
 
 
 
 

  

 
Allocation and Assignment 

Administrator Guide 
Trade Secret | February 2025 

 

25 



© 2025 Trapeze Software ULC, its subsidiaries and affiliates (collectively “TSU”). All rights reserved. 

Trapeze Software ULC (“TSU”) Proprietary and Confidential: Information contained in this document is proprietary 
to TSU and its subsidiaries and may be used or disclosed only with written permission from TSU. This guide, or any 
part thereof, may not be reproduced without the prior written permission of TSU. The recipient acknowledges and 
agrees that disclosure of this document to recipient, and its use, are subject to the terms and conditions specified 
in their relevant software license agreement, software maintenance agreement, and/or non-disclosure agreement 
(“Governing Agreement”) under which this document was disclosed. This document is for internal use only in 
conjunction with TSU products. This document may not be modified in any way.  

All other trademarks, registered trademarks, product names and company names or logos mentioned are the 
property of their respective owners.  

Except as may be provided in the Governing Agreement, TSU and its affiliates, subsidiaries, officers, directors, 
employees, and agents provide the information contained in this manual on an “as-is” basis and do not make any 
express or implied warranties or representations with respect to such information including, without limitation, 
warranties as to non-infringement, reliability, fitness for a particular purpose, usefulness, completeness, accuracy 
or currentness. TSU shall not in any circumstances be liable to any person for any special, incidental, indirect or 
consequential damages, including without limitation, damages resulting from use of or reliance on information 
presented herein, or loss of profits or revenues or costs of replacement goods, even if informed in advance of the 
possibility of such damages.  

TSU reserves the right, to be exercised at its sole discretion and without notice, to change, modify or adapt the 
contents of this edition in order to accurately reflect any future upgrades to the TSU proprietary software and/or 
hardware. In the event of such changes, TSU expects, but does not represent or guarantee, that this current 
edition will continue to remain reasonably accurate insofar as it describes the basic functions of the TSU 
proprietary software and/or hardware. Furthermore, based on your system settings, certain functionality, such as 
application screens, may not function exactly as shown or described in this guide. 
 

Technical Support 

Trapeze provides several ways to connect with the Customer Care team. Please provide detailed 
information to the representative. If you are reporting an issue by e-mail, include any error messages, 
screen shots of your problem, and steps to replicate the issue.  

Customer Care is available Monday through Friday, 8:00 a.m. to 8:00 p.m., Eastern Standard Time. 

Toll-Free Telephone: 1-877-411-8727 
E-mail: cc@trapezegroup.com 
FTP Site: https://ftps.trapezegroup.com/  
Web Site: https://collaborate.trapezegroup.com 

The website provides access to Trapeze Collaborate which offers resources to implement and operate 
the software, search knowledge, participate in communities, log/track service requests, sign-up for 
release alerts, view product health recommendations, and download updates or documentation. For 
secure access to Collaborate, contact Customer Care through the website or by calling the number 
above.  

Product Compatibility 

Refer to the latest Product Compatibility information on Trapeze Collaborate for requirements including 
operating system information, databases, Crystal reports, network protocol, HTTP servers and browsers 
that are supported.  

mailto:cc@trapezegroup.com
https://ftps.trapezegroup.com/
https://collaborate.trapezegroup.com/
https://collaborate.trapezegroup.com/community/enterprise-asset-management/content?filterID=contentstatus%5Bpublished%5D%7Ecategory%5Bupgrades%5D


Allocation and Assignment - Administrator Guide 
Version 25.x 

February 2025  

Contents 
1. Overview ......................................................................................................................... 1 

Requirements .................................................................................................................................... 2 
Assumptions ..................................................................................................................................... 2 
Installation ......................................................................................................................................... 2 
Definitions ......................................................................................................................................... 3 

2. Allocation and Assignment Module Basic Settings ....................................................... 4 
Allocation and Assignment Portal Settings ......................................................................................... 4 

Portal-wide Options: ................................................................................................................. 4 
Services/Inspections Options ................................................................................................... 6 
Operator Search Options ......................................................................................................... 6 
Item Search Options ................................................................................................................ 6 

Assignment Request Portal Settings .................................................................................................. 7 
Configuring Allocation and Assignment Locations .............................................................................. 8 
Locations Settings for Reporting ........................................................................................................ 9 
Employee Supported Locations ....................................................................................................... 11 
Using Asset/Component and Part Categories .................................................................................. 11 

Ways to View or Edit These Categories.................................................................................. 12 
Ways to Create or Edit the Category List ................................................................................ 13 

Using a Part vs. an Asset ................................................................................................................ 14 
Items that should be Assets (or Components): ....................................................................... 14 

Using Departments.......................................................................................................................... 15 
Items that should be Parts...................................................................................................... 15 

3. Allocation and Assignment .......................................................................................... 16 
Allocation and Assignment Portal Main Page Overview ................................................................... 16 

Customizing the Portal ........................................................................................................... 16 
Available Options and Gadgets .............................................................................................. 17 
View Requests Button ............................................................................................................ 18 
Current Location .................................................................................................................... 22 

Recent Assignments and Assigning New Items ............................................................................... 22 
Recent Assignments Gadget .................................................................................................. 23 
Assignment Detail Pop-in/Edit Assignment Detail Page .......................................................... 25 
Assignment Detail Edit Page .................................................................................................. 27 
Assigned Item Detail Page ..................................................................................................... 28 



Asset Detail Page .................................................................................................................. 31 
Item Assignment Page ........................................................................................................... 32 

Actioning a Request ........................................................................................................................ 38 
1. Selected Items ................................................................................................................... 39 
2. Status and Notes ............................................................................................................... 39 
3. Request Actions ................................................................................................................. 41 

Request Summary Gadget .............................................................................................................. 43 
Gadget Searches ............................................................................................................................ 43 

History Search Gadget ........................................................................................................... 43 
Item Search Gadget ............................................................................................................... 45 
Operator Search Gadget ........................................................................................................ 46 

Inspection Summary Gadget ........................................................................................................... 47 
Web Screens Gadget ...................................................................................................................... 48 

4. Assignment Requests .................................................................................................. 49 
Setting up Catalogs ......................................................................................................................... 50 

Location Setup for Assignments ............................................................................................. 50 
Parts Setup for Assignment .................................................................................................... 51 

Submitting a Request ...................................................................................................................... 51 
1. WHO is this for? ................................................................................................................. 51 
2. REASON for request .......................................................................................................... 53 
3. CHOOSE your items .......................................................................................................... 53 
4. Review and Submit ............................................................................................................ 64 

 

 



Overview 

Page 1 of 65 Allocation and Assignment - Administrator Guide 
Version 25.x 

1. Overview 

 
The Allocation and Assignment Module is designed to allow an asset or part to be assigned to a 
person (operator), place (location or department) or another asset. There are two parts to the 
module: Allocation and Assignment Portal and Assignment Request Portal. 

The Quartermaster can use the Allocation and Assignment portal to create assignment records 
for items and track the status and expiration of those items. He or she can also use this portal to 
view requests for items from operators for either themselves or their location/department. 

The operators have access to the section of the module called the Assignment Request Portal. 
Through the Assignment Request Portal, a user can log in to either request a new item or report 
an issue with their current item. These requests then are sent to the Quartermaster section of 
the module, so that they can be responded to as needed by supervisors and the store manager. 

