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1. Overview 
The Shop Activity Storekeeper Portal is designed to provide your organization’s storekeepers 
with a single, easy-to-use portal to all the screens and functions required during their workday. 
Storekeepers can use the Shop Activity Storekeeper Portal to perform the following functions: 

• Manage Part and Commercial Requests 

o Review request line items across multiple requests 

o Act on (issue or order) multiple line items at one time 

o Flag request line items to notify the technician that parts are ready to pick up 

• Manage Parts Requisitions 

o Review pending and open parts requisitions 

o Add new parts requisitions 

o Add new line items to parts requisitions 

o Act on requisitions (convert to purchase orders or requests for bid/quote/proposal 
(B/Q/P)) 

• Parts Ordering 

o Review pending and open purchase orders 

o Add new purchase orders 

o Add new line items to existing purchase orders 

o Receive line items 

• Create New Parts 

o Add new part records to the system 

The look and feel of the Shop Activity Storekeeper Portal was designed specifically to make 
data entry as easy as possible while maximizing its effect on the system. 

It is possible to initially hide information on screens through UI Controls. Refer to the 
Administrator Guide for instructions to initially hide information and set up a More Info button. 

On screens where information is initially hidden, click the More Info  button to display 
additional information. Click the upward facing button to hide the information. 
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Requirements 
Application 25.x 

Web Modules 25.x 

Assumptions 
This guide assumes familiarity with workflows and configuration of the application. 

 User defined required fields that do not appear in the Web Modules will return validation 
messages. 

 Special characters cannot be placed into the Web Modules fields or unanticipated results 
may occur. This would include any character that cannot be typed with a standard keyboard. 

 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 portals in multiple browser windows or 
tabs. This can cause errors or unexpected performance issues.  

General Portal Information 
The information entered in this section applies to areas throughout the portal.  

• When entering information in Task ID and Account ID fields, these fields will narrow 
down according to entered IDs. If a task ID is entered, the Account ID field only display 
accounts that support that task ID. If an account ID is entered, the Task ID field only 
displays tasks that support that account. If neither of these items are entered yet, all 
accounts or task IDs display.  
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2. Understanding the Storekeeper Portal 
The Shop Activity Module displays and updates data based on the logged-in user’s associated 
Employee ID. For a user to use the Storekeeper Portal, that user’s ID must have a valid 
Associated Employee ID. 

After successfully configuring the Shop Activity Storekeeper Portal, a user may log into Web 
Modules and click on the Storekeeper Portal tab. Click the Storekeeper tab, to open the main 
Storekeeper page. This portal is a location based gadget portal.  

 

Along the top of the portal, select the location in which you would like to view/manage work. The 
location selection updates the part request, requisition, and purchase order information on the 
page. The locations that appear in your drop-down selection box are limited based on your 
system access settings (Supported PARTS Locations on the Employees – Primary Information 
screen). 

Similar to the Work Management portal, the Storekeeper portal is comprised of gadgets and the 
main page layout is customizable. 

The default layout for this portal shows Part Requests on the left at 50% and Requisitions above 
Purchase orders on the right at 50%.  

 

1. Click Layout to open the Edit Layout dialog. 

2. Click and drag gadgets to customize your layout as desired. 
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3. In the Refresh drop-down selection box, select the interval for page refresh. This allows 
flexibility to refresh the page at various incremental time periods as desired.  

 

4. After selecting the location, customizing the layout, and setting the refresh time period, 
you can now use the storekeeper action buttons and gadgets as outlined below. 
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3. Storekeeper Action Buttons 
The action buttons toward the top of the Storekeeper portal main page provide convenient 
access to create and edit parts, open the Part Issues and Returns screen, open the Direct 
Issues screen to make for direct issues of parts to equipment IDs, accounts, or departments, 
and open the Part Transfers screen to make part transfers. 

New/Edit Part Button 
Clicking the New/Edit Part button opens the Part Definition Wizard. Please refer to the Part 
Definition Pop-in, for more information on how to edit and create parts, add/edit part location 
records, and add/edit vendor part records. 

 

Part Issues and Returns Button 
Click the Part Issues and Returns button to go to the Parts Issues and Returns screen where 
you may perform part issues and returns. 

 

 



Storekeeper Action Buttons 

Page 6 of 175 Shop Activity Storekeeper - User Guide 
Version 25.x 

Direct Issues Button 
The Direct Issues button either opens the Parts Direct Issue Enterprise Portal screen, or opens 
the Parts Direct Issues pop-in depending on whether the Use Direct Issues portal popin 
instead of Enterprise Portal Direct Issues screen option is enabled or not. Refer to the 
Storekeeper Administrator Guide for more information.  

Parts Direct Pop-in 
Click the Direct Issues button to go to the Parts-Direct Issues screen where you may perform 
direct issues. This opens the Parts Direct Issues pop-in.  
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Use this pop-in to enter information for direct issues. Fields include Asset ID, Department ID, 
Account ID, Date, Document Number, Not from Inventory checkbox, Issuing Location ID, Part 
ID, Return, Quantity on hand, Quantity, Receipt Unit Price, Employee ID, Unit of Measure, 
Comments, Bin ID, Invoice Date, Vendor Invoice, NFI Vendor ID, Position ID, Installed Serial #, 
Removed Serial #, Service Request ID, Task ID, and Operator ID.  

To perform a direct issue: 
1. From the main Storekeeper portal page, click Direct Issue.  

The Parts Direct Issue pop-in displays.  

2. Enter all the needed information for the direct issue in the pop-in.  

3. Once all information is entered, click Add.  

4. The pending direct issue displays in the Pending Direct Issues section at the bottom of 
the pop-in.  

5. When you are done adding direct issues, click Save.  

Enterprise Portal Direct Issue 
Click the Direct Issues button to go to the Parts-Direct Issues screen where you may perform 
direct issues. 

 

The Parts Direct Issues screen displays where you may perform direct issues. 
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Part Transfers Button 
Click the Part Transfers button to go to the Enterprise Portal Parts - Transfers screen where 
you can transfer parts. 

 

The Parts – Stock Transfers screen displays where you may perform part transfers. 
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Bin Assignment Button 
Click the Bin Assignment button to open the Bin Assignment pop-in where you can create a new 
bin or assign a bin to a part location. 

 

The Bin Assignment pop-in displays. 
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4. Storekeeper Gadgets 
The list of available gadgets for Storekeeper portal is shown in the sections below. 

 To learn more about customizing your gadget layout and standard gadgets, refer to the 
General Application Information guide. 

Standard Gadgets 
• Ad hoc Query  

• Metrics  

• URL  

Storekeeper Gadgets 
• Change Requests 

• Commercial Requests 

• Edit or Create New Part 

• Incoming Transfer 

• Invoices 

• Invoice Reconciliation 

• Part Labels 

• Part Requests 

• Pending Core Claims 

• Picking Cards 

• Purchase Orders 

• Purchase Order Review 

• Requisitions 

• Transfer Requests 
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Change Request Gadget 
The Change Request gadget can be used to respond to requests for changes submitted via the 
Change Request Screen.  

1. Click the ID link to view the change request. 

 

The Change Requests screen opens and displays the selected record.  

 

2. Click Change Requests and then click Selected Record to review and approve the 
change request. 
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3. Review and update information (if needed). 

4. To approve the request, check the Approved checkbox. Then click Save. 

 For more details on how this relates specifically to the Storekeeper Portal workflows, 
see the Change Requests for New Parts/Vendors when Responding to Part 
Requests section below. 

 For more base information on Change Requests, see Change Requests – Reference 
Guide. 

Commercial Requests Gadget 
The Commercial Requests gadget provides a summary of pending commercial requests and the 
number of work orders associated with those commercial requests. 

 

The Requests button takes you to the Request Management page. For more information 
regarding this page, please refer to the Request Management Page section below.  

Edit or Create New Part Gadget 
The workflow is the same as the New/Edit Part button on the Part Definition pop-in, except 
there are now two separate buttons for making a new part, or editing an existing report. For 
more information on this workflow, refer to the Part Definition Pop-in section. 

 

Incoming Transfers Gadget 
The Incoming Transfers gadget allows users who do not have the full administrative rights of a 
storekeeper to receive transfers that come in to the current location. 
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The Incoming Transfers gadget provides the following functionality: 

• View all incoming open transfers to the user's current location. 

• Type or filter records for matches within the table by using the Filter field. 

• View the Transfer Detail pop-in by clicking on a transfer ID. 

• Go to a specific transfer not in the Incoming Transfers gadget list by using the Find 
Transfer ID field. A non-open transfer or a transfer not being received at that location 
can have no action taken, it can only be reviewed. 

Incoming Transfers Receiving Process 
To start receiving transfers, click on a Transfer ID to open the Transfer Detail pop-in.  
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The Transfer Detail pop-in provides the following functionality: 

• View all line items for the transfer. 

• Edit information on the transfer lines. 

• Receive the transfer.  

• View quantity. This value is set to the quantity not yet received for each line item. 

o If you would like to receive partial quantity for a transfer line item, you must either 
generate a new transfer to track the remaining quantity or send the remaining 
quantity back to the sending location. 

• The Bin ID choice-list takes into account if the part put-away process at that location is 
AUTO or STAGED. For STAGED parts, only STAGED AREA bins will be shown. 

 Note: The header will adjust showing various fields if they exist on the transfer and will hide 
header fields if no data exists. 

Click the Receive button to initiate the incoming transfer. The transfer will be validated and 
committed to the system. A sheet ID will be generated to group all generated put-away cards 
related to the transfer.  

The type of put-away process set for the part will determine how the put-away card will be 
generated. A put-away process of AUTOMATIC generates a completed and approved put-away 
card. A put-away process of STAGED generates a put-away card in PENDING status.  

After successfully receiving the transfer, the Put-away Card Viewer pop-in will display. If the 
put-away setting is set to ON RECEIPT, put-away sheet report generation will be triggered or 
you will be prompted to print part receipt labels. 
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Invoices 
If other users are entering invoice via the Invoice Reconciliation gadget, a Storekeeper can 
review the state of invoices and number of pending (non-reconciled) invoice line-items in the 
system using the Invoices gadget. Clicking Invoices will take the storekeeper to an invoice list 
page to begin doing review of purchasing invoices. 

 

The Purchasing Invoice page will launch after clicking Invoices. Go to the Purchasing Invoices 
Page section for additional information on this workflow. 

Invoice Reconciliation Gadget 
The Invoice Reconciliation gadget allows users to start the Invoice Reconciliation workflows. 
Using the vendor invoice, identify possible purchase orders using the vendor and newest/oldest 
receipt dates then click Match on one of probable rows. Each row represents a purchase order 
with receipts that are waiting to be matched to an invoice or are waiting to be reconciled after 
being matched to an invoice. 

The gadget will default the status filter to the PO status set on the "Automatically update 
purchase order header status when lines are closed and put-away cards approved" setting on 
Enterprise Purchasing - Setup - Options screen. 

 

 Note: If a receipt already has a vendor invoice number, it does not mean it has been 
automatically reconciled. Invoice Reconciliation is both identifying that the invoice number 
matches the receipt and handling costs on the vendor invoice to the receipt. 

The Invoice Reconciliation page will launch after clicking Match. Go the Invoice Reconciliation 
Page section for additional information on this workflow. 
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Part Labels 
This gadget allows you to reprint labels that were printed during various workflow processes. 

 

To use this gadget effectively, the system option "Track history of labels printed" must be 
enabled on the Parts Setup Options screen in Enterprise Portal in order to have the system 
record the data for labels when they are printed. 

