions, s 2
Colour)

£ e Locsl e sl
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» Enter a Value. Value is how much of the attribute name (i.e.: 110, 56, 1000, Dark Gray).

« Enter a Measure Unit. Measure Unit is a unit used to track the Value (i.e.: V or Volts, Kg or Kilograms,
Ft° or Square Feet, leave blank for Color).

8.4.2 Adding Specifications by Template

You may also add specifications to an inventory item by first m
creating a template and adding the template of specifications to _— -
the item. This is beneficial if many items entered are similar in -
nature and therefore share same specification attributes and a T T T
template needs to be re-used on new items. - = i
« Inthe Specifications screen, click onthe = button at the
bottom to open the Specification Template window as pictured
to the right:
«  Click the “# button to create a new template.
*  The Create Template window opens as pictured below:
T e X
B S ifeatian Tamplale - icsmal inleie) Eapl fE |‘-:||E'| L= = =
Qe g b e
T T » Enter a template name that identifies this template.
I
» Enter the Attribute, Value and Unit. Only the Attribute is
mandatory. Click on bl to save the attribute.
« Continue adding attributes to the template by repeating
the step above.
* When done, click the X button to close the screen and
return to the Specifications screen.
.-...’f. Ef; * The new template just created will become available in
the Template pop-up list by clicking on the button.
Rt S Limoal el

» To assign a specification template to an inventory item, click on the =¥ putton and select the template
name from the Available Template drop down list followed by clicking on the + button.
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8.4.3 Editing and Deleting Existing Templates

To edit or delete an existing Specification template: [ 3 ymicions Toveginte vt batovner it (5 (1) |

» Select the template name from the Available Template drop R
-
down list and click the = button. e ——
™ = ] = | = A
* You can change the value and measure unit of an attribute in i = s =N
the template. =
* You can also add additional attributes to the template and then
click the Save button b on the line.
* Toremove an attribute from the template, click on the Delete
button I of that attribute.
« When all attributes of a template are removed, the template itself w X
will be deleted as well. i
E-w"‘r LS E

* You can also delete a template and all its attributes by clicking on the Delete button B at the bottom of
the screen.

8.4.4 Editing and Deleting Existing Specifications

To edit specifications of an inventory item:

« By moving the mouse over the different specification lines, highlight appears over each line. Click on the
line you wish to edit or delete. Edit Item Specificaiton screen appears.

* You may edit the Value or the Measuring Unit only. If you wish to edit the Attribute, the whole line has to
be deleted and started as a new Specification (see step below).

» To delete a specification, click on the \¥ pbutton. That specification gets deleted, you are now at the
Specification screen.

8.4.5 Searching Specifications

A Search Specification - Microsof. .. r. |rﬂlﬁ

The Search Specifications feature in Web Work permits you to
guery the Web Work database to locate inventory records with
similar specifications.
Afribube 21 w

»  Click on the Operations menu to display the drop down Containing Text

menu.
e Select Search Specifications from the drop down menu. The -1 x

e . : Fy
Search Specification screen will open (see graphic):
Look Up Closs
£] S Local iniraret
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» Select the Attribute by clicking on the drop down menu and choose an Attribute from list provided.

« Enter the text of the Attribute into the Containing Text field to further filter the Specification search. If
Containing Text field is left blank, items with the selected attribute will be returned by the query.

™
F

« Clickonthe “~ button to perform the search. Query Result List comes up with matching Iltem Records:

[@ The SELECT * FROM ltems...is an SQL statement, showing you what the criteria the query was
using. For some, it may seem confusing at first, but it is useful to verify what exactly the query was
looking for.

» Check off ™ any records you wish to retrieve. Click on Select All to retrieve all records. Then click on

.
i

Retrieve Records or click onthe “— button at the bottom of the page to retrieve the records in edit
mode. To retrieve only one particular record, place the mouse cursor over the line and click on the
record.

* The selected Item record(s) appear in Inventory edit screen.

8.4.4 Searching Vendor Part Number

The Search Specifications feature in Web Work permits you to query the Web Work database to locate
inventory by using the vendor’s part number.

A search By Yendar Parl Number, .. E|E|E|

e Click on the Operations menu to display the drop down menu.