The Allocation and Assignment Module works with the Shop Activity Module’s Storekeeper 
Portal for inventory tracking, purchase orders (POs) and Requisitions. The items and inventory 
purchased and tracked through Storekeeper Portal, based on each location, are the same 
inventory that the Quartermaster has access to assign within the Allocation and Assignment 
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Portal. Please refer to the Shop Activity Storekeeper Administrator and User Guides for 
additional information about the Storekeeper Portal. 

Requirements 
This software requires the software application and Web Modules as outlined in the 
Administrator Guide. 

Assumptions 
This Module Guide assumes familiarity with workflows and configurations of the application. 

 Do not use this module in a shared tab with another module (such as Storekeeper, 
Technician, etc.) as it could cause unexpected behavior. This module must be set on its own 
tab for proper functionality. For more information, refer to the Administrator Guide Section 2. 
Web Modules Configuration, Adding Modules and Tabs. 

• The intended audience for this Allocation and Assignment Module Administrator Guide 
includes Information Technology (IT) staff. Please ensure that the individual installing 
and configuring the Allocation and Assignment Module is from your IT department. 

 Special characters are not supported in all Web Module fields and unanticipated results may 
occur. 

• User defined required fields that do not appear in Web Module forms will return 
validation messages. 

 Do not use the browser’s Back button in the Web Modules as unanticipated results may 
occur. 

 Do not open or use the same instance of the Web Modules in multiple browser windows or 
tabs. This can cause errors or unexpected performance issues.  

Installation 
Please refer to the Administrator Guide, Install and Configure Web Modules section for 
instructions on installing and upgrading Web Modules. 

To make the functions of this Portal available to Web Modules users, create the tab and assign 
rights for supervisors. Please refer to the Administrator Guide, Web Modules Configuration - 
Adding Modules and Tabs section for detailed instructions on adding new tabs and configuring 
security access for those tabs. 

 This module does NOT support anonymous access to “All Users”. A user must be logged 
into Web Modules for this module to function. 
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Definitions 
Quartermaster: For the purpose of this document and Module, we refer to the Quartermaster 
as the person (or persons) who manage assignments and/or inventory for one or more locations 
within an organization. This title is used regardless of the job title at any specific organization. 
This position may be called Storekeeper, Inventory Manager or otherwise also; but for the 
purposes of the Allocation and Assignment portal, we will refer to this role as a quartermaster. 

Operator: Any person that can use and be assigned equipment, identified by Operator ID (i.e., 
to assign assets/parts to a person, that individual must have an Operator ID). We will refer to an 
operator, for the purpose of this portal, as anyone who can be assigned equipment or operate 
that equipment. 

 Allocation and Assignment portal (Quartermaster portal) requires that the logged-in User 
must also have an associated Employee ID. 

 Assignment Request portal requires only a User ID (no associated Employee ID or Operator 
ID is required, though assigning an Operator ID is recommended). 

 Assignments to a person can only be made to someone with an Operator ID, though that 
Operator does not need a User ID if he/she does not plan to use either portal. 
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2. Allocation and Assignment Module Basic Settings 

Allocation and Assignment Portal Settings 
Allocation and Assignment has a Settings area available through the edit pencil icon next to the 
Allocation and Assignment portal name.  

 Note: There are several required settings to use this portal. If you do not set a required 
setting, or leave before all requirements are met, an error displays stating that “All required 
fields must be set.” 

The settings available are as described in the following sections.  

Portal-wide Options:  
• Date/Time Values in 24 hour or 12 hour format: Select either 12 or 24 hours in the 

drop-down menu. 

• Allow users in this group to set Approval Status: Select user groups using the 
chooser button to allow users in the chosen groups to set the approval status. Select a 
single group and click Remove to remove the one, or click Remove All to remove all 
groups in the current list.  

• Allow users in this group to action Direct Transfers: Select user groups using the 
chooser button to allow users in the chosen groups to action. Select a single group and 
click Remove to remove the one, or click Remove All to remove all groups in the 
current list. 

Assignment Request 
Allow users in this group to set Approval Status: Groups in this field will have access and 
rights for the settings below for approving requests.  
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To add user groups to approval rights: 
1. Use the chooser button to open the user group ID chooser.  

2. Select the user group ID, or click Add all # items for all groups in the table, to add the 
IDs to the field on the right.  

3. To remove a group from the field on the right, select the group and click Remove, or 
click Remove All to remove all group IDs.  

4. When you are ready to apply the groups in the field on the right to the approval rights, 
click Apply.  

Other Assignment Request Settings 
• Require Approval: Use the checkboxes for New Items, Transfers, and Replacements 

to choose which requests require approval. If none of the checkboxes are checked, 
approvals are allowed on items, but not required. If a user is approving two different 
types of requests (such as new item and a transfer), where one type is required and one 
is not, the required field will display as the standard required setting.  

• Assignment Request Types: Use the checkboxes for New Items, Transfers, and 
Replacements to choose which assignment request types to allow. 

• Show Request Summary count as: Choose which way to display the summary counts. 
Options are Batch, Items, and Quantity.  

o Batch: Displays the totals based on the number of batches for new items, 
transfers, and replacements. This is the default option.  
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o Items: Displays the totals based on the number of requests (within batches) for 
new items, transfers, and replacements.  

o Quantity: Displays the totals based on the quantity of parts or assets on each 
request for new items, transfers, and replacements.  

Services/Inspections Options 
• Services and inspections days to project: This gadget by default shows all 

inspections coming due in the next 30 days. You can change this default here. 

Operator Search Options 
• Operator Search default text (what shows in the search box on the gadget). 

• Operator search to include the following fields: 

o Operator ID (default and cannot be turned off) 

o Employee ID 

o User ID 

o Operator Name 

o Employee Name 

o User Name 

o Operator License   

Item Search Options 
• Item Search default text (what shows in the search box on the gadget). 

• Item search to include the following fields:  

o Asset ID (default and cannot be turned off) 

o Asset License # 

o Asset Number 

o Asset Serial Number (VIN)  

o Asset Manufacturer ID  

o Asset Model ID  

o Asset Description  

o Part ID (default and cannot be turned off) 

o Part Serial # 



Allocation and Assignment Module Basic Settings 

Page 7 of 65 Allocation and Assignment - Administrator Guide 
Version 25.x 

o Part Keyword 

o Part Short Description 

 Please note/remember that if searching descriptions on large sets of data, your search WILL 
be slow. Do not use these fields unless you have tested to understand the impact on your 
systems. 

• Report Settings 

o Assignment History Report: The report that is run when the Assignment History 
button is used. If customizing this report, please be aware that the following case 
sensitive parameters are used to generate this report: AssignToType or ID or 
AssignmentHistory. Click the Restore Default button to reset to the default 
report provided with the module. 

o Item History Report: The report that is run when the Item History button is used. 
Click the Restore Default button to reset to the default report provided with the 
module. 

o Template Validation Report: The report that is run when the Template Validation 
button is used. Click the Restore Default button to reset to the default report 
provided with the module. 

Assignment Request Portal Settings 
The Assignment Request Portal has a separate settings section on its tab through the Edit icon, 
which allows you to change items specific to this section: 

The settings available are: 

• Portal-wide Options: Date/Time Values in 24 hour or 12 hour format.  

• Assignment Request History Options: Maximum history rows to display. This gadget 
by default shows 500 maximum history rows. You can change this default here. 

• Request Catalog Options 

o Display Quantity on Hand: Check this checkbox to display quantity on hand on 
the Review Item pop-in. 

o Display Unit Price: Check this checkbox to display quantity on hand on the 
Review Item pop-in. 

• Item Request Header Options: Enter custom header text or subtext. 