To reprint labels, click the Print icon which will display in the Print column. The default label 
printer for the user will be set for the Printer ID and the choice-list is then filtered to the printers 
with a label type that supports the selected label type.  

The gadget provides quick filters that are saved on a per user basis, as well as many columns 
for data on the printed labels. It is recommended that users review the table to select the fields 
accordingly. 

Part Requests Gadget 
The Part Requests gadget provides a summary of pending part requests and the number of 
work orders associated with those part requests. 

 

The Requests button takes you to the Request Management page. For more information 
regarding this page, please refer to the Request Management Page section below.  

The Part Return Requests button takes you to the Pending Returns page. This button appears 
only if your settings allow storekeepers to approve part return requests. If configured as such, 
then it is enabled only if there are pending part return requests. For more information regarding 
part return requests, please refer to the Pending Returns Page section below. 
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Pending Core Claims Gadget 
From the Pending Core Claims Gadget, a Storekeeper can see a list of Core Claims which do 
not have an associated stocking ticket. When a tech brings the related Core to the Storekeeper, 
they will be able to action the item to create an associated stocking ticket which is automatically 
associated with the selected Core Claim.  

 

Picking Cards Gadget 
On this gadget, use the Show Cards In Status checkboxes to choose which cards to display 
(whether cards waiting to be picked, cards that are currently being picked, or have already been 
picked). Use the Filter field to narrow down the displaying list of cards. The filter responds as 
you type your filter entry.  

 

Card ID: The card ID opens the Picking Card Detail Pop-in. 

Part ID – Suffix: This link opens the Parts – Primary Information Enterprise Portal screen to the 
record for the part ID you clicked.  

Transfer ID: This link opens the Parts – Transfers Enterprise Portal screen to the record for the 
transfer ID you clicked.  
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Find Picking Card: Use the choice-list to selects search criteria (such as card ID), and enter 
the criteria in the search box. This field only allows exact matches, and does not accept 
wildcards. 

View Selected: Select one or more records and click this button to open the records in the 
Picking Card Viewer. On the Picking Card Viewer, use the checkboxes on the top-right corner to 
only display the cards needed. The red hyperlinks connect to the same pages as listed above 
for the Picking Card gadget information. Click Edit to open the Picking Card Detail Pop-in. 

 

Purchase Orders Gadget 
The Purchase Orders section only displays if your organization supports Enterprise Purchasing. 
The Purchase Orders section provides a count of Purchase Order IDs with PENDING or OPEN 
line items, as well as counts of the PENDING and OPEN line items. 

The Purchase Orders button takes you to the Purchase Order Management page. For more 
information about how to use this page, please refer to the Purchase Order Management Page 
section below. 
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Purchase Order Review Gadget 
The Purchase Orders gadget allows users who do not have the full administrative rights of a 
storekeeper to receive purchase order line items. 

 

The Purchase Order Review gadget provides the following functionality: 

• View all purchase orders with an OPEN line item that have been ordered at the current 
location. 

• Type or filter records for matches within the table by using the Filter field. 

• Review a purchase order and update or receive line items on the purchase order by 
clicking on a purchase order ID. 

• Use the Find Purchase Order field to open purchase orders using various criteria.  

• Receive notifications of expedited purchase orders in the notification column. Priority 
codes and the threshold to determine high priority is set on the Locations – Primary 
Information screen, Printer Info Tab.  



Storekeeper Gadgets 

Page 20 of 175 Shop Activity Storekeeper - User Guide 
Version 25.x 

Purchase Order Receiving Process 

To start the purchase order receiving process, click on a Purchase Order ID or find a purchase 
order by using the Find Purchase Order field. The Purchase Order Detail pop-in will display. 

 

The Purchase Order Detail provides the following functionality: 

• Click on a Line Number to go to the Purchase Order Line Item Detail pop-in for that item. 
Some information can be updated but is limited for Storeroom personnel without 
administrative rights.  

• Process more than one item at a time by checking the boxes for any number of line 
items. 

• Review receipts already made on the Purchase Order Detail by clicking the Review 
Receipts button.  

• Review related work orders by scrolling to the Work Orders column. Commercial lines 
related to a multi-asset work order must be received one at a time. 

• Available fields are limited to relevant fields that personnel who do not have 
administrative rights can edit. This reduces errors and streamlines the workflow.  

• A line item cannot be selected if it is not in the OPEN status. 

• Click Receive Checked to process checked line items.  
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o The Receival Info pop-in displays and fields that apply to line items for receipts 
can be edited.  

o Bin ID is available to be selected and is required for STAGED parts. It is needed 
to track where the part is before it is stocked and released into inventory. Bin ID 
will default to value depending on if the part follows an AUTOMATIC or STAGED 
put-away process.  

o Click Create Bin if you need to define a new bin. 

  

 If the Receive All box is checked when the Receive Checked button is clicked, the 
Receipt Info – Receive All pop-in will display indicating it is for all line items. This will 
receive all lines on the purchase order in a single transaction to generate multiple 
receipts.  

Once the receiving process has been started, the following occurs: 

• Put-away card is generated in the state determined by the type of put-away process set. 

o STAGED - Generates a put-away card in PENDING status. 

o AUTOMATIC - Generates a completed and approved put-away card. 

• Stocking ticket is generated and added to the put-away card under its movement 
records. 

• Serialized parts are managed depending on the type of put-away process set. 

o STAGED - Serial numbers are optional if process is set to STAGED and part 
return is not enabled. Serial number collection can be done as part of the 
stocking process. 
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o AUTOMATIC - Serial numbers are required and these numbers are added to the 
completed put-away card. 

• A purchase order header status is set to CLOSED once all purchase order lines are 
closed and all put-away cards are completed and approved.  

If commercial work is received, the user will be prompted with a dialog to distribute the costs of 
the work among the child work orders. The dialog has built-in distribution functionality based on 
if the child work orders are for non-linear assets, linear assets, or a mix of the two. Once the 
distribution is confirmed, the commercial work will be issued to the child work orders as part of 
the receiving process. 

 Note: The “Include Commercial work on Purchase Order” module setting must be 
enabled for storeroom personnel to be able to view commercial work. 

When the receiving process is finished and a put-away card was generated, the Put-away Card 
Viewer pop-in will open and show the generated cards.  

 

Put-away cards can be grouped onto new sheets by selecting the card and clicking Assign 
Existing Sheet ID or Assign New Sheet ID. Any newly created put-away cards will be 
available for viewing, editing and processing in the Put-away Card gadget.  

Click Print Selected Cards or Print Selected Labels to print any combination of sheets, cards, 
or labels.  

If the Part Put-away Settings are set to ON RECEIPT, automatic put-away sheet report 
generation will be triggered and you will be prompted to print part receipt labels. 
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Requisitions Gadget 
The Requisitions section only displays if your organization supports Enterprise Purchasing. The 
Requisitions section provides a provides a count of Requisitions with PENDING line items, as 
well as a count of the line items that are still PENDING. 

 

The Requisitions button takes you to the Requisitions Management page to create, modify and 
review purchase requisitions and turn the requisitions into purchase orders or request for 
bid/quote/proposal (B/Q/P). For more information about how to use this page, please refer to the 
Requisition Management Page section below. 

Transfer Requests 
The Transfer Requests gadget displays the number of transfer requests that the Transfer 
Requests Awaiting Receipt list page displays as a quick reference.  

 

Transfer Requests: Opens the Transfer Requests Awaiting Receipt page. 

New Transfer Request: Opens the Parts Stock Transfer Detail pop-in. 

Viewing Transfer Requests 

To view transfer requests: 
1. From the Transfer Requests gadget, click Transfer Requests.  

2. The Transfer Requests Awaiting Receipt page displays.  
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3. If needed, change the Current Location to see transfer requests from any locations you 
need request information.  

4. Click the Transfer ID to open the Parts Stock Transfer Detail pop-in to see more 
information. Click Cancel to close this pop-in when you are done.  

5. Scroll to the right to see more information.  

Create a New Transfer Request 

1. Click New Transfer Request from one of the following locations: 

2. The Transfer Requests gadget from the main portal page 

3. The Transfer Requests Awaiting Receipt page 

The Parts Stock Transfer Detail pop-in displays.  

 

The Transfer ID, Employee ID and To Location ID fields display and are uneditable.  
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4. In the header section, enter the From Location ID, Description, Priority ID, and 
Address For Deliveries information, or use the chooser buttons to select information for 
these fields from the list of entries.  

5. In the Line Items section, enter the rest of the information. These fields include Transfer 
Action (Request Transfer, Receive Parts In, or Canceled), Part ID, Part Suffix, 
Quantity Requested, and Serial Number.  

6. Once all information is complete, click Save, or click Cancel to close this pop-in without 
saving changes. 
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5. Request Management Page 
Click the Requests button in the Part Requests gadget on the main Storekeeper page to open 
the Request Management page. 

 

Current Location Section 
This drop-down shows the location for pending part requests in the list below. You may change 
the location to view pending part requests at other locations as desired. 

 

Page Refresh Setting 

 

The Refresh drop-down selection box provides flexibility to refresh the page at various 
incremental time periods as desired. Choices are: 
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• Off: No automatic refresh; the page only reloads upon exiting and returning. 

• Now: One-time refresh that refreshes the page manually at the current moment. 

• Every 1 minute – 60 minutes: Will automatically refresh the page on user-selected 
timer. 

Pending Parts Requests Tab 
This section outlines some of the features of the Pending Parts Requests tab. 

The Pending Parts Requests tab (default) lists the requests that contain line items that need 
an action to be performed. 

All columns can be re-ordered and are sortable with the direction of the arrow indicating the 
direction of the sort. 

 To change the order of the columns in this table and other similar tables, click and hold on 
the column title and drag it to the location where you would like it displayed.  

 

• Checkbox: Check the checkbox located in the far left column of the list to select 
individual line items for processing as discussed in the Perform Actions on Part 
Requests section below. 

 

• Select/Deselect All: Check the top box to select all the boxes in the list. 

• Priority Rank: This column displays the priority rank of the request. Priority rank codes 
may be configured by your organization. 

• Notify: This column signifies parts are ready. The Parts Ready  icon indicates to the 
technician/supervisor that the part is ready for pickup. 

• Qty Avail: Displays a Y when the Quantity on Hand minus the Quantity Required is 
greater than or equal to zero. Otherwise, the Qty Avail displays an N.  
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 The equation takes into account Quantity Committed based on the setting for that 
location (Inventory-More Info: “Committed quantity not available for issue”). 

• Request ID: Click this button to open the Part Request Detail page. For more 
information about this page, please refer to the Part Request Detail Page section below. 

 

• Other Request Details:  

o Requested By 

o Part ID – Suffix Description: Part ID is a link to the Parts - Location Information 
screen 

o Manuf Part No (and Manufacturer Name in parentheses) 

o Comments: clicking the Comment  icon opens a dialog to view long 
comments) 

o Quantity Required, On Hand, On Order, Committed:  

 Clicking the Qty on Order button takes you to the Purchase Order 
Management page and filters for orders that have line items for this Part 
ID (if your organization supports Enterprise Purchasing). For more 
information about this page, please refer to the Purchase Order 
Management Page section below. 

 The Quantity Committed and Bin ID are provided. 

o Action Comment 

o Bin ID 

o Asset ID (Asset Viewer  icon displays if enabled) 

 The Asset ID is a hyperlink that takes you to the appropriate screen to 
view Asset information 

 Note: If the asset ID is a part ID, as in the context relates to that part. 