» Select Search Vendor Part Number from the drop down menu.
The Search Vendor Part Number screen will open:

Wendaor
Wendor Part Hasmiber

« Enter the vendor in the Vendor field or click on the # button

to select a vendor. .
PR 4

« Enter the portion or whole vendor part number you search for. Lo s

If this field is left blank, the query will return all items whose
primary vendor is the vendor entered in the field in the &l 84 Local rtranet
previous step.

™

« Clickonthe * button to perform the search. Query Result List comes up with matching Iltem Records.

» Click off the check box beside each record you wish to retrieve. Click on Select All to retrieve all records.
i
Then click on Retrieve Records or click on the ~~ button at the bottom of the page to retrieve the

records in edit mode. To retrieve only one particular record, place the mouse cursor over the line and
click on the record.

e The selected Item record(s) appear in Inventory edit screen.

Inventory
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8.5 Duplicating Inventory Items

When creating new item records that are similar in nature, a duplicate inventory feature may be used to save
on repetitious data entry.

To duplicate an inventory item:
« Perform query to retrieve existing item record you wish to duplicate.
» Place mouse cursor over the Operations menu to display the drop down list.

» Select Duplicate Item from the drop down menu. The Duplicate Inventory Item screen will open:

2 Duplicale Inventory liem - Microsoll Ini,.. Z|§IE|

[Enber o nirew e riamiber (o create & cupkoabe of Bz
insmndory tam

Oiginal ke # 7 Coding standard for
Lig# fido Mumier | | ltems will determine if

the Use Auto Number
feature should be used
Storeroom I * or you can manually
choose your own code.

Mew Hem @

A

& X

Cuplcale Close

8] Dore % Loca ntranst

* Tolet Web Work generate a new unique code for the new item, click on the Use Auto Number checkbox.
To specify the new code manually, uncheck Use Auto Number checkbox and type the new code into the
New Item #:

» Enter a Storeroom or click on the # button to select a Storeroom from the Web Work database. Note:
the storeroom can be setup at a later time.

* Click on the IE.I button to duplicate the inventory item and view the new record in edit mode.

« Edit information on the newly duplicated item as required.
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8.6 Deleting Inventory Items

Caution should be taken when deleting any records from the Web Work database. However, there may be
times when this is necessary. Web Work will not allow deletion of any items that are currently on approved
Work Order or Iltem Request asking for that item or on an approved Purchase Order ordering that item.

To delete an Inventory item:

« Perform query to retrieve existing item record you wish to delete.

e  Click on the Operations menu to display the drop down menu.

» Select Delete Item from the drop down menu.

* A message box confirming you want to delete the item from all storerooms will be displayed.

Microsoft Internet Explorer

\i:) Are waou sure you wank b delete this ikerm in all storerooms?

[ Ok ] [ Cancel

* To confirm you want to delete the inventory item, click on the OK button, to cancel this action and return
back to the inventory record click on the Cancel button.

8.7 Item Issues and Returns

The Web Work Issuing feature is used to issue materials to a Work Order, Equipment, a Location, an
Employee or an Account.

8.7.1 Issuing Single Inventory ltem

» Perform query to retrieve existing item record you wish to issue.

e Click on ISSUE ITEM beside the storeroom from which you want the Item to be issued from.

T I A M T

ETEM  |[SHS Fa07 .50 Fa07 .50
ISSUE ITEM  MASTER F0.00 $0.00 3
TOTAL a1

e The Issue Inventory screen comes up:

Inventory
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3 Issue Inventery - Microsofi Internet Explarer pravided by Ters WebWark :"’E"E

em kg E-FL-2v Tt Shorernom ELEC
Senaiized [ Serial
Is=ue Dsle BrAZOns Picked LUip By =
Issus Price 07 & LT
Bad, Cost 1) Taxi
Taxz Tofal Cosl
Criarge Back =
Warkoap Crargebiack Tacxl
rangeback Tac2 Crangeback
i To Viorknedies w | Dediver To #
WD Humbes Ll |
Epiipimesnt =
L oiestion =
Broooad - Srip Phone
i X
e Chose
£] S Local infranet

e The Item Number and Storeroom fields get filled in automatically.