• Item Request Step 1 Options: Enter custom tab code, tab text, tab subtext, and header 
or instruction text.  
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o Use Asset Chooser instead of Choicelist: Check/uncheck to use Asset 
Chooser instead of choice-list (default is checked to use Asset Chooser). 

o Allow user to request for additional entities: This setting shows the option of 
For Something Else (Specify) on the request form in step 1. This list is not 
narrowed down by location rights as this request is for something else other than 
your user’s normal options. Options available are Assets, Departments, 
Locations, and Operators.  

• Item Request Step 2 Options: Enter custom tab code, tab text, tab subtext, and header 
text.  

• Item Request Step 3 Options: Enter custom tab code, tab text, tab subtext, and header 
text.  

o Also set New Item header text, Transfer header text, and Replacement header 
text.  

o Use the Request Catalog?: Check or uncheck the this checkbox to make the 
request catalog available or not. Default is checked to show catalog. If this is 
unchecked, the Request Catalog button is replaced with the Request button, 
and opens to the regular request pop-in. 

• Item Request Step 4 Options: Enter custom tab code, tab text, tab subtext and header 
text.  

Configuring Allocation and Assignment Locations 
The Allocation and Assignment Portal offers a setting on Locations options. This setting allows 
the location to do the following:  

• To show up in the drop-down list for the portal, as a location that can assign items 

• Prevents assignment of a part from a location that has not been setup to support 
assigning parts. 

You can see and change this setting from the Locations – Primary Information screen, 
Functions tab: 
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You can have multiple locations designated as an Allocation and Assignment location. The 
locations designated with this option should be the MAIN QUARTERMASTER LOCATIONS. For 
example: your headquarters office that contains all of the stock that you will be issuing or your 
warehouse of items you wish to assign to operators. 

If a location is not configured with this option you will:  

• Not see it on the Allocation and Assignment Portal pages  

• Not be able to assign parts which are set up at this location. 

You can assign items to a location that is not an allocation and assignment location. 

Example: Using Location HQ (checkbox checked for an Allocation and Assignment location) 
and Location ST (checkbox not checked for an Allocation and Assignment location): 

• An operator can request an item from Location HQ, and ask for it for Location ST. 
Location ST needs medical supplies sent from HQ. 

• When a quartermaster logs into the portal, they will see the request, and be able to 
assign from Location HQ to Location ST.  

If Location HQ was not set as an Allocation and Assignment location, the quartermaster would 
not be able to assign stock from its location to any other location, person, or asset. 

Locations Settings for Reporting 
Your allocation and assignment locations (see above) may also be set up as parts Inventory 
locations. The combination of these settings will allow parts stock at locations if you choose to 
manage inventory. 



Allocation and Assignment Module Basic Settings 

Page 10 of 65 Allocation and Assignment - Administrator Guide 
Version 25.x 

The Allocation and Assignment Portal has two inventory reports that are available for showing 
inventory count and inventory value. One report pulls the quantity of the parts assigned to the 
chosen location. The other report pulls the quantity of assets that use this location. 

 There are multiple locations available for an asset. To use the allocation and assignment 
reporting, you must set up your assets’ Station (headquarters) location the same as your 
stocked parts for the Allocation and Assignment locations.  

To set a station for an asset, go to the Asset Primary Information screen, Locations tab: 
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Employee Supported Locations 
Set up supported locations on the Employee Primary Information screen, Assignment Info tab.  

 
You can choose the Supports all locations checkbox if you are an administrator. Otherwise, 
set specific locations. After changing this setting, you may need to log off and log back on.  

 If you do not set Supported Locations, you will receive the error Logged in user has an 
associated Employee ID with no Supported Locations. This is required in order to 
access this area. Please contact your system administrator. 

Using Asset/Component and Part Categories 
Though it is not a requirement to use asset/component (asset category) and part (product) 
categories to use this portal, it is highly recommended. 

The Assignment Request portal and reporting rely on the setup of categories to function 
properly. Asset and product categories are how one can create a catalog of items an operator 
can request.  

Without using categories, you would not be able to do the following:  

• Allow users to request a specific item through the Request area – they would only be 
able to see or request by typing a description. 

• See detailed Inventory reporting by type of item. 
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Ways to View or Edit These Categories 
Assets and Components: Go to the Asset Primary Information screen or the Components –
Primary Information screen, Classes tab 

 
Parts: Go to the Parts – Primary Information screen, Basic Info tab: 

 

OR: Go to the Part Definition Pop-in in Shop Activity Storekeeper Portal: 
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Ways to Create or Edit the Category List 
Assets and Components: Asset Categories screen, Basic Info tab: 

 

Parts: Product Categories screen, Basic Info tab:  
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Using a Part vs. an Asset  
Whether to assign items as assets or parts (or both) depends on your organization’s needs and 
plans for valuation and tracking of items. 

Items that should be Assets (or Components): 
• Items that require preventative maintenance schedules or inspections 

o Need to track inspections on a serialized firearm and show accountability for 
these inspections 

• Items of high value where tracking service or work orders are required  

o Need to keep track of an overhead hoist at a shop location, and schedule regular 
service and work orders for fixing and regular maintenance 

• Items that you require to track depreciation 

o Need to keep track of depreciation of above and in-ground vehicle lifts at a shop 
location 

 Items for which you do not need to track maintenance, and that will be managed as 
inventory can be parts. 
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 Assets (or Components) can have a department, and parts cannot. If you need to track 
items specifically by department, you can use this feature for internal departments. Inventory 
reports can filter based on department, though this does not consider part items. 

Using Departments 
For assets you can assign a Department ID, as well as a Department ID to notify for PM 
(Preventive Maintenance). This is done under Equipment Units > Asset Primary Information. 

Use of the Departments here will affect the Allocation and Assignment Portal when using the 
Inspections Due features. You can also choose to filter the Inspections report based on 
Department.  

Example of use: Set up a Department ID for any asset purchased under an acquired Grant #, 
and run inventory report to see all items for that grant. 

Items that should be Parts 
• Will be purchased often or potentially replaced frequently under the same part number, 

even if different serial numbers 

o We purchased a bulk box of 12 flashlights with Part Number FL1234, each with a 
separate serialized number this year for $270. Next year, we will buy another 12 
FL1234 flashlights, and the price may change. This type of tracking can be done 
under Parts. 

• Low cost or low value items, and disposable items 

o Items, such as shop items (e.g., rubber gloves, paper towels) or uniforms (e.g., 
shirts, pants) that you want to direct issue to a location or person. 

 The system can track parts with serial numbers. Items with serial numbers can be managed 
as either serialized parts, assets, or components. If tracking maintenance on the item is 
important, consider using assets/components; otherwise use serialized parts. 
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3. Allocation and Assignment 

Allocation and Assignment Portal Main Page Overview 
The main section of this portal is the Allocation and Assignment area. This is the main 
Quartermaster portal. 

 
Allocation and Assignment is a gadget-based portal, composed of gadgets that are 
customizable. Each user of the system has their own configurable layout and set of gadgets, 
and all items on the portal can be shown or hidden/removed per user. If you are familiar with the 
Shop Activity Work Management Portal, this portal is similar in structure, though contains some 
different gadgets that are specific to this portal. 

Customizing the Portal 
By default, the layout of this portal will contain the Recent Assignments Gadget in the left 
column, and Summary, Screen and Search gadgets in the right column. You can also add 
query, metrics, or URL gadgets. 

 To learn more about customizing your gadget layout and standard gadgets, refer to the 
General Application Information guide. 
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Available Options and Gadgets 
Standard Gadgets: These are not specific to this portal, they are included currently with this 
and other Gadget-based portals, and are highly customizable. 