 If enabled, the Asset Viewer  icon displays in the Asset ID column. 
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 Clicking the Asset Viewer  icon takes you to the Asset Viewer. Please 
refer to the Supervisor or Technician User Guides for additional 
information about the Asset Viewer. 

o Work Order 

The Work Order ID is a hyperlink to the Work Order Center screen or 
Internal Work Order Rebuild Center screen depending on the type of work 
order. Linear Work Order is also supported as a hyperlink.The Work 
Order ID hyperlink only works if your organization uses Enterprise Portal. 

o Work Order Status 

o Delay 

o Account ID 

o Date Requested 

o Days Open 

o Date Required 

o Status: The status field shows the status of the part request such as pending, 
ordered, partially received, received, canceled, and completed. 

o Issue Together: Chain icon  which indicates that the line items on the part 
request are to be issued together. 

o Delivery Address ID: Displays the address ID (the code only, no description or 
details) to storekeepers to verify that the correct address is being processed.  

o Purchase Order ID: Displays if the part is warrantable and assists with tracking 
warrantable parts that start their warranty upon receipt. 

o Date/Time Received: Displays if the part is warrantable to indicate the date and 
time it was received. This assists with tracking warrantable parts that start their 
warranty upon receipt. 

Pending Commercial Requests Tab 
The Pending Commercial Requests tab functions and displays similarly to the Pending Parts 
Request tab. All columns can be re-ordered and are sortable with the direction of the arrow 
indicating the direction of the sort. 

 To change the order of the columns in this table and other similar tables, click and hold on 
the column title and drag it to the location where you would like it displayed.  
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To Order an item that has been requested, do the following. 
1. Check the box next to the line item. 

2. Select Order from the Checked Items choice-list and click Process. 

 

 Commercial line items on purchase orders, requisitions, and receipts display Labor, 
Parts, and Misc Cost fields with a Taxable checkbox to indicate when the cost is 
taxable. 

3. Complete the Line Items to Order Pop-in and click Save Changes. 

 Note: If you have set the action to Order and have a quantity on-hand to cover the 
needed items, a message displays confirming if you still want to order even though 
you have quantity on hand.  

Notify Requests Tab 
This section outlines some of the features of the Notify Requests tab. 

 Note: This tab does not display if you have a blank checkbox next to the Part request 
ORDER action does not complete the request option on the Locations 
screen - Inventory-More Info tab. 
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• If you have checked the Default check part request notify flag upon receive/issue 
from receipt option on the Locations - Inventory - More Info tab, the Notify Requests tab 
lists the requests to notify receive or issue from receipt. 

• If your organization does not use this workflow, you may choose to hide the tab using 
User Interface (UI) control. 

 Note: The Parts Ready  icon in the Notify column indicates that the storekeeper has 
set the Notify flag on the Request Management page, or checked the Parts are Ready 
box on the Part Request Detail or Parts Issue/Order pages. The Default check part 
request notify flag upon receive/issue from receipt checkbox also automatically checks 
the Notify checkbox. 

 

Ordered Requests Tab 
 The Ordered Requests has data in it depending on your organization’s settings. The Part 

request ORDER action does not complete the request setting drives whether or not the 
Ordered Requests tab will have data in it. This setting is located on the Primary Information 
screen (Setup > Organizational Structure > Locations > Primary Information). If it is set so 
the part request ORDER action does NOT complete the request, the order action drops the 
request from the Pending Parts Requests list and displays it on the Ordered Requests tab. 

This section outlines some of the features of the Ordered Requests tab. 

 The Ordered Requests tab provides a list of items that have been actioned (to purchase 
orders or requisitions) but not yet received. 

 If your organization does not use this workflow, you may choose to hide the tab using 
User Interface (UI) control. 

 

You may scroll to the right to see additional columns as shown in the following two screenshots: 
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Scrolling to the right shows the following additional columns: Action Comment, Bin ID, Asset ID, 
Work Order, Work Order Status, Delay, Account ID, Date Requested, Date Required, Expected 
Delivery, Vendor, Status, the Purchase Order/Requisition (PO/Req) that the line was actioned 
to, and the Issue Together Chain Link (indicating the parts must be issued together). The 
PO/Req hyperlink takes you to the default replenishment type. So if the default replenishment 
type is requisition, the link will only take the user to the requisition, even if it has since been 
moved to a purchase order. Please refer to the Purchase Order Detail Page and Requisition 
Detail Page sections for more details about these pages. 

Current Filter Section 
The current filter section allows you to define filters for the part requests list. Follow the steps 
below to define the filter. 

1. Click the Define Filter button. 
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You are taken to the Define Part Request Filter page. 

 

2. Complete the fields as desired and click Apply Filter. 
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 The Reset Filters button removes the filter. Clicking the Cancel button takes you 
back to the Request Management page. You can also save the filter as a Quick Filter 
by entering a name for the quick filter in the Save Quick Filter as field and clicking 
the Save button. Once a Quick Filter has been saved, it may be set as the default 
filter for the Request Management page by clicking the Set as Default button. Click 
the Remove button to remove the quick filter from the list. Click the Remove Default 
button to remove the quick filter as the default filter for the Request Management 
page. Enter a delivery code in the Deliver Address ID field to assign a delivery 
address. 

You are returned to the Request Management page with the filtered list displayed. 

 

3. Click Clear Filter to remove the filter. 

 

The filter is removed and the entire list displays. 

Actions Section 
The Actions section at the bottom of the Request Management page allows you to perform the 
following functions: 

• Click the Back button to return to the Main Storekeeper page. 

• Perform actions on part requests as shown in the Perform Actions on Part Requests 
section below. 

• Print a Pick List Report that lists all the pending line items for the selected location by 
clicking the Print Pick Report hyperlink on the bottom right of the page. 
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 This link only displays if your Storekeeper Portal settings are configured with a Pick 
List Report. 

Perform Actions on Part and Commercial Requests 
To perform actions on part requests from this page, select the desired part requests to perform 
the action on by checking the box on the left side of the parts requests list and follow the steps 
outlined below for each action type. 

 

Set or Clear the Notify Flag 
Setting the Notify flag notifies technicians when parts are ready for pickup. 

1. Select Set Notify Flag from the For Checked Items drop-down box and click the 
Process button. 

 

The selected part request is updated accordingly. 
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2. To clear the notify flag, select the desired part request by checking the box on the left 
side of the part requests list. Select Clear Notify Flag from the For Checked Items 
drop-down box and click the Process button. 

 

The Notify Flag is removed. 

 

Order Parts 

To order parts from the Request Management page: 
1. After selecting the specific part request (by placing a check in the box on the left side of 

the Pending Part Requests list), select Order from the for Checked Items drop-down 
box and click the Process button. 

 

You are taken to the Line Items to Order page where the number of line items display at 
the top of the page. If there are several line items, use the scrollbar on the right to see 
the entire list of items. The work order information displays at the top of each line item. 
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 The Line Items to Order page looks slightly different when ordering for Pending 
Commercial Requests (includes Labor, Parts, and Misc Cost and Taxable 
information, etc.) but the basic steps remain the same.  

 

2. Click Edit to edit the Delay Status, Hat Number or Parking Stall information for the 
work order. 
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A Delay Status drop-down box displays along with editable Hat No. and Parking Stall 
fields.  

 Note: The Hat No. and Parking Stall fields do not display for Part Rebuild or linear 
work orders. 

 

3. Select a Delay Status or modify the Hat No. and Parking Stall information as desired. 

4. Click Save to save your changes.  

 Note: To stop a delay, select STOP DELAY from the drop-down list and click Save. 

 Note: If you have set the action to Order and have a quantity on-hand to cover the 
needed items, a message displays confirming if you still want to order even though 
you have quantity on hand.  
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A Successful Update message displays. 

 

 When the Action is ORDER, the Action type drop-down list (below) defaults based on 
the Location setting for “Default replenishment generation item” as mentioned in the 
important note below. You may also transfer parts from other locations by selecting 
the Transfer From option from the drop-down list. When Transfer From is selected 
on the part request when choosing the Order action, then the Supplied By location 
will default as the location. 

 

 Depending on your Locations default settings, part orders will either be converted to 
purchase orders or requisitions. The Default replenishment generation item 
setting (Purchase Order or Requisition) determines if part orders go to purchase 
orders or requisitions. Follow menu path: Setup > Organization Structure > 
Locations > Primary Information to set the default.  

 The hierarchy is as follows: If the Part ID has a default replenishment (set on the 
Parts – Location Information screen, Replenishment tab), then use that. If not, 
use the Location screen, Inventory – Enterprise setting for default replenishment. 
Otherwise, use the Enterprise Purchasing default replenishment type. 
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To move a part request to a purchase order: 
The following example shows a part request that is moving to a Purchase Order. 

1. To assign the Part Request to a Purchase Order, enter the Purchase Order ID in the 

field or click the Select icon  to bring up the Parts Ordering selector pop-in (to select 
the PO ID and enter additional information).  

The Parts Ordering pop-in displays. 
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 If the selection had been to order to a Requisition, the Parts Ordering pop-in looks 
like the following screenshot and you would follow a process similar to the example 
provided below for ordering to a purchase order. 

 

Parts Ordering Pop-in for Ordering to Requisition 

 When choosing to Transfer From a location, the part transfer location will 
automatically default to Supplied by Location and would look something like this: 

 

2. On the Parts Ordering Pop-in, the Vendor ID defaults from the Part ID Location record 
(on the Parts – Location Information screen). To select a different Vendor, click the 

Vendor ID Select  icon and choose a vendor from the choice-list.  

 You may also select a Vendor by clicking on the choice-list. Depending on your 
settings, the Vendors displayed may also display Approved, Rank, and Vendor 
Contract information. Refer to the Shop Activity Storekeeper Administrator Guide for 
more information about these settings. 
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3. Select the Use Existing radio button to order to an existing purchase order or click the 
Create New radio button to create a new purchase order. The sample screenshots show 
an example for Use Existing PO or Create New PO. 

o Use Existing – Select the Use Existing radio button, select a PO ID from the 
choice-list (the remaining fields populate from the existing PO), and click OK. 

 

o Create New – Select the Create New radio button, complete the fields, and click 
OK.  

 Note: The PO ID field will automatically populate with the next PO number if 
you leave the field blank. 
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The PO ID is filled in on the Line Items to Order page. 

 

4. Complete additional fields as desired and click the Save Changes button to save the 
changes to the line item.  

 

5. Repeat the same steps to enter the PO ID on each line item if there are multiple line 
items. 

6. Click the Remove button to remove a line item from the order as shown in the example 
below. 
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A red X indicates the line item was removed from the order. 

 

7. Review the information and click Save Changes to complete the order. 

After successful processing, you are returned to the Request Management page where 
the number of pending parts requests has decreased by the number of line items 
ordered. 

Issuing Parts for a Multi-asset Work Order  
Issuing parts for a multi-asset work order follows a similar process as a regular issue parts 
process with some differences. 

1. Select the multi-asset work order. 

2. Select Issue from the For Checked Items drop-down box and click Process. 
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3. Specify the Quantity to issue to each child work order. 

o Non-linear assets will have the available part quantity up to the requested 
amount evenly distributed. 

o Linear asset will have the available part quantity up to the requested amount 
distributed based on each work order’s linear area. 

o If issue quantities are manually entered and exceed the requested amount, the 
storekeeper will be asked to confirm they intended this when saving. 

o If partial issue is performed, any committed quantity on the request is reduced by 
the partial issue’s part quantity. When performing a final issue that will satisfy 
remaining request, the part request will be actioned as COMPLETE. The related 
work order line on the purchase order line for request that is PARTIALLY 
RECEIVED will have quantity adjusted to the received amount. This allows any 
remaining ordered parts on the purchase order line to be received into inventory 
instead of forced to be issued on the work order. 
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4. (Optional) Click Skip to individually skip requests. 