* The Serialized checkbox will be checked if the item to be issued is a serialized item. For serialized item,
the Serial # field has to be filled or selected from the serial number selection window.

* Enter the Issue Qty.
« Enter optional information into the Issue Date, Picked-up By, Add Cost, Deliver To and Address fields.

» Check the Charge Back checkbox if the material cost of the issue is charged to the requestor of the
goods.

There is an option in the Admin module, Chargeback Material Expense, to configure if material
D;F costs are charged to the requesters. If the option is set to YES, the Charge Back checkbox will
be checked automatically.

e Select what the item will be issued against in the Issue To Drop Down list. Options include Work Order,
Equipment, Location, Account, and Employee. For work orders option, only approved work orders will
appear on the selection list.

Inventory
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There is an option in the Admin module, Issue Reserved Items Only, to limit item issues only to
items that are reserved by a work order! Contact your Web Work administrator to make
appropriate changes.

« Account code may be specified all by itself or along with another selection like employee or location.

» Enter the Issue Quantity. The quantity specified in the Issue Qty field will be deducted from the current
stock level. Fill in any other relevant information.

e Click on the % button to perform the issue.

8.7.2 Issuing Reserved Inventory ltems

While the Single Inventory Issue does issues one item at a time, Issuing Reserved Inventory Items screen is
used to issue multiple materials to Work Orders and Item requests asking for it. Only reserved items by Work
Orders or Item Requests can be issued via this screen! Reserved items are items both estimated and
approved.

» Click on Operations to display the drop down menu.

e Click on Issue Reserved Items. The Issue Items screen comes up:

A Web Work - Microsoft Imternet Explorer provided by Tero WebWork

Sharanaim WASTER - Wik Ol L OO0 25 . v
P U Bty WLy 4 Dt Aychidrinicd Ensl Sioer
Aesanvad Ohy To
# o
1 pOiPEN A BLL PEN 5 22
z  |epuazTe Z LANF BALLAST 3 100 0O
Pririt Shipmnt Tickel fﬁ o
s Closs
£ Done &l W Lol intranet
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» Enter the storeroom name the items are to be issued from into the Storeroom field. Choose Item
Request or Work Order from the drop down list, type in the work order / request number or pick it from a
list by clicking on the # button.

« Perform the search by clicking onto the Y button. Inventory items reserved for the selected work order /
item request in the specified storeroom will be displayed.

* Note that reserved serialized items will have the Serialized checkbox checked. Serialized and non-
serialized items cannot be issued at the same time.

« Enter the quantity you wish to issue from this storeroom to the work order / item request into the Qty To
Issue field. Normally the Qty To Issue would match the Reserved Qty of that same work order / item
request. Repeat for other lines if applicable. Leave the Qty To Issue field blank if you do not want to
issue that item.

* Click on the % button to issue the selected items. For non-serialized items, if you issued only a portion
of the requested amount, the Reserved Qty field will be updated to display the number reserved. If all
requested items were issued the applicable row will no longer appear in this table.

« If the items being issued are serialized items, a new screen as pictured will come up:

3 Web Work - Microsafl Internet Explorer provided by lero WebWaork

EROrBrCaim HASTER i Weork Owdler W oooon1 3 ’ V

Picked Lip By WCLAY # Delrvery Address Eesl S

DOIFEN 1 -'
i PEN i
OCHFEN 1

« Enter the serial number of each item or click on the # button to select the serial number.

» Click on the % button to issue the selected items. If you issued only a portion of the requested amount,
the Reserved Qty field will be updated to display the remaining reserve. If all requested items were
issued, the applicable row will no longer appear.

e To print a shipment ticket, check off the Print Shipment Ticket checkbox. Once report prints to screen,
click on File and select Print from the drop down menu to print the shipment ticket.

 When you are done issuing items, click on the x button to close the Issuing screen.
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8.7.3 Issuing from Staging Area

In the Receiving module you there is an option upon doing a partial or full receipt to receive the goods to a
temporary staging area. If the goods were received to this staging area, the Issues from Staging Area screen
should be used to finish the issue transaction.