• Ad Hoc Query 

• Metrics 

• URL 

Allocation and Assignment Portal Gadgets: These gadgets are available only in this portal. 

 Note: Gadgets will only display for screens that you have access to (per the screen rights). 

• History Search: Use the History Search gadget to search for assets, parts, etc., and 
open the Assignment History page for that item.  

• Inspection Summary: Summary of upcoming inspections and services due for the 
selected allocation location based on # of days projected (from settings), with link to 
detailed list. 

• Item Search: Search for specific assets and parts to view assignment history and item 
details. 

• Operator Search: Search for operators by ID, name, employee ID, or user ID to view 
assignment history and operator details. 

• Recent Assignments: Summary of assignment activity with customizable filters. 

• Request Summary: This gadget handles direct links to the Recent Requests page to 
view the New Items, Transfers, or Replacements tabs.  

• Web Screens: Convenient list of specific web screens that are related to setup and 
assignment activity. 

o Allocation and Assignment  

o Assignment Request  

o Assets - Primary Information  

o Components - Primary Information  

o Parts - Primary Information  

o Parts - Location Information  

o Parts Issues and Returns  

o Parts - Direct Issues  

o Parts - Transfers  
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o Parts - Adjustments  

o Serialized Parts (If authorized for the currently logged-in user, it can be used to 
view/manage/create serialized parts, to help with NFI issues, on demand 
assignments, etc.) 

View Requests Button 
This button opens the Recent Requests page. Tabs on this page include New Items, 
Transfers, Replacements, and Individual Requests.  

General Request Information 

The Recent Requests page allows you to filter requests to view, edit, cancel, or respond. You 
can define custom filters to specify the assignment requests you want to see, or you can search 
within the visible results. 

Requests with a completed status will automatically display to allow for faster loading of 
information for the New Items, Transfer, and Replacements tabs. The Individual Requests 
tab only loads the list when the tab is selected. 

 Note: New Item, Transfer, and Replacement tabs will only show batches that have one or 
more pending assignment requests. The Individual Requests tab shows all statuses, and 
can be used to filter for all past items since the other tabs only show items still in progress. 
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All items submitted under the same request will have the same batch ID. For items under the 
New Items, Transfers, and Replacements tabs, click the + sign to see the items with that batch 
ID. 

If an item has a serial number, the serial number column will display with the serial number and 
description for that item, otherwise, this field is hidden if not needed.  

Recent Requests List 

The following actions are available on the Recent Requests list: 

• Action: The edit pencil icon allows you to begin the request approval or rejection 
process to action that item. See the Actioning a Request section below for more 
information. 

• Notes: The Notes  icon opens the Notes for Assignment Request pop-in, which 
shows you the previous notes for the assignment request and allows you to add a new 
note. When highlighted, a justification or a previous note exists for the request. The 
Notes pop-in displays the Justification section if there is a justification entered for the 
request. 

 
• Requested For hyperlink: this takes you to the Assign-to Detail page, which shows you 

the Operator, Department, Asset, or Location details for current or previously assigned 
items. 

• Assignment No hyperlink: Links the ORIGINAL assignment to the item with which it 
was later actioned.  

 The Assignment No hyperlink only shows if an item was previously requested and 
assigned and the user has re-requested the item due to it being Lost, Returned, 
Disposed, Broken, or Stolen. 
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 For Example:  

o You receive request # 79, that an operator has broken their item. This item was 
assigned to the operator 1 year ago, and has the assignment number of #29 in 
your Assignments table. 

o You approve that item and assign a NEW item, which is assigned as Assignment 
#235. 

o The linked assignment number, will be #29, since it relates to the original 
assignment.  

o This linking item ONLY appears after the request is responded to (i.e., without 
initial interaction to Approve/Deny a request there will never be an assignment 
number).  

o A New Item request will never have an Assignment No link, as it never had an 
original assignment to link back to. Only lost, returned, disposed, broken, and 
stolen requests will link back to their original assignment number. 

Individual Requests Tab 
The Individual Requests tab also has filter buttons to filters by pending, completed, or canceled 
requests.  
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Requests Filtering 

Filters that you define are saved to a drop-down on the main filter page for easy switching. 
These are customizable, and are saved per user (not shared between users). When you choose 
a filter from the list, its criteria shows above the Define Filters and Clear Filters buttons. 

 

To define a new filter: 

You can define a new filter for requests. You can define a filter on the Recent Request Filter 
page. This page allows you to define criteria and save custom filters. 

 

1. Click Define Filter. 

2. Enter your information into the Recent Request Filter page. 

3. Type a name for your new filter in the Save Quick Filter as: field.  

4. Click Save. 

Use the Remove Filter button to remove a saved filter after you choose an existing filter from 
the list. 

The Clear Filters button clears your current filter criteria for that view. It does not delete that 
filter. 
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Current Location 
The Current Location field allows you to set the current location for the Allocation and 
Assignment portal to use for filters, assignments, etc. This is a drop-down menu that filters to 
locations supported by the current user logged into the system, and defaults to their main 
location. As you start to type an entry into the locations field, the list in the drop-down filters as 
you type to match your selection.  

 

Under current location, you can choose a high-level or base location. The hierarchy is show 
below.  

 

Recent Assignments and Assigning New Items 
The main page of the portal has a Recent Assignments gadget which shows a summary of your 
assignments. There is also an Assign New Item button that allows new assignment records to 
be created from a blank template, the Item Assignment page. 
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Recent Assignments Gadget 
This list is an activity summary for your Quartermaster items – any assignment change will show 
here, with summary information as well as links to the full Assignment Detail page, Item Detail 
page or Assign-to Detail page. Assignments displayed in this gadget are filtered on the location 
selected in the Current Location drop-down menu at the top of the page.  

Gadget Layout 

 
• Current Filter: Apply a saved filter. 

• Modify Filters: This section allows you to create and modify a filter. You can choose 
criteria (e.g., only BROKEN items) and save the filter by naming it and choosing Save 
Filter. You can also remove saved filters from this menu by selecting the filter and 
clicking the Remove Filter button. 

 Saved filters are per user (cannot be shared with other users). Saving a filter with the same 
name as a different filter will overwrite the old filter without prompting. 
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• Number of Days: You can quick change the shown number of days here by typing a 

number in the box and using the Refresh button. If you leave the portal and later return, 
it will always default to the number set in settings, but you can use this for on-the-fly 
filtering by day. 

• Search all Columns: This is a text-search of the shown columns. It will only search 
through the details that are currently filtered. 

• Assignment Table Columns 

o No: Assignment Number. This shows the assignment number record. It is a 
hyperlink that pulls up a pop-in of that assignment’s details (discussed below). 

o Item: Asset Number / Part Number. This shows the ID of the assigned item 
(discussed below). 

o Type: Type of assigned item. Choices are ASSET or PART.  

o Qty: Quantity assigned. 

o Assigned to ID: ID of the Location, Department, Operator, or Asset the item was 
assigned to. Hyperlink to detail page for that Location, Department, Operator or 
Asset (discussed below). 

o Assigned to Type: Type of thing the item was assigned to. Choices are 
LOCATION, DEPARTMENT, OPERATOR, or ASSET (another item). 

o Status: Assignment status. Choices are ASSIGNED, RETURNED, DISPOSED, 
BROKEN, LOST, or STOLEN.  

o Expiration Date: The expected expiration date of the assigned item (if any). 
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o Start Date: Date the assignment started. 

o End Date: Date the assignment was terminated. 