5. Click Save. 
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Send Parts Out 
1. From the Request Management page, click the Picked Requests tab.  

2. Check the boxes next to the line items you want to process.  

 

3. In the For Checked Items drop-down list, select Send Parts Out.  

 

4. Click Process. 

5. The Request Bulk Actions page displays.  

 

6. Enter the needed information on this page and click Save.  

The items are processed and the status is set as Send Parts Out. 
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6. Pending Returns Page 
If configured to approve/deny part return requests, the Part Return Requests button shows on 
the Main Storekeeper page when pending part return requests exist. The button is grayed-out if 
no pending part return requests exist and you are configured to approve/deny part return 
requests. 

1. Click the Part Return Requests button to begin the approval process. 

 

After clicking the Part Return Requests button on the Main Storekeeper page, the 
Pending Returns page displays with the pending returns for the selected location. 

 

2. Click the Process Requests button. 

 

The Process Returns page displays for the selected work order. 
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3. Select Approve or Deny and enter a Reason if desired. 

 

4. Click Process. Continue same steps until finished processing returns. 
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A message displays to indicate approval or denial. 

 

A message displays to indicate the approval or denial occurred 

Back on the Pending Returns Page, the number of pending part return requests is 
decreased by the number of approvals/denials you made. 
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The Part Return Requests button on the Storekeeper Main page will be grayed out 
when there are no pending part return requests remaining. 
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7. Part Request Detail Page 
 Storekeeper portal pages with a Part ID field and choice-list include a Lookup button linked 

to the Parts Lookup dialog. This lookup functionality allows for the added lookup of parts 
through cross reference IDs, with Storekeeper Parts Search Setting, Default Part Lookup 
Part ID Search Option, set to allow lookup by Xref. The Lookup button will appear as 
shown in the image below. 

 

To view part request detail: 
1. Click the Request ID button you need on the Request Management page. 
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The Part Request Detail page displays. 

 

The Part Request Detail page provides header information at the top of the page 
including: Request ID, Date and Time Requested, Location ID, Requested By, and 
whether or not the parts are to be Issued Together. 

 If your organization supports Enterprise Portal, the Request ID is a link to the Part 
Requests screen. 

The work order header information displays at the top of the line items as shown below. 

  

The bottom portion of the page shows the total number of line items and details by work 
order for the part request. 

2. Click Edit to set a delay status or edit the hat number and parking stall information. To 
stop a delay, select STOP DELAY from the drop-down list.  
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 Note: The Hat No. and Parking Stall fields do not display for part rebuild or linear 
work orders. 

 

3. Click Save to save your changes. 

Line items without an action against them may be updated. Whereas, the only field that may be 
edited for line items that have actions against them is the Parts are ready checkbox.  

 

 To view many line items, use the scroll bar on the right of the page. 

To update a line item with no action against it: 
1. Select an action from the Action drop-down box. 
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 The Edit Part Pencil icon  takes you to the Part Definition Wizard to edit the part 
information. Please see the Part Definition Wizard section below for more 

information. The Part Location Information Zoom button  takes you to the 
Parts- Location Information screen to update part location information as desired. 

2. Complete the fields as desired. Clicking the Task ID Select icon  limits the selection 
to those tasks that are associated with the work order. 

o Fields vary depending on the action taken. When issuing, the Vendor ID and 
Core Value fields display. Refer to the Perform Actions on Parts Requests, 
Issue Parts section for additional information about issuing parts. When 
ordering, the Date Required, PO ID, Vendor ID, and Vendor Contract ID fields 
display.  

 Note: For Order actions, the Vendor ID choice-list can be configured to show 
Approved Vendor, Rank, and/or Contract details. See the Shop Activity 
Storekeeper Administrator Guide for setting information to show the 
additional details.  

o Serialized parts show a serial number box and a removed serial part box. Parts 
that require positional information will display a Position field. Refer to the 
Perform Actions on Parts Requests, Order Parts section for additional 
information about ordering parts.  

3. Click Save Changes to save your entries. 
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You are returned to the Request Management page where the Parts Request no longer 
shows in the Pending Parts Requests list if actions were performed on all line items of 
the request. 
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Cancel a Part Request 

To cancel a part request line item, follow the steps below. 
1. On the Part Request Detail page, select the action, CANCELED, on a particular line 

item. 

2. Click the Save Changes button. 

  

You are returned to the Request Management page and the pending part request no 
longer displays in the list if actions had been performed on all line items of the request. 

Approved Parts Ordering 
If enabled, settings will allow for defaulting of approved parts vendors and ranking vendors for 
preference. Vendors can be ranked by order of approval. Upon creation of a purchase order, 
this setting will require approval prior to ordering from an unapproved vendor or will require 
manual override to allow the item as Ok from unapproved vendor. 
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Requiring Approval for Purchases from Defined Vendors 
The option Approve vendor for part can be selected from the Vendor/Part Information screen. 
If checked, the vendor and part have been approved for order. Users can set certain vendors as 
approved and to require approval of other vendors.  
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Also included in this release is the new Purchase Types checkbox, Require approved vendor 
for STOCK PART line items. 

If Require approved Vendor for STOCK PART line items is set and a vendor is not set as an 
approved vendor for the part, the Storekeeper cannot OPEN the PO without selecting to 
manually approve the selected vendor. 

The checkbox on the Enterprise Purchasing – Purchase Orders Line Items tab that allows you 
to indicate OK from unapproved vendor. If this box is NOT checked, it will return a validation 
error message as shown in the screenshot below.  

 Check the box OK from unapproved vendor to approve a line item that requires approval 
of the vendor 

 This OK from Unapproved Vendor checkbox is also available on the following 
pages in the Storekeeper portal:  

Purchase Order Detail Edit pop-in: 

 

Part Vendor pop-in: 

 



Part Request Detail Page 

Page 60 of 175 Shop Activity Storekeeper - User Guide 
Version 25.x 

Approved Vendor Sorting and Ranking 
To encourage use of an approved vendor when creating a PO from a parts request, approved 
vendors will now show all approved vendors first, and sort them by rank. 

The option for setting rank of the vendor is available with the Approve vendor for part on the 
Vendor/Part Information screen, Basic Info tab: 

 

From the Parts Ordering Pop-in, when actioning a Part Request in Storekeeper Portal to a 
Requisition or Purchase Order, choose the Vendor ID Choice-list 
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In this choice-list you will now see if the Vendor is approved, what their rank is, and if there is an 
active Vendor Contract: 

 

Part Lookup, Edit, and New ID Request 
From the New/Edit Part button, you can access the Part Definition pop-in where you can 
search, enter, or update the Part ID on the request. 

 

 Note: There is a Serial Numbers tab that also displays on the Part Definition Pop-in if the 
part you are working with is a serialized part. 

From here, you can choose from the following: 

• Click Edit the selected part. 

• Click the New Part button to enter a new part; this clears the form to enter a new part 
directly on this page. 

• Click the Request New Part button to request a new Part ID. This opens the Change 
Request form for the Parts – Primary Information Screen: 
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• Click the Request New Vendor button to request a new Vendor ID. 

These ID requests are then shown in the Change Request Gadget discussed in the 
Storekeeper Gadgets section. 

For more details on New Part ID Requests see the Part Definition Pop-in, Request a New ID 
section. 
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8. Invoice Reconciliation Page 
On the Invoice Reconciliation page, tabs display with a table of all non-commercial receipts and 
commercial receipts tied to the purchase order. Each row allows you to see the receipt costs in 
order to assign a vendor invoice number, to either match or enter invoice costs, and to identify 
discrepancies. Commercial and non-commercial receipts vary but the fields shown as 
commercial receipts support a labor, parts, and miscellaneous cost compared to a quantity and 
unit cost. 

 

It is expected that a user would have a stack of vendor invoices from the vendor either 
electronically or on paper outside of the system. The first and most critical action is to enter a 
vendor invoice number and do the first pass of identifying receipts to the invoice. 

To enter a vendor invoice number: 
1. Create a new purchasing invoice within the system using the Add New Invoice button 

on the bottom-right of the page. This will present the user with a dialog.  
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2. Enter the invoice date and vendor invoice number. 

3. Click Save. 

Once the user has saved this information, a purchasing invoice record will be created in the 
system with the vendor ID and vendor invoice number that can be matched to a receipt. 

 

 Note: The system uses a purchasing invoice ID in conjunction with a vendor invoice 
number to allow the system to have a unique and known ID regardless of the form/usage of 
the vendor invoice number. 

 At the top of the invoice reconciliation page, there is a drop-down list to select a vendor invoice 
number to default onto the receipts. This list will include the newly created vendor invoice 
number and its purchasing invoice date as well as any existing vendor invoice numbers and 
purchasing invoices on receipts. Any action performed on a receipt that does not have a vendor 
invoice number will automatically be populated with the selected vendor invoice number. 

 Note: If a vendor invoice number was entered on a receipt, it will not show in the drop-down 
list without a purchasing invoice ID tied to it. They will show on the receipts but the page 
will not allow receipts to be saved without creating an invoice. 
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By default, only receipts that are non-reconciled are shown to help guide users to work that 
needs to be done. A toggle checkbox "Show non-reconciled receipts" will force the table to 
show only receipts that can be actioned on or allow the user to see all receipts in case they 
need to review other receipts tied to a vendor invoice number already. 

Select receipts that match to the vendor invoice. Each of the following scenarios could be the 
case: 

1. For receipts that match the invoice with no difference in costs (meaning no discrepancy 
between the receipt entered into the system and the vendor invoice), click the Match 
checkbox. This will select the receipt, add the vendor invoice number, enter the invoice 
quantity and costs, mark the receipt as reconciled, and will enter the default resolution ID 
for a match. 

2. For receipts that are on the invoice but do not match, the user should enter in the invoice 
quantity and/or costs (this will also automatically select the receipt and enter in the 
vendor invoice no selected above). After entry, the page will check if the entered values 
match and calculate any discrepancy. 

 Note: The portal settings can allow automatic reconcile and default resolution ID if 
the entered invoice quantity and/or costs are less than the values entered on the 
receipt in the system. 

3. As long as a receipt is not reconciled, users can revisit the receipt to adjust the invoice 
values, or reassign the vendor invoice number. 

 

Clicking the save button will commit the receipt and invoice data. It will process each purchasing 
invoice until all receipts are saved. 

 Note: The Invoice Reconciliation page supports creating a shipping receipt quickly using 
the "Add New Shipping Receipt" button. However, this does require a reload of the page if 
a new receipt is made to ensure any data is entered and saved. 
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9. Purchasing Invoices Page  
On the purchasing invoice list page, the storekeeper will be shown a full list of purchasing 
invoices entered into the system and some summary information. The purchasing invoice list 
provides support for quick filters that the storekeeper can define and save for usage to help filter 
down invoices they intend to review. 

By default, the table will show all invoices that are not in a CLOSED state, have invoice lines 
that need to be reconciled, and have invoice lines tied to receipts at the current working 
location. 

 

 
The Purchase Order ID column displays the ID associated to the purchasing invoice. Clicking 
the link will take you to the Enterprise Portal Purchase Order Screen if you have rights to view 
that screen. If more than one purchase order is associated with the purchasing invoice, the 
column will show “Multiple” and you can click the link to see a list of the associate purchase 
order.  