To issue from the Staging Area:

» Click on Operations to display the drop down menu, click on Staging Area Issues. The Issue Items
screen comes up:

I A T N )
Issue

|:| REZOO00Q00SY  Hetn Reguest w007 D Cement gun

» Select the line to be issued by checking off the box next to the line.

e Tofinalize the issue, click on the % button. The item is then issued from the staging area to the origin
the item was bought for (work order, item request, account etc.)

8.7.4 Returning Non-Serialized Inventory Iltems

If items have been charged to a work order, item request, equipment, location, employee or account and
were not used in the end, they may need to be returned to the issuing storeroom or to the vendor for repair.
The Return Item Feature allows you to return the items back.

To return an item:

« Move the mouse over the Operations menu at the top of the Inventory Screen to display the drop down
menu. Click on Return Item. The following screen appears:

Pt From Weork Croler . v
Feburn Ta ] t

Lz Rtiiemh T bsink I reduiming B0 SloFesodn (s inom

e Inthe Return From drop down, select where you want the item to be returned from. Options include
Work Order, Item Request, Equipment, Location, Employee, Account and Vendor/Repair Shop.
Vendor/Reapir Shop is used when an item has been returned to a vendor for repair and is now ready to
ship back to the storeroom. Specify the code relevant to your selection in the field next to the drop down.

* Inthe Return To drop down, select where you want the item to be returned to. Options include
Storeroom and Vendor/Repair shop. Then specify the code relevant to your selection in the field next to
the drop down. When returning items
to the issuing storeroom from sources  [FFISRISTERTRFSISIR—
other than the Vendor/Repair Shop,
you can leave the Return To field
blank. If the Return To field is filled out
with different storeroom, a prompt .
message will come up asking if you

?j_,r Do yc vk b Fbun e e by & o erent Storeroomn Hhan bhe Eouing storeroomT

h l:

ool
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are returning the items to a different storeroom than the issuing storeroom. Click OK to return the items
to another storeroom or Cancel to abort.

-
« Clickonthe ¥ button to execute the search and the issued items will be listed as pictured:

Clssucbate | Storeroom | tem# | Senai# | Quamiy | Rewmay |

B18/2005 CEMTRAL IMIMIBLULE (hini Light Bulls 70 4 i

SfG2005 MORTH BATERY &AL (A4 Size Battery) 5 | [

»  Specify the quantity of the item to be returned into the Return Qty column. Repeat this step until all
relevant returns are entered.

* Click on the % button. All items are then moved from its origin and moved back to relevant storeroom
or Vendor/Repair Shop.

« Alist of items returned will be displayed.

__RetunTo | fem# | RetunQy |

ToioL mIFIBUILE Feturn failed. tem not =et up in store.
Tl BATERY 4.8 2

[@ Note: you can return items to a different storeroom than the issuing storeroom only if the item has
been set up in that storeroom or you will see a message in red as shown in the picture above.

K

* To return to Return Items screen, click button, to close the Return items screen click on the x

button.

8.7.5 Returning Serialized Items

Serialized items are items defined as both an Item within a storeroom and through the serial number it's also
defined as a piece of equipment. Once this equipment is no longer needed in the field or has been broken
and needs to be fixed, Web Work will track the equipment’s move back to the storeroom (serialized Items) or
the move to a repair shop and then back to the storeroom.

To return a serialized item from the field:

* Move the mouse over the Operations menu at the top of the Inventory Screen to display the drop down

menu and click on Return ltem.

e Click on the ) button to open up the

.. e |
Return Serialized Items screen: Al
(=]
«  Enter the item number and the serial ey
Fiurn Tg T — -

number of the item to be returned or enter
the equipment representation of the item.
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* From the Return To drop-down list, select either Storeroom or Vendor/Repair Shop. Then specify the
code relevant to your selection in the field next to the drop down.

il

e Click the return * button to return the serialized item.

Once item is in Vendor/Repair Shop you can return the item again, this time to a storeroom. A
EF full tracking of the item movement gets recorded so you always know where your item is!

8.8 Storeroom Transfers

The Web Work system allows you to transfer items from one storeroom to another storeroom. Both
storerooms must be setup with that item number as stock item before the transfer.