Reminders about the Recent Assignments list: The Recent Assignments list shows a 
summary of ASSIGNMENTS, actions that quartermasters have taken in the system. This list will 
not show REQUESTS – that is a separate area (covered later). 

This list shows a history of quartermaster actions for assigning items. For example, if an 
employee sends in a request for a broken item, you will not see “Broken” in this list until you 
APPROVE that request.  

Assignment Detail Pop-in/Edit Assignment Detail Page 
The Assignment Detail pop-in provides details of the assignment that pop-in when you click the 
No column hyperlink in the Recent Assignments list.  

 

From this summary/details page, click the edit pencil icon to go to the Assignment Detail Edit 
page to update the assignment status and dates or add notes. 
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• Assignment Detail section: Shows number, dates, and status. Click the Edit icon to go 

to the Assignment Detail Edit page. 

• Assigned Item section: Shows item type, assigned ID, issuing location (only if the item 
is a part), and quantity. Click the Assigned Asset ID hyperlink to go to the Assigned 
Item Detail page. 

• Assigned to section: Shows if the item is assigned to an Operator, Location, 
Department, or Asset, and which one. The ID is a hyperlink to the Asset Detail page. 

• Notes section: Shows the date/time, user and entered note item. If you have multiple 
people leaving notes on an item, you will see which user entered notes or completed an 
action here. 
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Assignment Detail Edit Page 
The Assignment Detail Edit page shows the same information as above, but allows editing of 
certain information. 

 
You can change the status of an assignment depending on the current status. Once 
RETURNED an assignment’s status cannot be changed again. A returned status requires a new 
assignment record; therefore, the original one is closed and cannot be edited.  

When you change the status of an item, a note is automatically added to the assignment to 
record the status change. You can also add a new note on this page. 

If configured in settings, the Assignment History Report link will run the Assignment History 
report. 

The system requires entry of the Assignment ended date when you change the status from 
ASSIGNED to another status. Backdating and postdating the Assignment ended date is 
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allowed. Clicking the Assigned Part ID/Asset ID link takes you to the Assigned Item Detail 
page as shown in the next section. 

Assigned Item Detail Page 
The Assigned Item Detail page shows Assigned Item Detail and Assignment History.  

• Click the Edit pencil to open the Assignment Detail Edit page.  

• Click the Item ID link to open the Enterprise Portal screen to the item’s record.  

• Click the Assigned-to ID link to go to the Asset Detail page as discussed in the next 
section.  

• Click the Assignment Number link to go to the Assignment Detail pop-in. 

• Click the note icon in the Notes column to open the Notes for that item. 

 

Bulk Editing 

On this page, you can also edit items in bulk instead of one at a time.  

To edit bulk items: 
1. Select the items to edit: 

o Check the boxes, in the left column, of the items needed for editing. 
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o To select all items in the list, click the checkbox in the top-left corner of the table.  

2. Once you have selected items, click the bulk edit icon. 

 

3. Select either Edit or Transfer. 

 

 Note: The Transfer option does not display if you are not in the user group set up to 
work with direct transfers with the Allow users in this group to action Direct 
Transfers option on the settings page. 

4. The Edit Selected or Transfer Selected pop-ins display.  
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To Edit: 

i. Enter the edit information. This includes Status, Notes, Expected Return, 
Expiration Date, Assignment Ended, and Condition Rating fields.  

ii. Click Save. 

To Transfer: 
i. Enter the Transfer From information. This includes the Status, Assignment 

Ended, Condition Rating, and Note fields.  

ii. Enter the Transfer To information. This includes Assignee Type, Assignee, 
Status, Assignment Started, Expiration, Expected Return, Account, Condition 
Rating, and Note fields.  

iii. Click Transfer.  
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Asset Detail Page 
This page varies depending on whether you are viewing an operator versus an asset, location, 
or department. In all cases, the page header shows some basic information about the operator, 
asset, location, or department. For assets, locations, and departments this page also shows a 
history of assignments. 

Assign New Item: This button is the same as the one on the front page of the portal. It takes 
you to the Item Assignment page (discussed in the next section). However, using this button 
from an Asset Detail page will automatically populate the Assign to section for you.  

The Asset Detail page (or Operator Detail page) also allows the following: 

• Operator Detail: You can view assignment history for that operator using the 
ASSIGNED, LOANED, FINISHED, CLOSED, and ALL tabs.  

• Operator ID: This hyperlink opens the Enterprise Portal screen to that record.  

• Bulk Editing: Use the bulk editing button to edit more than one item at a time. For more 
information on bulk editing, refer to the Bulk Editing section. 

• No column: Click the assignment number in the No column to open the Assignment 
Detail pop-in. 

• Assignment History Report: This hyperlink runs the Assignment History Report as set 
in Module Settings, Report Settings. 

• Template Validation Report: This hyperlink runs the Template Validation report.  
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The edit icons allow you to change any current assignment or any item on the Asset Detail page 
that is still in assigned status with no end date. If items have been closed in the system, you will 
not be able to edit a closed assignment (you will do a re-issue if needed). For example, if you try 
to change the status on a returned item, you will receive the error of: Cannot change status 
once set to RETURNED. - PR-ERR: 2121. 

Item Assignment Page 
The Assign New Item button opens the Item Assignment page. This page is used any time you 
make an assignment, and at times (depending on how you access it, see above) certain criteria 
will be pre-filled for you. When you use the button on the portal front page, the form will be 
blank. 

Item Assignment Details 

 

The Assignment details section allows you to enter: 

• Status: Set the status of the item. Options include statuses like ASSIGNED, 
BORROWED, DISPOSED, IN REPAIR, etc.  

• Assignment Started and Ended: This will default to today’s date and time, but allows 
you to backdate an assignment, or set up your assignments for a future date, and add 
an end date. 

• Expiration and Return Date: The date the request expires and the expected return time 
for the assigned item. 

• Condition Rating: The condition of the item. 

• Account ID: The account ID defaults from the operator’s account ID. You can assign an 
account to this assignment. For more information regarding Account IDs and how they 
are used, please see the help section titled: Answers to Common Questions > Account 
IDs. 

• Assignment Ended: The date and time the assignment ended. 

• Expected Return: The expected date of time of the return. 
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Choose Assignee 

Use this area to assign an item to an asset, department, location, or operator. 

 The type of entry required will change when you pick from the Assign to box. For example, 
you cannot enter an Operator ID when you have chosen Location. 

 

Once you choose the type, use the ID field to the right to enter a valid ID.  

• If you know the ID exactly, you can type into this field and continue to the next. 

• Otherwise, use the choice list  button to open the choice list to search for an ID to 
select. 

 

 Note: If you select LOCATION as the assignee, you must enter the Location ID. The 
location chosen determines what racks show, and available bins are determined by the rack 
chosen. Rack ID, and Bin ID are optional. However, if a rack ID is entered, a bin ID must be 
entered.  

 
 Tip: Rack and bin locations are set up in the Yard Configuration screen. On this 
screen, the Yard row ID is the rack, and Position ID field entries are the bins. For 
more information on creating rack and bin IDs, refer to the help page for the Yard 
Configuration screen.  
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Choose Items 

Use the search field to find the correct item to assign if you are not sure of the complete name. 
You can also use the Assign button or the Templates button to add items.  

 Note: For assets to display for this search, they must have a Motor pool dispatch location 
ID set up for the asset on the Asset Primary Information screen, Motor Pool tab. 

 

To delete an item in this field: 
1. Click the red X on the left side of the item. 