It is expected that the storekeeper searches out invoices with discrepancies to perform 
adjustments. It is intended they would use the Discrepancy Total column to identify and review 
these. Clicking on the Invoice ID will redirect to the Invoice Detail page.  
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10. Invoice Detail Page 

 

The Invoice Detail page is divided up into several sections and provides support for several 
aspects of the invoice as a whole: 

• Basic Info - High level invoice information. The most important of these will likely be the 
Status for closing out invoices upon review to a CLOSED state. We also show a high 
level of invoice total vs receipts total from invoice lines. 

• Invoice Lines - The table provides similar functionality to Invoice Reconciliation but with 
a few differences. 

o Users can delete invoice lines entirely if need be. This would remove a receipt's 
reconciled information tied to the invoice line if done. 

 Note: The delete checkbox is only available if the user unchecks the 
reconciled checkbox. This is done to ensure you intend to do this. 

o Purchase Order ID links directly to Purchase Order Detail page 

• Notes and Comments support for coordinating and noting actions taken on invoice. It is 
expected this will be used by storekeepers for recording brief notes on activities taken to 
handle a discrepancy on an invoice line. 

• Files support for viewing and uploading files.  

It is expected that a storekeeper will make use of Enterprise Portal screen alongside the Invoice 
Detail page for performing corrections as dictated by their organization's process. This can 
include part/inventory adjustments, work order charges, and direct charges to departments and 
accounts.  

Once all invoice lines are reconciled and all information is put on the invoice detail to then put 
the invoice into a status of CLOSED. 
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11. Requisition Management Page 
This section provides an overview of the Requisition Management Page. 

 On the Main Storekeeper page, click the Requisitions button. 

 

The Requisition Management page displays. 

 

Current Location Drop-down 
The Current Location drop-down allows you to select the location from which to view the 
requisitions. 
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New Requisition Button 
The New Requisition button takes you to the New Requisition page. See the Create a New 
Requisition section below for details on how to create a new requisition. 

 

Requisitions Section 
The Requisitions section displays the total number of requisitions at the top with a list of 
Requisitions and various details about each. The default view shows requisitions that have line 
items that are not actioned. 

The columns are sortable and the section is scrollable. Click the column title to sort on it. The 
direction of the arrow shows the direction of the sort. 

 If your organization uses Enterprise Portal, the Vendors are hyperlinks to the Vendors – 
Primary Information screen. 

 

Current Filter Section 
The Current Filter section allows you to create filters for the requisition list. See the Current 
Filter Section above to understand how to create a filter as a similar process is followed for 
creating filters throughout Web Modules. 
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Back Button 
Click the Back button to return to the Main Storekeeper page. 

 

Create a New Requisition 
Follow the steps below to create a new requisition. 

1. Click the New Requisition button. 

 

The New Requisition page displays. 

 

 The Funding Source field is used for tracking grant or capital funding source 
information with your requisitions and purchase orders. If you have licensed Capital 
Planning, you may setup funding sources on the Capital Funding Source Type 
screen (Setup > Equipment Management > Capital Planning > Funding Source 
Types). While entering a requisition, purchase order, or a receipt, you may select a 
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funding source for that element. If you do not have Capital Planning licensed, then 
you may still enter in a funding source at the element level, but it will not be 
validated. 

2. Complete the fields and click Save. 

 See the Help for information about settings for automatic number generation for 
requisitions, purchase orders, etc. (Enterprise Purchasing > Options > Purchase 
Types). 

The Requisition Line Item Number 1 page displays. 

 

The Requisition Header information displays on the top-left of the page with a hyperlink 
to the Requisition Detail page (if your organization uses Enterprise Purchasing).  

 The hyperlink is different depending on the page you are on. For example, it goes to 
the EP Requisition screen if you are on the Requisition Detail page. However, if you 
are on any other requisition page (other than the Requisition Detail page), the link 
takes the user to the Requisition Detail page. 

Refer to the Edit Requisition and New Note sections below for information about editing 
the requisition and adding a note to the header. 
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3. Enter Line Item Details, Work Order, and Accounting Info if desired and click Save to 
save the line item. 

o Line item type choices are: Stock Part, Non-Stock Part, Commercial, Fee, 
Shipping, Fuel, Ext Rebuild, and Equipment. 

o Action choices are Purchase Order and Request for B/Q/P. 

o Status choices are displayed as Status ID – Description and are customer 
created. Statuses can be created on the Enterprise Purchasing > Setup > 
Statuses. 

o Task ID choices are limited to tasks associated with the work order. 

 

 The Storekeeper portal pages with a Part ID field and choice-list now include a 
Lookup button linked to the Parts Lookup dialog.  

This lookup functionality allows for the added lookup of parts through cross 
reference IDs, with Storekeeper Parts Search Setting, Default Part Lookup Part 
ID Search Option, set to allow lookup by Xref.  
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4. To add new line items to the requisition, click the New Line Item button and follow the 
same steps as above. 
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12. Requisition Detail Page 
After creating a requisition or clicking on a Requisition ID button on the Requisition 
Management page, the Requisition Detail page displays. 

 

 Click the Requisition ID hyperlink on the Requisition Management page to go to the 
Requisition Detail page. 

 

The Requisition Detail page displays and defaults to ALL statuses. However, the last Line Item 
Status selected on a currently viewed item is remembered. 
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The top left of the Requisition Detail page has detailed requisition header information including 
hyperlinks to the Vendors – Primary Information and Enterprise Purchasing – Requisitions 
screens. 

 For the Vendor and Requisition ID link to work, your organization must have Enterprise 
Portal installed and configured. 

The top right section of the Requisition Detail page shows notes (if any) from the requisition and 
allows you to add a new line item, edit the requisition header, add a note, files, attributes and 
comments. Please refer to the Edit PO Header, Add a New Line Item, Edit the Requisition, and 
Add a New Note, Add a File, Add Attributes, and Add Comments sections below for instructions 
on how to perform these tasks. 

 

Add a New Line Item 
To add a new line item to a requisition, follow the steps below. Note: Only a single multi-asset 
work order is allowed per line item when the line item type is commercial 

1. Click New Line Item. 
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You are taken to the Requisition Line Item Number # page for a new line item. 

 

2. On this page, you may choose from the following drop-down selection boxes: 

o Line item type (Stock Part, Non-Stock Part, Commercial, Fee, Shipping, Fuel, 
External Rebuild, or Equipment) 

o Action (Purchase Order or Request for B/Q/P) 

o Status (Potential statuses are PENDING, OPEN, and CLOSED). The Status 
displays as Status ID – Description (created on the Data > Enterprise 
Purchasing > Setup > Statuses screen). 

 In order to use the Verified Valid Part ID checkbox when creating a brand new part 
number, users must go to the GUI and set the following option: "Enterprise 
Purchasing Setup Options - Default Data for New Parts Added During Ordering." 
Users also need to set the default product category ID, and any other default 
information for this checkbox to work properly. 

 The Edit Part Pencil icon  takes you to the Part Definition Wizard to edit the part 
information. Please see the Part Definition Wizard section below for more 

information. The Part Location Information Zoom button  takes you to the 
Parts- Location Information screen to update part location information as desired. 

3. Complete the fields as desired and click Save to save the new line item. 
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 The Work Orders section of the Requisition Detail page shows more information 
when you scroll to the right including: Labor Cost, Parts Cost, Misc Cost, Est Total 
Cost, Position, Request ID, and a Service Request ID drop-down. Commercial 
multi-asset work orders will display the number of assets associated with the work 
order. 

 

You are returned to the Requisition Detail page with the new line item at the bottom of 
the list. 
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Edit the Requisition 
To edit the requisition header, follow the steps below. 

1. Click the Edit Requisition button on the Requisition Detail page. 

 

You are taken to the Edit Requisition Header page. 

 

2. Complete the fields as desired and click Save to save your entries. Please refer to the 
Add a File, Add Attributes, Add a New Note, and Add Comments sections below for 
instructions on how to perform these tasks. 

 This page is where you may change the Status of the requisition to OPEN to allow 
an Order or Request for B/Q/P action to be performed on it. 
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You are returned to the Requisition Detail page with the header information updated 
accordingly. 

Add a New Note 
To add a new note to the requisition, follow the steps below. 

1. Click New Note on the Requisition Detail page. 

 

You are taken to the Requisition Notes page. 
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2. Select the line item number for the note (or leave blank for the note to apply to the 
Requisition Header). 

3. Enter the note, and click Save New Note to save the note. 

You are returned to the Requisition Detail page where the new note displays in the notes 
box. 

 

Add a File 

To add a file, URL, or report link: 
1. Click Files.  

 Note: The Files button can be accessed through the Requisition Detail page or 
Purchase Order Detail page.  

 

The Related File Links pop-in displays. 

2. Select the desired line numbers and click Add Link. 
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The Add Link dialog displays. Choose to upload a file, scan in a file, add a URL link, add 
a report link, or cancel. 

 

The subsequent dialog that displays will be one of the following (for more information, 
see the appropriate section directly below this list):  

o Upload File: Enables you to upload a file with an optional title and description. 

o Scan in File: Enables you to scan a file with a title and description. 

o Add URL Link: Enables you to link to a network resource (e.g., a web site or a 
shared network file on your company's intranet). 

o Add Report Link: Enables you to point to a Web Modules report (currently only 
Crystal Reports are supported).  

 Note: For report links, farpt:/// is automatically added to the file name when 
you save. 

o Cancel: Closes the dialog. You can also press Esc or click the X in the top right 
corner. 
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Upload File 

To upload a file: 
 Enter the file, title (optional), and description (optional), and click Upload to upload the 
file. 

 Note: As a precaution, do not upload .exe and .dll files, or extremely large files. 

 

The file displays in the Related File Links section. 

 

Once a file has been added, you may delete, update, or view the file as shown below. 

To delete an uploaded file: 

1. Click the  icon to delete the link to the file.  

A dialog will confirm that you want to remove the link to the file.  

  

2. Click OK to remove the link. 

To edit a file: 
 Click the edit pencil icon to update the file. 

The Upload a file edit dialog displays with the following buttons: 
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i. Cancel: Closes the dialog. You can also press Esc or click the X in the top, right 
corner.  

ii. Replace: Allows you to replace the uploaded file with a different uploaded file, 
but keep the same basic information.  

a. Click the Replace button and a validation message displays.  

b. Click Yes.  

c. In the new Upload a file dialog, enter the new information and click 
Upload.  

The original file is not deleted from the server, but unless you preserve 
the original fafile:/// URL, you will not be able to access the old file any 
more.  

iii. Update Info: Allows you to update the title and/or description. Enter the correct 
information and click the Update Info button. 

a. Hover over the zoom  icon to view the file information and click the 

zoom  icon to go to the file. 
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Scan in File 
When you click Scan, the ActiveX control uses a scanner to scan and upload an image. If the 
ActiveX control is not loaded, the Scan button is disabled. 

 

Add URL Link 

To add a URL link: 
1. Click Add URL Link. 

2. Enter the Path and Description and click Test Link to test the link.  

3. Click Add to add the link. 

 

The URL link displays in the Related File Links section: 

 

Once a URL link has been added, you may delete, update, or view the link. 

To delete a link: 

1. Click the  icon to delete the link.  

A dialog will confirm that you want to remove the link.  
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2. Click OK to remove the link. 

To edit a link: 

 Click the pencil  icon to update the link. 

The Add Link Edit dialog displays where you may change, update, and test the link. 

 

o Change: Allows you to select a different type of link. 

o Update: Allows you to update the title and/or description. Enter the correct 
information and click the Update Info button. 

o Test Link: Allows you to test the link. 

o Cancel: Closes the dialog. You can also press Esc or click the X in the top right 
corner. 

o Hover over the zoom  icon to see the message, or click the zoom icon in 
order to view the URL link in a new window. 
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Add Report Link 
The Add Report Link button enables you to point to a web modules report (currently only 
Crystal Reports are supported).  