8.8.1 Transferring Non-Serialized ltems

To transfer an item from one storeroom to another storeroom:
» Perform query to retrieve an existing non-serialized item record you wish to transfer.

* Highlight the Qty Available for the storeroom the item is to be issued from (see sample picture below).

e Ll o o ol R il i [

ISSUEMEM LA, HIT iCH $25.00 2450 L
ISSUEEM  |CARP z 3 4 HERMAN $27.00 J27.m0 0
IESUEMEM  WASTER O RBIER §7 50 §7.00 a
TOTAL -
«  Click into that highlighted area. The Storeroom Transfer 3 storeroom Tramsfer - Micresoft .. [2 |[5][5]
screen comes up:
* Item No. and Transfer From information get filled in R CSEL L E
automatically by Web Work. Tranzdar from AR
Trandter T o
«  Specify the receiving storeroom in Transfer to field. e
Gmrity
e Specify the quantity — how many of these items are to be
transferred. H e
H Sares Cloas
* Click on the button to perform the transfer. =T S el pirsont

Once a storeroom transfer is performed, a transaction gets created in the IssueTrans table of
E@ the Web Work database. See the Custom Reports chapter to learn how you can create a report
showing you the inventory transfers and many other reports like it. Also you may access the

&

transactional history by clicking on the button.
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8.8.2 Transferring Serialized ltems

The Web Work system allows you to transfer serialized items from one storeroom to another storeroom. Both
storerooms must be setup with that serialized item number as stock item before the transfer.

To transfer a serialized item from one storeroom to another storeroom:

» Perform query to retrieve an existing serialized item record you wish to transfer.

» Highlight the Qty Available for the storeroom the item is to be issued from. Click into that highlighted area

(see sample picture below).

I o T T

ESEUEITEM Ak HIT&CH
IZSUEITEM  CARP 2 3 i HERMAN
ISSLUEMEM  MASTER GRS

e Click into that highlighted area. The Storeroom Transfer
screen comes up:

* Item No. and Transfer From information get filled in
automatically by Web Work.

»  Specify the receiving storeroom in Transfer to field.

e Specify the serial number of the item to be transferred to
the other storeroom.

* You can transfer serialized item only one at a time.

* Click on the H button to perform the transfer.

8.9 Where Used

52500 324.50 )

27 00 $27.00 0
450 780 Q
TOTAL S

1 Sioreroom Transfer - dicrosofi ...

- B

Shoreroom Tramsier

Dt M 3

Tranis far From ORTH

Transfer To &
GassnSly On Hand 22

Sarial MUk 4

H X

Save Chat

8o 8 Local intranet

To view a list of equipment and the accompanying location/equipment where an inventory item is used, use

the Where Used menu option.

To view where an inventory item is used:

« Perform query to retrieve existing item record you wish to see what equipment the item is being used on.

* Move the mouse over the Resources menu at the top of the screen and select Where Used from the

drop down menu, or click on the Where Used tab.

» A screen similar to the one pictured below will open:
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mm_

Qooooooq Transmiszion's system EAST WING 10
Qoonocq 4 AR HARDLER UMIT B ELST WING 1
Qoo0o0ED Transmiszion's system By EAST WING 1
Qooao0ed Transmission's system By EAST WING 1
Qoo0o0&2 Transmission's system Evy EAST WING 1
Q0000069 AR HARMDLER UMIT B EAST WG 1
Qoooo0va nesy ecuipment test o2 Quadrant 23 5
AHLU-01 AR HAMDLER UMIT 1
AHU-01-1 AR HAMDLER UMIT Ev ELST WiING 1
A rthur AR HAMDLER UMIT B ELST WING 1
WTR-COOLER-02  WMater Cooler hAALL BIG TEMAMT'S MALL 1

* The table shows what Equipment in which Location the part is being currently used in as well as how
many of these items are being used in each instance.

e To print this information, click on the = button.

[@ To change or add equipment where this inventory item is used you must do so in the Equipment
Module by updating the Parts list for the applicable piece of Equipment.
8.10 Show Open Purchase Orders for an item

Sometimes there are items on order. If you want to see what Purchase Orders are currently awaiting a
receipt of this item, use the Show Open PO feature.