2. This highlights the line in red, and displays a confirmation for deletion of the item.  

 

3. Click OK to delete the item, or Cancel to leave the item.  

Search Field 

To find an item with the search field: 
1. Enter an asset ID, part ID, serial number, or description of an item. You may also enter 

partial IDs of any of these items 

2. Click Go.  
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3. The Select Items pop-in opens.  

 

4. Use of this pop-in varies depending on search information you entered: 

o If you entered information for a single item, it is already checked in this field.  

o If you entered a partial search, or a search that came back with multiple results, 
use the following steps to find the correct item. 

a. To narrow down the list further, click either the Asset or Part tabs.  

b. Select the items needed.  

5. Click Select. Or click Cancel to leave the selection pop-in.  

6. The items are added to the list below the search field.  

 

Assign Button 

Use the Assign button to choose items from the catalog. For more information on how to use 
the catalog, refer to the To use the Request Catalog button: section.  
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Templates Button 

Use the Templates button to assign a pre-built template of items. For example, you could use a 
new officer template that has all items for a new officer already set, rather than applying items 
one by one.  

To apply a group of items with a template: 
1. From the Item Assignment page, click Templates. 

 

The Select Templates pop-in displays.  

2. Click to select the correct template to apply. 

 
3. The items are added to the Choose Items area. 

 
4. In this example, a car has been assigned to the officer, but needs an actual ID for the 

asset (as shown in yellow as a required field for saving).  
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5. Use the chooser button to select an ID for this item. 

 You must have stock at the issue location to be able to assign that part, or you must choose 
NFI (not from inventory). 

 If you choose to use the NFI checkbox, it will not remove the item from inventory prior to 
assignment. Verify your stock numbers based on how you plan to use the system. 

Notes 

Add any notes to the assignment as needed. 

 

Finish the Assignment 

When finished entering the assignment data you must save the assignment to create it. At the 
bottom of the page, click Save.  

 

If you have left out required fields, a message displays with the error.  

  
 Click the Status icon to see the errors. 
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If the assignment is created successfully, you are returned to the portal front page and the 
Recent Assignments shows the newly assigned item with its Assignment No.  

Actioning a Request 
To respond to a request, use the bulk action icon in the top-left corner above the table, or click 
the edit pencil on that line. You can only use bulk auctioning on the Individual Requests tab.  

 Note: Depending on the item you choose to action, you may not have all the steps available. 
For example the Request Actions step only shows if the request is not COMPLETED or 
CANCELED.  

 

 

To action a request: 
1. From the main Allocation and Assignment page, click View Requests.  

2. Click the tab you need (New Items, Transfers, Replacements, or Individual Requests).  

 Note: Transfer items can only be edited in bulk with other transfer items.  

3. Click either the pencil icon or the bulk action icon.  
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o If you are performing bulk actions, select Action after clicking the bulk action 
icon. 

 
4. Continue on to the next steps to walk through the actioning process. 

1. Selected Items 
This area shows a summary of the selected request item information. If the detail is not 
available, for example, if no comments exist, then the Comments area will be blank.  

 

2. Status and Notes 
The status here will show as PENDING. If a request is pending, you can change the approval 
status to APPROVED or REJECTED. Select your choice. A user must have the appropriate 
rights to approve or reject items. This is set with the approval setting in the Allocation and 
Assignment Portal Settings section. 

1. Select a status change using the Approval field.  
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2. Add any notes you have to the Notes field. Add notes for why an item is being rejected, 

or any other information needed for the request. 

 

Approval Status vs. Request Status 
The approval status is either blank (not yet set), approved, or rejected. This is a response that is 
set by the quartermaster only. The only choices are APPROVED and REJECTED. This drop-
down menu will not display if you do not have rights to approve the item as set up by the 
administrator. 

The request status is either PENDING, COMPLETED, or CANCELED. This status is set by the 
system or the user. Users can cancel their own requests if they have not been approved or 
rejected yet. Quartermasters can choose to complete a request. If neither action has been 
taken, the request is PENDING.   

Examples:  

• A request can be REJECTED, and then marked complete, which indicates that the 
quartermaster did not approve the action, and they consider it done. 

• A request can be REJECTED, but left pending, so that the quartermaster may contact 
the person who made it to explain why it was rejected, or to offer an alternate solution. 

• A request can be marked APPROVED, but left in pending status while more stock is on 
order if the quartermaster cannot complete a new assignment yet. 

• A request can be canceled by a user. This will cause the approval status to remain 
blank, and the item will be marked CANCELED. 

• While in PENDING status, an item can be changed from APPROVED to REJECTED (or 
vice versa). 
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3. Request Actions 
This section can have different displays based on the item you are actioning, and its status. 
Further actions appear that vary based on the availability of actions and the type of request: 

 

 

Depending on the availability of actions and the type of request, the quartermaster can choose 
to complete one or more items in requests, or all, at the time of your request, or any time later 
while the request is still PENDING. 

Once completed or canceled, you cannot return here. 

Update original assignment?: This option only shows when an item has been previously 
requested and assigned and the user is re-requesting the item.  
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Change status to (LOST, RETURNED, DISPOSED, BROKEN, STOLEN): This will default to 
the reason that the user chose when creating the request, if possible.  

Additional options may be created for these statuses. These additional statuses are mapped 
back to one of these original statuses. For example, you can create a status of CRACKED and 
SNAPPED, but both of these would map back to BROKEN. These additional options can be set 
up on the Allocation and Assignment Status screen.  

You are allowed to change this. For example, if the person making the request chose LOST but 
you feel you feel DISPOSED is a better option after speaking with that person, you can choose 
that instead. 

Date of change: This will default to the current date, but can be backdated or postdated as 
needed. 

Condition Rating 

Assign a new item? 

• Choose this option and click Done to open the New Assignment Form page.  

• As discussed above, the New Assignment Form is used any time you make an 
assignment, and at times (depending on how you reach it) certain criteria will be filled in 
already. 

• In this case, the form will have details filled in based on your choices. You may still need 
to choose a specific item if the user just entered comments, or if a more appropriate item 
will be assigned. 

Mark request as Completed? 
This will complete the request and prevent further edits. 
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Request Summary Gadget 
The Request Summary Gadget allows you to view numbers for new item, transfer, replacement, 
and total requests. Clicking the New Item, Transfer, or Replacement buttons here opens the 
Recent Requests page to that particular tab. 

 

Gadget Searches 

History Search Gadget 

 

This history gadgets allows you to search for items such as assets and parts and open the 
Assignment History gadget for the item. This search displays what is assigned to the item. 

To search for an item: 
1. In the History Search gadget, type a search into the search field. This can be something 

such as a full or partial asset ID, part ID, description, etc.  

2. Click Go. 

 
3. The Item Search List pop-in displays.  
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4. Stay on the ALL tab to view all items that match the search or click the ASSET or PART 

tab to open the corresponding list of items.  

5. Click a radio button to select a line item. Only one item can be selected at a time.  

 

6. Click Select.  

 

The Assigned Item Detail page displays.  
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For more information on this page, refer to the Assigned Item Detail Page section.  

Item Search Gadget 

 

The item search allows you to search for Assets and Parts by: Asset ID, Asset License, Asset 
Number, Asset Serial Number (VIN), Asset Manufacturer ID, Asset Model ID, Asset Description, 
Part Number, Part Serial Number, Part Keyword, and Part Short Description. This search 
displays what this item is assigned to. 

 Note: Item search does not return parts with suffixes that are associated with CORE-
AWAITING WARRANTY, CORE-AWAITING REBUILD, or SCRAPPED parts if the Enable 
part status tracking option is enabled on the Parts – Setup – Options screen, Part Status 
Tracking tab. 