 Note: For report links, farpt:/// is automatically added to the file name when you save. 

To add a link to a report: 
1. From your web browser, copy the part of the report's URL that identifies the report. This 

link contains the folder name (seen below as Shop Activity) and the name of the report 
(Work Order Detail.rpt). 

For example: 

o http://host/icapp/reporting/Shop Activity/Work Order Detail.rpt 

becomes  

o Shop Activity/Work Order Detail.rpt 

2. Paste the report identifier string (path) and description. 

3. Click Test Link to test the link.  

4. Click Add to add the report link. 

 

The report link displays in the Related File Links section: 

 

Once a report link has been added, you may delete, update or view the link as described 
below. 
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To delete the link: 

1. Click the  icon to delete the link.  

A dialog will confirm that you want to remove the link.  

  

2. Click OK to remove the link. 

To edit the link: 
1. Click the edit pencil icon to update the link. 

The Add Link dialog displays where you may change, edit, update, and test the link. 

 

o Change: Allows you to select a different type of link. 

o Add: Enter the correct information and click the Add button. 

o Test Link: Allows you to test the link. 

o Cancel: Closes the dialog. You can also press Esc or click the X in the top right 
corner. 

2. Hover over the zoom icon to see the message to click the zoom icon in order to view the 
report in a new window. 
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Add Attributes 
1. To add attributes to a requisition, click Attributes. 

 

The Attributes pop-in displays and existing attributes, if any, appear in the list. 

 

2. To create an attribute, select the desired lines from the drop-down and click New 
Attribute. 
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The Attributes pop-in displays. 

 

3. Complete the fields and click Save to save the attribute to the list.  

 

 Click the magnifying glass icon to open the Add Link pop-in as mentioned in the Add 
a File section above.  

The attribute is added to the Attributes pop-in list.  

 Note: The header or line number is highlighted in the drop-down list when it has an 
attribute is associated with it.  
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4. Continue adding attributes to line numbers as desired by selecting the line number, 
clicking New Attribute and following the above instructions. 

5. To edit an attribute, click the Edit link.  

 

6. Edit the information accordingly and click Save. 

 

7. To delete an attribute, click Delete. 
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The attribute is deleted from the list as shown in the screenshot below. 

 

8. Click the X in the upper-right corner to close the pop-in. 

Add a Comment 
1. Click the Comments button to go to the Comments pop-in where the existing 

comments, if any, display. 

 

2. To associate a comment with the header or a particular line, select Header or the line 
number from the drop-down.  

 

A Comments pop-in for the selected line displays. 
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3. Enter the comment, and click Save Comments. 

 

You are returned to the main Requisition or Purchase Order Detail page.  

4. On the Main Requisition or Purchase Order Detail page click Comments to view the 
header comments. 

 

The Comments pop-in displays the Header comments (highlighting indicates line/header 
association). 

 

5. On the Line Item Detail page, click Comments to see the comments associated with a 
particular line item. 
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The Comments pop-in displays the specific comments for the specific line Item 
(highlighting indicates line/header association). 

 

Line Items Section 
The Line Items section of the Requisition Detail or Purchase Order Detail pages display the line 
items on the requisition or purchase order. The displayed columns will vary depending on the 
line item type chosen. 

 

The total number of line items (depending on the selected status) is displayed at the top of the 
section. The Line Item Status radio button allows you to see the various line items with 
different statuses on the requisition. The Line Items List updates according to the status 
selected. 

1. Click Edit Line Items to edit the quantity or price of line items. 
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The Requisition Detail Edit pop-in displays. 

 

2. Edit the Qty Ordered or the Receipt Unit Price and click Save to save your changes. 

 

The Requisition Management or Purchase Order Detail page displays with the updated 
quantity and price information. 
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3. Click Expand All to show the work orders associated with the requisition line items.  

 Note: You can also click the + button in the far left column to expand the view. 

 

The associated work order information displays. 

 

 Click the Equipment hyperlink to open the Enterprise Portal Equipment screen (if 
your organization uses the Enterprise Portal). 

4. Click Collapse All or the – button in the far left column to collapse the view. 
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The page returns to the original view. 

 

 The checkbox on the far left side of the Line Items list allows you to select a 
particular line item while checking the box at the top left corner of the list selects all 
the line items as shown in the screenshot below. 

 

 Information included in the Line Items section is as follows: Line #, Part or Comment, 
Manufacturer Part Number, Manufacturer, Quantity Ordered, Quantity not yet 
Received, Receipt Unit Price, Status, Location, Line Item Type, Date Ordered, and 
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Funding Source. The Funding Source field is used for tracking grant or capital 
funding source information with your requisitions and purchase orders. If you have 
licensed Capital Planning, you may setup funding sources on the Capital Funding 
Source Type screen (Setup > Equipment Management > Capital Planning > Funding 
Source Types). 

 

5. Click a line number in the Line # column to open the Line Item Details page. 

Refer to the Create a Requisition section for more information about this page. 

Actions Section 
In the Actions section of the Requisition Detail page, Storekeepers may perform actions on the 
requisition such as:  

• Moving the requisition to a purchase order 

• Moving the requisition to a Request for Bid/Quote/Proposal (B/Q/P) 

• Deleting the requisition. 

 Requisitions (and line items) must be in OPEN status in order to perform Purchase 
Order or Request for B/P/Q actions. 

 

The following sections outline how to perform an action on a line item. 

Move to a Purchase Order 
To move a line item to a purchase order, follow the steps below. 
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1. Check the box next to the specific line item to select the desired line items.  

2. Select PURCHASE ORDER from the Line Item(s) Action drop-down. 

3. Click the Choice-list  button to select the desired Purchase Order number. 

4. Click Apply to checked (if you checked specific line items) or Apply to all.  

 Leave the Line Item(s) Action field blank to move to a new purchase order.  

 

The requisition line item now shows with Status of CLOSED. 

 

On the Requisition Line Item Detail page, the Date Ordered, Action, and Purchase Order 
Number display. 
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Move to Request for Bid/Quote/Proposal (B/Q/P) 
To move a line item to Request for B/Q/P, follow the steps below. 

1. Place a check in the box to the left of the item to select the line items you want. 

2. Select Request for B/Q/P as the Line Item(s) Action.  

3. Select a Request ID from the Select box  or leave blank to create a new Request 
for B/Q/P ID and. 

4. Click Apply to checked (or Apply to all if you want to select all line items). 

 

A message indicates successful update and the line item’s Status now shows as 
CLOSED. 
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The Requisition Line Item # Detail page displays the Date Ordered, Action, and Request 
ID number. 

 

Delete a Line Item 
To delete a line item, follow the steps below. 

1. To select the line item, place a check in the box to the left of the item.  

2. Select Delete from the Line Item(s) Action drop-down. 

3. Click Apply to Checked (or click Apply to All if desired). 
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The following dialog box displays. 

 

4. Click OK. 

The selected item shows Deleted in the Line # column. 
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Print Selected Lines 
The Print Selected Lines hyperlink only shows if the report setting was set during 
configuration.  

1. Check the boxes to the left of the items you wish to print. 

2. Click the Print Selected Lines hyperlink to print the report. 

 

Back Button 
 Click the Back button to go back to the Requisition Management page. 

 

The Requisition Management page displays. 
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13. Purchase Order Management Page 
Click the Purchase Orders button (on the Main Storekeeper Portal page) or the Qty on Order 
button (on the Request Management page), you are taken to the Purchase Order 
Management page. 

 The Purchase Order Management page is only available if your organization supports 
Enterprise Purchasing. 

The Purchase Order Management page below displays upon clicking the Purchase Orders 
button on the Main Storekeeper Portal page: 

 

 Vendor is a hyperlink to the Vendors – Primary Information screen which is only available 
if your organization utilizes Enterprise Portal. In this instance the Purchase Order list filters 
on ‘Has Open or Pending Lines: YES.’ 

The Purchase Order Management page below displays upon clicking the Qty on Order button 
on the Request Management page: 
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 In this instance, the Purchase Order list filters on ‘Part Suffix 0, Has Open or Pending 
Lines: YES, Part ID: Part #’ since you selected a specific part number that has been 
ordered. 

Current Location Section 
The Purchase Order Management page’s Current Location section allows you to select (from a 
drop-down selection box) the shop in which you would like to view/manage the purchase orders. 
The location selection updates the purchase order information on the page. 

 

New PO Button/Create a Purchase Order 
 Storekeeper portal pages with a Part ID field and choice-list now include a Lookup 

button linked to the Parts Lookup dialog. This lookup functionality allows for the 
added lookup of parts through cross reference IDs with the Storekeeper Parts 
Search Setting Default Part Lookup Part ID Search Option set to allow lookup by 
Xref. 

To create a new purchase order: 
1. Click the New PO button to create a new purchase order. 
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Clicking New PO takes you to the New Purchase Order page. 

 See the Help for information about settings for automatic number generation for 
purchase orders, requisitions, etc (Data > Enterprise Purchasing > Options > 
Purchase Types). 

2. Complete the fields and click Save to save the information. 

 

 Statuses are user defined. A purchase order with Pending status may indicate the 
purchase order has not yet been sent to the vendor (and it will not have an Ordered 
Date). Whereas, a purchase order with Open status may indicate the purchase order 
has been sent to the vendor. A Closed status may indicate the items have been 
received or the order was cancelled. 
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 The Funding Source field is used for tracking grant or capital funding source 
information with your requisitions and purchase orders. If you have licensed Capital 
Planning, you may setup funding sources on the Capital Funding Source Type 
screen (Capital Planning > Funding Source Types). While entering a requisition, 
purchase order, or a receipt, you may select a funding source for that element. If you 
do not have Capital Planning licensed, then you may still enter in a funding source at 
the element level, but it will not be validated. 

 If the option Enable parts workflow on creation of a purchase order or requisition is 
enabled, the New Purchase Order screen options will vary, as shown below: 

 

To choose a vendor contract in the Vendor contract ID field, click the chooser 
button. This opens the Vendor Contracts pop-in where you can choose between 
vendor contracts according to the vendor you have chosen, or click the All 
Vendor Contracts tab to see all vendor contracts.  
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The Purchase Order Line Item Number (#) page displays. 

 

3. Select the Line item type (Stock Part, Non-Stock Part, Commercial, Fee, Shipping, 
Fuel, External Rebuild, or Equipment), complete the fields and click the Save button to 
save the line item. 
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 Refer to the Edit PO Header and New Note sections below for information about 
editing the PO Header and adding a new note to the purchase order or line items. 

The Purchase Order Detail page displays defaulting to line items with statuses 
representing OPEN status as shown below. 

 

 The new line item may default to OPEN depending on your settings and status 
definitions. If you don’t see it in the OPEN list, click the PENDING radio button. 

You have created a new Purchase Order with a line item. You may continue adding line 
items by clicking the New Line Item button if desired. 

Refer to the Purchase Order Detail Page section below for more information about this page. 

Purchase Orders Section 
The Purchase Orders section shows the total number of purchase orders for your selected 
location at the top of the list and provides a list of Purchase Order IDs and their Status, Ordered 
Date, Expected Date, Vendor (with link to Vendors – Primary Information screen), Lines Total, 
Lines Open, Total Cost, Purchase Type and Approval information. 