To see open Purchase Orders for selected item:
« Perform query to retrieve existing item record you wish to see Open POs for.

 Move the mouse over the Resources menu at the top of the screen and select Show Open PO from the
drop down menu or click on the Show Open PO tab.

* The Show Open PO screen opens up, see picture below:

I:Im-m-:n-m mm

D000 87 20 BT

» If your system security permits you access to the Purchase Order module, you can view a single
Purchase Order in the PO module just by highlighting the particular line and clicking upon it. The PO
record opens up in the PO module.

e To print this information, click on the = button.
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8.11 Related Equipment

For inventory items setup as serialized items, use the Related Equipment feature to see the item’s
representative equipment records.

To see serialized items as relevant equipment records:

« Move the mouse over the Resources menu at the top of the Inventory Screen to display the drop down
menu.

» Select Related Equipment from the drop down menu. The Related Equipment window opens as pictured
below.

3 tquipmeni Mumbers - Microsall Inlernel Explorer provided by lero WebWark Ellﬁlrg

O al ol

4] Done % Local inkranst
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8.12 Inventory Count

The Inventory Count feature allows you to make adjustments to stock levels for a group of inventory items
within particular storeroom.

To print the Inventory Count sheet:
« Position the mouse over the Tools menu and select Inventory Count from the drop down menu.

« The Inventory Count screen opens. The upper portion of the Inventory Count screen is the filter area as
pictured below:

Shorennos =Eoreraoms W Crvergent records onby ] V
Aizle From T Sor orcker
Fiorer From Ta S orcker
Bun From Ta Soi oncker
Sarved Chusry =Earred Chsrys W |0 Gasmry Plame H

e Toretrieve inventory records from a storeroom to adjust the stock level, you can do an ad hoc query or
retrieve records from a saved query.

8.12.1 Perform an ad hoc guery

e Select a storeroom from the drop down list.
« Enter the range of Aisle, Row, and Bin from which inventory records will be retrieved. (Optional)

* Indicate the sort order by Aisle, Row, or Bin by entering 1, 2 and 3 in the Sort order field. A smaller
number means that column will be sorted first in the returned result set.

e Toretrieve only those records whose current stock level in the database is not the same as the last stock
level count, have the Divergent records only checked. Otherwise, all filtered records in the selected
storeroom will be returned.

*  Click the filter button Y to retrieve the records.

8.12.2 Using a Saved Query

You can create a saved query that you can use repeatedly to retrieve records, without having to put in the
filter criteria every time. To create a saved query:

» Select a storeroom from the drop down list.
» Enter the range of Aisle, Row, and Bin from which inventory records will be retrieved.

» Indicate the sort order by Aisle, Row, or Bin by entering 1, 2, and 3 in the sort order field.
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« Enter a name to identify the saved query in the Query Name field. Note that the saved query name must
be unique.

e Click the H button to save the query.
* Once the query is saved, the query name will appear in the Saved Query drop-down list.
* To retrieve only those records whose current stock level in the database is not the same as the last stock

level count, have the Divergent records only checked. Otherwise, all filtered records in the selected
storeroom will be returned.

Y

* To execute the saved query, select the query from the Saved Query drop-down list and then click the
button.

8.12.3 Editing and Deleting a Saved Query

» Select the saved query to be edited or deleted from the Saved Query drop-down list.

« Click the «~ button.

B Edit Query - Micresaft Internet Explorer provid... [= |[B][%]

B

» A saved query is changed by modifying the -
WHERE clause of the SQL statement. It is HVAC
recommended that whoever changes the

saved query should be well verse in SQL

syntax. Shoreroom = HYAC And Sisles=l’ fpd
AighenmTIT T A0l WrvRovebhame="* &nd
IRt TZIT

|

i

EELECT FROM Irrveriory WHERE

» After the change, you can check the syntax

of the modified SQL by clicking on the J
button.
Order By iieie reformtous

e Click the Save button H to save the Shared [~

changes or the Delete button ¢ to delete
the saved query. H J : }(
Clocsa

1
Sive Synias Dalehe

] Don= % Local intranet

8.12.4 Update Stock Level

e The new stock level of the retrieved inventory records can be updated in the lower portion of the
Inventory Count screen as pictured below:
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LA Fwrkx Purix 153 #u
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e You may print an Inventory Count sheet by clicking on the @ button.