Use the settings from the portal (see Allocation and Assignment Settings section above) to 
choose which of these fields are searched, and to set the default text for this box. 

• If your search returns multiple items, you will be shown the item chooser: 
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Click on an Asset ID or Part ID to view the detail page for the item you have chosen (see 
Assigned Item Detail page above for information regarding this page). 

• If your search only returns one item, you will be taken directly to the Assigned Item 
Detail page. 

Operator Search Gadget 

 
The Operator Search allows you to find anyone with an Operator ID in the system. The text 
entered will be searched across Operator ID and name, related Employee ID and name, and 
related User ID and name. 

For example, when searching “LE” in my system, the following results display: 

 

The characters “LE” are found in: 
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• The Operator and Employee (but not user) in row 1 

• The User ID only in row 2 

• The Operator Name only in row 3 

• The Operator ID only in row 4 

Because of the broad list of fields that this search is able to cross, you can find people who you 
can assign items to with something as simple as a few letters of their name.  

 This also means that if you have a very large list of users, this search could take a very long 
time. We recommend using detailed entries when searching (unique Operator ID or full last 
name) in that case specifically. 

Using the settings from the portal (see Allocation and Assignment Settings section above), you 
can set up the default text for this box. 

If your search returns multiple matches, you will see a list similar to the one above. If your 
search only returns one result, you will go directly to the Operator Assign-to Detail page. 

Inspection Summary Gadget 
The Inspection Summary gadget shows a count of upcoming services and inspections, and a 
button to allow you to view those inspections. 

 

You can change the default number of days to project forward for the inspection list via portal 
settings (see Allocation and Assignment Module Settings section above). 

 

If you have this set to 5 days, for example, it will show you all inspections currently past due, 
and ones coming due within the next 5 days. 

When you click the View Inspections button, you will see the Inspection Detail page with 
inspection details for your currently chosen location so you can oversee your inspections based 
on location. 
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Web Screens Gadget 
The web screens gadget shows a convenient list of web screens that are used for setup and 
administration of assignments and related data. (Note that these screens can also be accessed 
from the Web Screen menu, as usual.) This list of screens is not customizable. Any screen that 
your user ID does not have screen rights to will not be visible in the list. 

 

For example, if you need to add assets or parts, you can do so from the screens, and you can 
launch the screens quickly from this menu. 

We have also included the links to the two new screens for this portal, the Allocation and 
Assignment screen and the Assignment Requests screen. 

 It is recommended to not use the screens directly to make assignments. They are included 
in the Web Screens Gadget for easy access for verification/troubleshooting; but please use 
the portals for all functions possible, as the functions within the portal are the main focus of 
this module. 
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4. Assignment Requests 
The Assignment Request Portal included with the Allocation and Assignment module allows 
users to create requests for items that are currently assigned or were assigned in the past, and 
to request new items. These requests then go to the Allocation and Assignment Portal in a filter-
able list so they can be acted upon and turned from a Request into an Assignment (the View 
Requests button from Allocation and Assignment Portal front page). 

 

The Assignment Request portal front page shows any logged in user the following: 

• A button to make a request or report a problem. 

• A summary of previous requests and statuses, with the ability to cancel items still 
Pending. 

 Note: These tables are sortable by clicking the name of the column. You can also 
filter for items in real-time by typing in the Search field. 

• To see more or fewer columns, right click the column headers to open the Table Options 
pop-in. Check or uncheck boxes to display or hide columns. Columns available include 
Cancel, Notes, Request ID, Request Status, Approval Status, Request Reason, Item 
Description, Manufacturer, Model, Quantity, Requested For, Assign to ID, Justification, 
and Request Date. Columns can also be sorted by the column information by clicking 
the column name. 

 See Assignment Request Module Settings area above for information on module settings 
available. 
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Setting up Catalogs 
For more detailed information on the following screens, refer to the help page for the screen you 
need.  

1. Set up a catalog using the Catalogs screen.  

 Note: For the new catalog to display in the list, you must add a catalog category to 
your catalog. 

2. Create a catalog category using the Catalog Categories screen.  

3. Be sure to assign either the pool/resource types or product categories to the Catalog 
Category to display in the catalog list. Product categories must be created on the 
Product Categories screen before they can be added here. Pool/Resource types must 
be created on the Pool/Resources Types screen.  

4. On the Catalogs screen, add your new catalog categories to your catalog. 

5. If needed, create your new parts for the catalog. If using existing parts, on the Parts-
Primary Information screen, Basic Info tab, make sure the Product category ID field 
has the correct category. The item does have to stocked parts at the location for the 
catalog.  

6. If needed, create your new assets for the catalog. If using existing assets, on the Asset 
Primary Information screen, Motor Pool tab, make sure the Pool vehicle type field has 
the correct Pool/Resource Type category. 

Location Setup for Assignments 
The Current Location drop-down on the Catalog browser is populated by the operator’s 
available Motor Pool locations as defined in the Allowed to rent/request from these locations 
section on the Operators - Primary Information screen, Motor Pool/Resources tab. The 
Preferred assignment request location ID field defaults the Current Location selected value 
in the Catalog browser. This must be a valid field.  
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In order for an operator to have access to a resource type in the catalog browser by location, 
the location must exist on both the Allowed to rent/request from these locations field, and 
the Pool Vehicle/Resource Types screen, Supported Locations tab. 

 Note: For more information on setting up locations for allocation and assignment duties, 
refer to the Configuring Allocation and Assignment Locations section above in the 
document.  

Parts Setup for Assignment 
The part must have a parts location record (as set up on Parts – Location Information screen, 
Basic Info tab) available at a location from which the operator has access to rent (for example, 
the Allowed to rent/request from these locations field). By default, when the parts location 
record is created, inventory must be added for items to show as available. Inventory is added on 
the Parts - Adjustments screen.  

Parts available for request are only parts available in locations that are set as Allocation and 
Assignment locations. This setting is found on the Locations – Primary Information page, 
Functions tab, and is called Allocation and assignment (quartermaster). 

Submitting a Request 
Users of the system (operators with a user ID or any other user, including the Quartermaster, if 
they choose) can use the Request Items or Report a Problem button to submit assignment 
requests. 

 

This opens the Request Items Online page.  

 Within the Allocation and Assignment Module Basic Settings section above, the Assignment 
Request Portal Settings section explains how you can change the text on this page to 
include directions specific to your organization, if needed. 

The form walks users through their options. 

1. WHO is this for? 
This area allows a user to pick an asset, department, location, or operator to request items for. 

Choose one of the quick-links to move on directly to the next step. Or continue to the next 
section to specify something else if the lookup is available. 



Assignment Requests 

Page 52 of 65 Allocation and Assignment - Administrator Guide 
Version 25.x 

• For me: Uses the operator ID associated with the logged-in user (if defined). 

• For my location: Uses the assigned location associated with the logged-in user’s 
operator ID (if defined on the Operators – Primary Information screen, Motor 
Pool/Resources tab, Preferred assignment request location ID field). If no Operator 
ID, the field does not display. 

• For my department: Uses the department assigned to the logged-in user’s operator ID, 
which is required. If no operator ID, then this does not display.  

• For something else (specify): This option only shows if set up in the portal settings for 
step 1. This option gives the user a choice-list style entry option. Clicking the For 
something else (specify) quick-link will show the Request for fields. Choose the option 
of Request for and ID, then click Next. Options not set up in the settings are greyed out 
if you select them in the choice-list. 

The logged-in user will see each of these options only if the above data conditions are met. 