 Statuses are user defined. A purchase order with Pending status may indicate the 
purchase order has not yet been sent to the vendor (and it will not have an Ordered Date). 
Whereas, a purchase order with Open status may indicate the purchase order has been 
sent to the vendor. A Closed status may indicate the items have been received or the order 
was cancelled. 
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Clicking on a Purchase Order ID button takes you to the Purchase Order Detail page. Please 
refer to the Purchase Order Detail Page section below for more information about this page. 

 When the Expected date has passed, the expected date is bolded in red. 

Current Filter Section 
The Current Filter section allows you to define/clear the filter for the Purchase Order list. Follow 
the steps below to define and clear a filter. 

 

1. Click the Define Filter button. 

The Define Purchase Order Filter page displays. 
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 The Lookup button is linked to the Parts Lookup dialog. This lookup functionality 
allows for looking up parts through cross reference IDs, when the Storekeeper Parts 
Search Setting Default Part Lookup Part ID Search Option is set to allow lookup 
by Xref. 

2. Complete the fields as desired and click the Apply Filter button. 

 

 To save as a quick filter, enter a filter name in the Save Quick Filter as: field and 
click the Save button. To save the quick filter as the default, click the Set as Default 
button. To remove the quick filter as the default, click the Remove button. To remove 
a default quick filter, select the quick filter with an asterisk, and click the Remove 
Default button. 

The Purchase Order Management page displays with the list of purchase orders 
according to your selected filter. 
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3. Click Clear Filter to clear the filter and return to the default filter.  

 Note: This is not the default quick filter. 
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The Back Button 
 Click the Back button on the Purchase Order Management page to go back to the Main 
Storekeeper Portal page. 

 

The Main Storekeeper Portal page displays. 

Manage Receipts Button 
 Click the Manage Receipts button to go to the Manage Receipts page where you can 
review receipt information, assign or overwrite Batch IDs, and print reports showing 
receipts filtered to a Batch ID. 

  

The Manage Receipts page displays. 
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On this page, you can review receipt information, assign or overwrite Batch IDs, and print 
reports showing receipts filtered to a Batch ID. Refer to the Manage Receipts Button in the 
Purchase Order Detail Page section below for additional information about this page. 
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14. Purchase Order Detail Page 
When you create a new purchase order or click a Purchase Orders button on the Purchase 
Order Management page, the Purchase Order Management page displays. Click the Purchase 
Order ID to view the Purchase Order Detail page. 

 

The Purchase Order Detail page displays. 
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Purchase Order Detail Section 
The purchase order header information includes a link to the Vendors – Primary Information and 
Enterprise Purchasing – Purchase Orders screens. 

 For the Vendor and Purchase order ID links to work, your organization must have 
Enterprise Portal installed and configured. 

The top right section of the Purchase Order Detail page shows notes (if any) from the purchase 
order and allows you to add a new line item, edit the PO header and add a new note. Refer to 
the Add a New Line Item, Edit the Requisition (same workflow for PO), and Add a New Note, 
Add a File, Add Attributes, and Add Comments sections below for instructions on how to 
perform these tasks. 

Edit PO Header 
Use the Edit PO Header button to edit information for the PO as needed. Use the following 
procedure to edit the header. This applies to both the PO headers and Requisition page 
headers. 

To edit the PO header: 
1. From the Purchase Order Detail page, click Edit PO Header. 

 

The Edit Purchase Order Header displays.  
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2. Edit the fields in the bottom section of the page to edit the header of the PO. There are 
also additional fields that displays on this page that will display on the header if you enter 
information.  

3. There are also several buttons to add additional information. Each item for additional 
information can be added to either the header or you can choose a specific line of the 
purchase order. 

o Files: Add files or links. Use the same process as defined in the Add a File 
section.  

o Attributes: Add attributes to the PO.  

4. On the Attributes pop-in, click New Attribute. 

 

5. Enter the attribute information in the fields.  
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6. When you are done entering the information, click Save.  

o New Note: Add a note to the PO. The edit page for notes displays existing notes, 
and an area to type a new note before clicking Save New Note. 

o Comments: Enter a new comment, then click Save Comments.  

Line Items Section 
The Line Items section of the Purchase Order Detail page displays the line items on the 
purchase order. The displayed columns will vary depending on the line item type chosen. 

The total number of line items (depending on the selected status) is displayed at the top of the 
section. Line Item Status radio buttons allow you to see the various line items with different 
statuses on the purchase order. The Line Items List updates according to the status selected. 
Note: Only a single multi-asset work order is allowed per line item when the line item type is 
commercial 

1. Click the Edit Line Items button to edit the Quantity Ordered or Receipt Unit Price 
information. Note: User must have access to the Purchase Orders screen in order to be 
able to access the Purchase Order Line Item page. 
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The Purchase Order Detail Edit pop-in displays. 

 

2. Edit the Qty Ordered and/or Receipt Unit price as desired and click the Save button. 

 

The Purchase Order Detail page displays with updated information. 

3. Click the Expand All button to show the work orders associated with the purchase order 
line items.  

 Note: You can also click the + button in the far left column to expand the view. 

 

The associated work order information displays. 
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The Equipment link takes you to the Equipment screen. 

4. Click the Collapse All button or the – button in the far left column to collapse the view. 

 

The page returns to the original view. 
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 Note: The checkbox on the far left side of the Line Items list allows you to select a 
particular line item while checking the box at the top left corner of the list selects all 
the line items as shown in the screenshot below. 

 

The following information is included in the Line Items section table:  

o Line # 

o Part or Comment  

o Manufacturer Part Number  

o Manufacturer  

o Quantity Ordered 

o Quantity not yet Received 

o Receipt Unit Price 

o Status 

o Location 

o Line Item Type 

o Date Ordered  

o Expected Delivery 

o Lead Days 

o Funding Source - Used for tracking grant or capital funding source information 
with requisitions and purchase orders. If you have licensed Capital Planning, you 
may set up funding sources on the Capital Funding Source Type screen (Setup > 
Equipment Management > Capital Planning > Funding Source Types).  
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o Requisition ID – Shows the most recent source item that generated the purchase 
order. Provides a quick way to link to the originating requisition if it exists. 

 Click one of the buttons in the Line # column to open the Purchase Order Line Item 
Number page.  

Actions Section 
The Actions section of the page features five buttons, a Print All Lines hyperlink, and a Print 
Selected Lines hyperlink if defined in the settings. The buttons and hyperlink are outlined in the 
sections that follow. 

 Purchase order line items need to be OPEN in order to be received. 

Receive All Button 
1. On the Purchase Order Detail page, click the Receive All button to receive all the parts 

for the line items listed. 

 

The Accounting Info – Receive All pop-in displays. 
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2. Complete the fields and click the OK button. Enter the Sales Tax Rate, Shipping 
Amount, Allocation of shipping amount to stock parts being received, Vendor Invoice, 
Batch ID (check the box to use a default Batch ID), and Document Number as desired.  

 If a shipping amount allocation has been set for the purchase type, it defaults after 
entering an amount in the Shipping Amount field. 

 

The Purchase Order Detail page displays the line items depending on the Line Item 
Status display selection you have chosen.  

 

Receive Checked Button 
1. Select specific line items for receipt and click the Receive Checked button to receive 

parts on certain line items. 
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Depending on UI controls, the Accounting Info dialog may display. 

 

2. If the dialog displays, enter the Vendor invoice number and click OK. (The vendor 
invoice number is copied to all selected line items.) 
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The parts are received for the chosen line items and, depending on the Line Item Status 
selection you have chosen, the list displays line items and statuses. 
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Review and Receive Button 

To review each line item’s detail prior to receiving the parts: 
1. Select specific line items on the Purchase Order Detail page and click the Review and 

Receive button. 

 

The first line item’s receipt page displays. 

 

 Scroll to the right in the Work Order section to see the Delay Code, Hat Number, 
Parking Stall, Position, Serial Number, Removed Serial Number, Commercial Part 
ID, Commercial Part Quantity, a link to the original Request (if your organization uses 
Enterprise Portal), and Service Request ID fields. 
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2. Review the information, make updates as desired. Enter serial numbers and accounting 
information, if necessary. 

 Note: When you are receiving multiple items, if you enter the invoice number in the 
first item and click receive. Line items after this will default to the previously entered 
invoice number. 

3. To add a batch ID to the receipt page, use the chooser button next to the Use Default 
Batch ID checkbox.  

o Choose a batch ID from the list to apply to this receipt. The list filters to all batch 
IDs used on this purchase order previously.  

If the Return checkbox is checked, batch IDs from previous returns will display. These 
return batch IDs do not display if Return is not checked.  

o To make the batch ID the default batch ID, check the Use Default Batch ID 
checkbox. This will be the batch ID used for all items you chose to review and 
receive until you choose a different ID. 

4. Click Receive to receive the parts. 

The next selected line item’s Receipt page displays along with a successful message to 
indicate successful receipt. 

 Click the Do Not Receive button when you decide not to receive the parts. The next 
selected line item’s Receipt page will display. Click the Receipts Screen button to 
go to the Enterprise Purchasing - Receipts screen. This option is only available if 
Enterprise Purchasing is active. 

Once you have received (or not received) all the selected line items, the Purchase Order 
Detail page displays with the line items showing depending on which Line Item Status 
you have selected to show. 
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Receiving Multi-asset Work Order Commercial Requests 

When performing the receipt on a multi-asset work order commercial request, a dialog will open 
that will distribute the costs across the child work orders automatically. After confirming the cost 
distribution is correct, the costs will be posted to the child work orders after the purchase order 
line is successfully received. 
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Delete Checked 
1. To delete a line item, place a check in the box for the line item and click the Delete 

Checked button. 

 

A dialog displays to verify you want to permanently delete the item.  

2. Click OK to continue. 

 

The Purchase Order Detail page displays Successful Update, and the line number 
displays as deleted. 
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Manage Receipts Button 
1. Click the Manage Receipts button to review the received parts details, assign a Batch 

ID, or overwrite a Batch ID. 

 

The Manage Receipts screen displays the received parts information. 

 

2. To filter the receipts, click the Show Filters hyperlink and complete the filter fields as 
desired to narrow your receipt list. 

 

3. Click the Apply Filter button to filter the Receipts. 
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To assign a Batch ID, follow the steps below. 
1. Select a part receipt without a Batch ID by checking the box for the received part. 

 

2. Enter a Batch ID in the Batch ID field (or leave the Batch ID field blank to use a default 
Batch ID) and click the Process button to assign the Batch ID to the checked item. 

 

A message indicates the Batch ID was successfully generated. 

 

3. Click OK. 

The Batch ID shows for the received part. 
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To overwrite a Batch ID: 
1. Select the part received by checking the box next to the received part, enter the correct 

Batch ID, and click the Process button. 

 

A message indicates the Batch ID was generated successfully. 

 

2. Click OK. 

The new Batch ID shows for the part. 
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To print a receipt report: 
1. Click the Batch ID hyperlink or select reports with a Batch ID.  

2. Click the Print All Receipts hyperlink. The report shows receipts filtered to the Batch ID. 

 

Print Selected Lines/Print All Lines Hyperlinks 
1. The Print Selected Lines and Print All Lines hyperlinks on the Purchase Order Detail 

page only show if the report settings were set during configuration. Check the specific 
lines.  

2. Click the Print Selected Lines hyperlink to print the Selected Lines report. 

3. Click the Print All Lines hyperlink to print the All Lines report. 
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Back Button 
Click Back to go back to the Purchase Order Management page. 

Part Definition Pop-in 
The sections below describe how to use the Part Definition pop-in page to perform various 
functions including: creating a part, searching for parts, requesting a new ID (adding/editing 
part, stock, and vendor part information; viewing purchase orders, work orders and cross 
references; and managing part tasks), and creating change requests for new parts/vendors 
when responding to part requests. 