* Enter the new stock level for items whose current stock level is not the same as the stock level recorded
in the database.

e Putin remarks where necessary.

* Click the Save button H to save the new stock levels.

8.13 Checking Requested Items

Use the Check Requested Items screen to view and process a list of items requested by the Work Order or
the Item Request modules. For Work Orders, requested items are items that are setup as Work Order
material estimates and the status of the Work Order is approved. For Item Requests, requested items are
items that are indicated as the Item Request line items and the Item Request record is approved.

To check for requested items:

« Move the mouse over the Operations menu at the top of the Inventory Screen to display the drop down
menu.

» Select Check Requested Items from the drop down menu.

The Requested Items screen has a filter portion as pictured below:

Roquest Trpe  CITNENEEEE ~  Roquest # o

Cpen Date From  7E2035 To BADIS

» The Request Type can be Work Order, Iltem Request, or Both.

* You may enter specific Work Order or Item Request number to the Request # field or leave the field
blank and see a list of all requested items.
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Specify the range of Open Date for the work orders and/or item requests.

Click on the filter button Yto retrieve the records. The records will be listed like the picture below:

Croasic
S T N ] 5 2T

[ R D00000SE Wkt
R poct 1 Mi > I
R RECOOO000S fesl 1 T i 4
W A AnF123 Preracd Sirvhnestions T Mi I I
WD0003H 2 RAIDR fet for dedd storeronom & Hi I F
W N 2 TESTH jeell AECT 7 Mi ) I

A letter R to the left in the Request # column indicates the record is an item request, a W indicates a
work order.

Only inventory items from item requests can be reserved. Inventory items from work orders are reserved
automatically when work orders are approved. Non-inventory items cannot be reserved but can be
added to a new or existing purchase order via the Check Requested Items screen.

To reserve inventory items for Item Requests, check off the box in the Res Item column. In the
Storeroom column enter storeroom name for the item to be reserved or click on the # button to select a

storeroom from the Web Work database. Click on the H button to reserve the items.

To purchase new items instead of reserving, click on the = “ putton under the Create PO or Add to PO
columns. Create PO will create a brand new purchase order with that item. Add to PO will add the item to
an existing purchase order of same vendor. A Purchase order selection screen comes up where you
would then assign the existing purchase order (refer to Create PO for Requested Items or Add
Requested Items to existing PO sections of this manual.
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[@ When an item is reserved it is added to a picklist and is ready for issuing. See Picklists and

Issuing section of this manual for more information.
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8.13.1 Create PO for Requested ltems

If the stock level for the item requested is too low for a reserve or the item is a non-inventory item and there
is no current open Purchase Order of that vendor, a new purchase order can be created for this item. The
new Purchase Order will then be used for purchasing more of this item.

To create a new Purchase Order for an ltem:

Under the column Create PO, click on the - “ button to create a new Purchase Order. The New

Purchase Order window will open:

Enter description of the PO into the description field, Specify Vendor, add any relevant information. See
Creating New Purchase Orders section of the User manual for additional information.

Click on the o button to create a new PO.
The Purchase Order Item screen comes up

with the item and pricing information already
populated.

Fill in needed information, including the
guantity. See Creating New Purchase Orders
section of the User manual for additional
information.

Click on the H button to save the requested
item to the PO.

Once the requested item is saved to the PO,
you will be returned to the Purchase Order
screen. There will be an Add Resource
Account link. Clicking on the link will bring up
the Add Resource Account screen.

W P haias Jrcm - Bkcre e Lopheinl presiied by Tais Wab®an

gl Ll B et

Enter or select an account and put in either the cost percentage or cost amount. Check either the Keep

Percentage or Keep Cost radio button.

oy

e Click on b button to add the resource
account to the purchase order.

¢ You can repeat these steps to add more
resource accounts to the purchase order.

Inventory
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8.13.2 Add Reguested Items to Existing PO

If the stock level for the item requested is too low for a reserve or item is a non-inventory item but there is a
current open Purchase Order of that vendor, the item requested may be added to an existing open Purchase
Order rather than creating new Purchase Orders. The items can be purchased via an existing Purchase
Order.