Choosing an ID  

1. Click either For Me, For My Location, or For My Department to autofill the ID field. 
Otherwise, enter an ID and click the Lookup ID button, or enter a partial ID and click the 

chooser icon  to open the filter to find an ID. 

 
2. Click Next to continue. 

A green checkmark shows on the completed step. 
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2. REASON for request 
This step allows you to choose the reason for the request.  

 

Choose the reason for the request: 
1. Click the button for the reason of the request. Choose between the following options: 

o New Item 

o Transfer 

o Replacement: Replacement options include Broken, Expired, Lost, or Stolen. 

2. Once you click the button, the next step opens. Depending on the reason, the next step 
will open to different displays 

3. CHOOSE your items 
Use this step to choose the items in the request. Depending on the reason chosen for the 
request, the display will be different in this step. You have the choice to Request Catalog or 
make a Direct Request while viewing Assigned items (with pictures) or All items (detailed 
table).  
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The Request Catalog and Direct Request buttons have module settings that must be enabled 
in order to appear. Click the pencil icon next to the Allocation and Assignment Portal and go to 
Item Request Step 3 Options to enable or disable Supported request types. 

Request Catalog enables users to submit a request by browsing the catalog. Direct Request 
means the user must enter details about what they need and then submit the request. 

For transfer or replacement items, the assignment number (the No column on the left side) is 
linked to the new request that will be created. This updates the assignment number when 
updating the original request as well.  

 Notes 

• Parts must be assigned to an Allocation and Assignment location to be available for 
requests in this portal. 

• Items that have a serial number will enable the Serial Number column to display in the 
list with the serial number and description. If no items in the list have serial numbers, the 
Serial Number column will not display.  

• Once you have added items to your list, a link shows on the left side. Click the (#) items 
in the list link to go to step 3 at any time to see your list.  

o Assigned items are items with status as ASSIGNED (items that have not been 
replaced, returned or reported lost/stolen) 
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o All Items: This shows all items supported by that location. This will also show 
past items – no matter what their status is currently. If the assignment is not 
current, it will also show the assignment end date. 

 Parts: The part location record must support this location to show, or have 
the Supports all locations option chosen in the Parts – Location 
Information screen.  

 Assets: All assets will display the top-level category for each supported 
location.  

• Once you have added items to your cart under a reason (New Item, Transfer, or 
Replacement), if you change that reason, a confirmation message will appear warning 
that changing the reason of the request will empty the cart. Click OK to clear your cart 
and choose a new reason, or click Cancel to keep your cart and finish the request as is. 

New Item  
Clicking New Item in the previous step opens straight to the assigned items list.  

 

 Note: The choices of catalogs available to the user are determined by setup on the Operator 
– Primary Information screen, Motor Pool/Resources tab. An operator can have access to 
limited pool/resource types or product categories, or be allowed access to all pool/resource 
types or product categories if the Allowed to rent/request all pool vehicle/resource types 
or Allowed to request all product categories checkboxes are checked as shown below. 
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To use the Request Catalog button, or find a new item: 

1. Click Request Catalog to open the Select Request Item pop-in. 

 

 Note: Items show as either Available or Out of Stock depending on availability at 
the part’s location record.  
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2. Choose your location from the drop-down, or search in the Quick Search box. 

3. Along the left column, choose the catalog to add. Click the top-level catalog name to 
include all items in the catalog (such as PERSONAL PROTECTIVE EQUIPMENT would 
include the BODY ARMOR and GLOVES lower-level items) or click the blue button to 
expand and show the lower level items to choose (such as HANDGUNS, RIFLES, or 
VEHICLES as shown below). 

 

4. Use the Quick Search field in the top-right corner to enter a few letters or keyword to 
narrow the list of items.  

 
5. Use one of the processes below depending on whether item you need is available in the 

list, or, if you cannot find the needed item in the list, by using the Can’t find item? link.  

Clicking the item you need from the list: 

i. Click the item in the list to select it. 

This opens the Review Item pop-in. 
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ii. Continue to the next step. 

Using the Can’t find item link 

i. Click the Can’t find item? link.  

 Note: If the Assignment Request portal option to Use the Request Catalog is 
not checked, this button is found after clicking the Request New Item button 
on Step 3.  

This opens the Review Item pop-in.  

 

ii. Enter the item description. 
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iii. Select your location. This field allows you to choose from the locations that the 
current user is allow to rent or request items from. 

iv. Continue to the next step. 

6. Adjust the quantity as needed. For serialized parts, the quantity is set as 1 and is not 
editable. The quantity selected must be equal to or less than the amount available on 
hand.  

7. Enter the justification for the request. 

8. You can add one item or multiple items with the steps below: 

To add one item: 

i. Click Add to List.  

The Review Item and Select Request Item pop-ins close and you are taken back 
to the Choose your items tab. 

To add multiple items: 

i. Check the Add Another? checkbox. 

ii. Click Add to List. 

This takes you back to the Select Request Item pop-in. 

iii. Choose another item and repeat these steps until you are done adding items. 
After adding the last item, do not check the Add another? checkbox when you 
click Add to List. 

The Review Item and Select Request Item pop-ins close and you are taken back 
to the WHAT do you need? tab. 

To Action an Existing Item: 

Action an existing item by clicking the notepad icon (as shown below) next to any currently 
assigned item, or a previously assigned item. 
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When you choose to action an item, the same Assignment Request Line Item shows, but it 
shows with the item section filled already for the ASSET or PART.  

 

 Manufacturer and Model show only for assets. Serial number shows only for assets and for 
serialized parts. 

1. Choose the quantity. 

2. Enter the justification. 

3. Click Add. 
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Transfer 

When transferring items, the next step opens with current items available for transfer. Locations 
are based on operator’s supported locations.  

To see more or fewer columns, right click the column headers to open the Table Options pop-in. 
Check or uncheck boxes to display or hide columns. Columns available include No, Status, 
Justification, Item, Description, Quantity, Image, Date Assigned, Date Expected Return, Date 
Expired, Location ID, Bid ID, Rack ID, and Serial Number.  

 

To transfer items: 
1. Enter the transfer location in the Transfer to Location field, or search for the location 

using the chooser button to the right.  

2. Choose the items needed for transfer. Choose one or multiple, or choose all by using the 
checkbox in the top-left corner. 
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3. Enter a justification by clicking the notepad button in the Justification column.  

4. Click Next. 

Replacement 

When replacing an item, this step opens to the list of assigned items.  

 

To request a new item: 
1. Click Request New Item. If the catalog option is turned on, refer to the To use the 

Request Catalog button, or find a new item: section above to use the catalog. Otherwise, 
continue below to choose your items. 

The Assignment Request Line Item pop-in displays.  
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2. Add a description of the item.  

3. Select the location. This field displays all locations the current logged-on user has 
access to for allocation and assignment. 

4. Update the quantity needed.  

5. Enter a justification.  

6. Click Add to add this to your list, or Cancel to cancel adding items. 
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4. Review and Submit 
The Review and Submit page will show you a summary of line items on the request. It allows 
you to perform the following actions:  

• Remove items: Click the X button on the right-side of a line item and click Delete 
Selected to remove that line item. 

 

• Quantity: Change the quantity requested if needed. 

• Justification: Click the notepad button in the Justification column to view or edit the 
justification if needed. 

• Cancel: Cancel request. 

• Back: Returns to previous step. 

• Submit Request: Submits the request. 

If any errors occur, the details will be displayed to the user. After correcting these problems the 
user can try to re-submit the request. 

With a successful submission, the pop-in displays the Successful Update message before 
returning to the front page with the pending requests in the list. 
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