To add requested items to an existing purchase order:

«  Under the column Add to PO, click on the +* Edit button. A Select a Purchase Order window will open:

Purchase Order Selection

Wandor Coda
Wandor Names v

-

» Perform the search by the vendor or vendor name, click on the " filter button to see any available
open POs for that vendor.

» Select a purchase order from the list. Note that only unapproved POs are available for selection unless
Auto Approve PO system option is set to YES.

e The Purchase Order Item screen

D Purc hase O dhes e - Micimall Ielernet Explever previded by Tero Weblerk

comes up:

e Fill in needed information, including Mt DR s e
the quantity. See Creating New B [T . ke [
Purchase Orders section of this ey Camcrpion, (ot 800
manual for additional information. R R

e L& Fecy
[ pusf ket Ll |
* Click on the H button. demnd W...—.rmn":"n E
Fqand  gonnia Zapdctel v
The existing open Purchase Order is Emioem 1o Ta 145
updated with the requested item line. L 14
[ ] A
CLrWEF [
H X
Ty Clre
&l Sl sl it
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8.14 Printing Request Pick List

A request picklist is the list of items requests that were reserved using the View Requested Items feature.
Once printed, the list is used by the store keeper to make issuing of those items easier. The list provides the
store keeper with the storeroom, location of the items in that storeroom, how many of these items are
requested and more.

To print Request Picklist:

Move the mouse over the Operations menu at the top of the Inventory Screen to display the drop down

menu.

Select Print Requested Picklist Items from the drop down menu.

The Requested Picklist will open in a new browser window as pictured below:

WY - L WL .,-|,@®
\ryf.l r ‘}Vf‘-JHJ(

T T
WeD wor Request Picklist T8
Web Based CMMS .
Storeroom: EAST
fisle Row  Bin Request £ ftem Humber Item Description Oty Req'd Oty Taken
000020 0000001 15 iran bar 2 _
(00020 SLEME testing for deleting 16 _
000032 [ISH HEATER Lish Heater 2 .
000038 TOT-C4 C4 7 —
4 2 18 000013 BALL Round 12 inch 3 _
4 2 18 000020 BALL Round 12 inch 40 _
4 2 18 000025 BALL Round 12 inch 10 .
4 2 18 (oo07e BaLL Round 12 inch 2 —
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8.15 Printing Inventory Records

There are two ways to print Inventory Records. You can print an individual Inventory record or print multiple
Inventory records that you have selected and retrieved.

8.15.1 Printing Individual Inventory Records

To print only the Inventory record that is currently displayed on the Inventory screen:

« Perform query to retrieve existing item record you wish to print. The selected record will show in
inventory Main screen in edit mode.

* Click on the '5 button. A few window with inventory Item report is displayed to the screen.

* In Internet Explorer, click on File and select Print from the drop down menu to proceed with printing to
the printer.

8.15.2 Printing Multiple Inventory Records

To print a batch of inventory records:

« Perform an inventory query to retrieve the desired inventory records. The selected records will show in
inventory Main screen in edit mode, showing 1 of x.

« Move the mouse over the Operations menu and choose Print Selected Items from the drop down menu.
Inventory Item report is printed to the screen showing all selected items.

* InInternet Explorer, click on File and select Print from the drop down menu to proceed with printing to
the printer.
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8.16 Inventory — Reports

To access Inventory reports move the mouse over the Tools menu and select Reports from the drop down

menu.

* Click on any of the Reports listed under Standard or
Custom, to open them.

Only reports applicable to the Inventory module will
D;F be displayed. To view all reports, click on the
REPORTS module on the left hand side of the Web
Work screen. For more information about custom
reports, see the Reports section of this manual.

8.17 Links
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When you are in the Inventory module and you select Links from the Tools menu, the Web Work Create/Edit
Links window will open as shown below. You can view existing links or create new links using this feature.

You can only view links, which have been setup to be
[@ accessible from this module or from all modules.
Links set up in other modules with the accessibility set || e e esrme o
as only within that module will not be shown. — el
LEddaln 11 L =1 ] -
e ey arderewwr A
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