Create a New Part 
1. On the Main Storekeeper Portal page, click the New/Edit Part button. 

 

The Part Definition pop-in page displays. 

 Note: The Serial Numbers tab will only display when you are working with a 
serialized part. 
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 Note: When arriving on the Part Definition pop-in page from the Main Storekeeper 
page to create a new part, it assumes you will be creating a new part and there is no 
need to click the New Part button to enter new part information. 

 Note: Settings control the Request New Part and Request New Vendor buttons on 
the Part Definition pop-in when responding to a Part Request. If rights are not set, 
the buttons will be hidden. If you have access to these buttons, refer to the section 
below, Request New ID- When Responding to Part Requests, for additional 
information. 

 See the Shop Activity Storekeeper Administrator Guide, New ID Request 
Settings section for setting proper rights to access these buttons.  

 You may use User Interface (UI) control to set part definition fields as read-only or 

hide the Edit, New Part, Save or Zoom  buttons. 

 The Part Definition pop-in page and its associated screens contain several Zoom 

buttons  and hyperlinks to the respective Enterprise Portal or screens associated 
with the fields. The Zoom buttons and hyperlinks are only visible if you have access 
to the respective screens. You may hover over the Zoom button or hyperlink to see 
which screen is associated with the field as shown below. 

2. Complete the Part Definition fields and click the Save button. 

 

 If the default product category for new parts entered in Primary (Parts > Setup > 
Options) is set to Enable automatic part numbering when creating a part (Data > 
Parts Items > Setup > Product Categories), the Parts Wizard will automatically 
populate a part number. Product category can also be defined to auto-number parts. 
Otherwise, you will need to type in the part number when creating a new part. 

 Note: If you enter a part that is a serial part, when you click Save, the Serial 
Numbers tab appears.  
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The Basic Info pop-in displays. 

 

 When creating a new part, if the current selected location is a parts location and the 
user has rights to that location, then the current selected parts location defaults in the 
Inventory Location ID field. Otherwise, if the user`s session location is a parts 
location, then the user’s session location defaults in the Inventory Location ID field. 

3. Complete the Basic Info fields. 

 

4. Complete the Stock Management section with Inventory month, Stock status, and 
Count Group. 
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5. Complete the Replenishment section with the desired Replenishment method and 
associated quantities. The fields in this section are based on the chosen method, e.g., 
EOQ method: Reorder Point, Reorder Quantity, and Safety stock level and MIN-MAX 
method: Minimum available quantity and Maximum available quantity. 

 

 Vendor information does not have to be entered at this time. If no vendor information 
is entered, the next page will show no information in the Vendor section, but it can be 
added at any time by clicking the associated Add button. 

6. Click the Save button. 
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The Part Definition pop-in displays with Part, Location and Vendor information as 
entered on the previous screens. 

 

Lookup a Part 
1. On the Main Storekeeper Portal page, click the New/Edit Part button. 

 

The Part Definition pop-in page displays. 

2. Click the Lookup button. 
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The Part ID Lookup pop-in displays 

 

The Stock Location is a drop-down list of the user’s supported stock locations. The 
Stock Location defaults.  

3. If desired, select a different stock location from the drop-down box.  

 Selecting a different location only affects the search, and will not be set as the stock 
location on the Post Work Order Parts page. 

4. In the Search by Text area of the pop-in, you may search using Part IDs (with various 
choices to search cross reference parts), Descriptions, or Product Categories. 

o To search for parts by entering a Part ID, select a choice from the drop-down box 
to assist in the part number search (i.e., equals, starts with, ends with or 
contains). Enter the number in the field. The default for the Part ID search option 
drop-down list depends on portal settings. This drop-down list has the following 
choices:  

 Include Xref (with the ...even if xref part ID exists as stock part option 
checked (ON)): Searches the part IDs and the cross references and 
includes cross referenced parts that also are stocked as parts 
themselves. Include Xref (with the ...even if xref part ID exists as stock 
part option unchecked (OFF)): Searches the part IDs and the cross 
references and does not include cross referenced parts that are 
themselves stocked part IDs. 

 Only Xref: Searches only the cross references 

 No Xref: Searches only the part IDs and not the cross references 

 Manuf Part Only: Searches only Manufacturer part IDs and not cross 
references or part IDs 
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Use the filter by clicking on the Search button. A list of parts with the desired 
number, that are stored at the location, is displayed below in the Please Choose 
a Part ID list. 

 

o To search for parts by entering a Description, select a choice from the 
drop-down box to assist in the description search (i.e., equals, starts with, ends 
with or contains). Enter the description in the field. Execute the filter by clicking 
on the Search button. A list of parts with the matching description is displayed 
below in Please Choose a Part ID list. 

 If you have Documoto™ set up AND your work order equipment's equipment 
type has a document ID defined, then when in the Part ID Lookup pop-in, a 
Zoom  icon displays to the left of the parts in the search results. Clicking 
the Zoom icon opens up Documoto™, attempts to search for that part, and 
brings the user straight to the part, if possible. 

 

o To search for parts by entering a Product Category, select a choice from the 
drop-down box to assist in the description search (i.e., equals, starts with, ends 
with, or contains). Enter the description in the field. Click Search to run the 
search. A list of parts with the matching product category is displayed below in 
Please Choose a Part ID list. 

5. In the Search by Defined Lists area of the pop-in, you may enter a Task ID or click the 
Task ID Lookup button to select a task from the Choose a Task pop-in. Then, click the 
Task Parts button to see the list of parts associated with the task (on the Repair tab in 
the GUI and/or Enterprise Portal). 

Upon selecting the desired part from the resulting parts list displayed, the number and 
suffix are loaded into the fields on the Part Definition pop-in page. 
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Request a New ID 
New Vendor or Part ID request full details are provided in this section. Based on settings, you 
may be able to create a Change Request a new Part or Vendor ID while responding to Part 
Requests. For additional information, please see the section below, Change Requests for New 
Parts/Vendors when Responding to Part Requests. 

Edit a Part 
1. On the Main Storekeeper Portal page, click the New/Edit Part button. 

 

The Part Definition pop-in page displays. 

 

2. Enter an Existing Part ID (or select a Part ID by clicking the Search  button) and click 
the Edit button to edit the part. 
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The part’s information displays. 

 

 Note: The following fields only display in these circumstances: 

 Manufacturer Name and Manufacturer Part Number will display on the 
Part Definition pop-in if the system-wide option to allow updating of 
manufacturer name and manufacturer part number on the Parts - Primary 
Information screen is ACTIVE and manage parts ordering and EOQ values is 
not CENTRALLY. 

 Serial Number Format and Warning if issued out of order show if there is 
an entry in the Serial Number Format or Warning if issued out of order 
fields. 

3. If desired, click the Part ID Zoom  button to go to the Parts – Primary Information 
screen to see primary information. 
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The remaining sections outline how to edit and review various part information. 

Edit Basic Part Information 
1. To edit the basic information that shows in the upper left area of the Part Wizard, change 

the desired information. 

2. Click Save. 
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Successful update displays with a successful save. 

 

Edit or Delete a Stock Location 
To edit or delete a part’s stock location, follow the steps below. 

1. On the Main Storekeeper page, click the New/Edit Part button. 

 

The Part Definition pop-in displays. 

 

2. Enter the Part ID in the Edit Existing Part ID field and click the Edit button. 
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The part’s information displays. 

 

3. On the Basic Info tab, click the Edit Pencil icon  next to the desired location in the 
Stock Locations section. 
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The Basic Info pop-in displays. 

 

4. Complete the fields as desired and click the Save button.  

 Note: You may also delete a stock location from here by clicking the Delete button.  

 

The Part Wizard displays the updated stock location information. 
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Add Stock Locations 
 In the Shop Activity Storekeeper Part Wizard, location security applies to Stock 

Locations. Users are only able to see the locations for which they have been granted 
access. 

Once you have pulled part information into the Part Wizard, follow the steps below to add stock 
locations. 

1. Click the Stock Locations ADD button to add stock locations to the part. 

 

The Part Location page displays. 

 

2. Complete the fields and click the Save button to save your entries. 
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 If you are creating a new Bin ID, be sure to check the New Bin checkbox. 

 The Initial Qty and Receipt Unit Price fields are only available when you initially 
create a part location. They are not available when editing the part location. The 
Initial Qty and Receipt Unit Price fields perform a part adjustment of type, “Qty at a 
Different Price.” 

The new location displays in the Stock Locations area of the Part Definition pop-in. 

 

 If a Preferred Vendor ID was not provided when setting up the location information, 
the vendor information would not display on this page. See the next section for steps 
to add vendor information. 
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Edit Vendors 

To edit a vendor: 

1. Click the Edit Pencil icon  in the Vendors area of the Part Definition pop-in. 

 

The Part Vendor page displays. 

 

2. Complete the fields and click the Save button.  
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 You may also delete a vendor by clicking the Delete button. 

 

The updated vendor part information shows in the Vendor area of the Part Definition 
pop-in. 
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Add Vendor Part Information 
Follow the steps below to add vendor part information. 

1. To add vendors, click the Vendors ADD button. 

 

The Part Vendor page displays. 

 

2. Complete the fields and click the Save button. 
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The vendor now shows in the Vendors area of the Part Definition pop-in. 
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View Recent Purchase Orders 
 On the Part Definition pop-in, select the Recent Purchase Orders tab to see the recent 
line- by-line receipts from the purchase orders for the Part ID. 

 The purchase orders that display are only the purchase orders for the locations that 
the user has rights. 
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View Recent Work Orders 
 On the Part Definition pop-in, select the Recent Work Orders tab to see the recent work 
orders associated with the part.  

 

 The list is filtered by the part location and issue location for location security. The 
work orders that display are only the work orders for the locations that the user has 
rights. 

View Cross References 
 On the Part Definition pop-in, select the Cross References tab to see the cross 
references for the part. 

 



Purchase Order Detail Page 

Page 157 of 175 Shop Activity Storekeeper - User Guide 
Version 25.x 

Manage Part Tasks 

To associate a task with a part: 
1. To associate tasks with a part, click the Tasks tab on the Part Definition pop-in and then 

click the Manage Tasks button. 

 

The Choose a Task pop-in displays with tabs based on data conditions. 

 

2. There are many ways to select a task from the Choose a Task pop-in: 

To search for a task: 

i. Type a search string in the field and click the Search button to begin a task 
search. 
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ii. Select the desired task from the resulting list and click Save to associate the task 
to the part.  

 

If you know the Task ID: 

i. Type the ID in the Jump to field. 

 

ii. Select the desired task from the resulting list and click Save to associate the task 
to the part. 

If it is a PM Service or Inspection: 

i. Select the PM Service or Inspection and click Save to associate the service or 
inspection with the part. 

3. Once you have found the task, select the desired task from the list and click the Save 
button. 
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The task shows in the Tasks list. 

 

4. Click Save to save the part and its associated task. 

 

Successful Update displays on the Part Definition pop-in. 
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To disassociate a task from a part: 
1. On the Tasks tab, click Manage Tasks.  

 

2. Click the red X in the Pending Tasks section. 

   

The task is removed from the pending tasks list. 

 

3. Click Save to save the deletion. 



Purchase Order Detail Page 

Page 161 of 175 Shop Activity Storekeeper - User Guide 
Version 25.x 

Successful Update displays on the Part Definition pop-in and the task is no longer 
associated with the part. 

 

4. Click the Save button to save all the changes you made to the part. 

 

You are returned to the Part Definition pop-in where another Successful Update 
message displays. 
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Change Requests for New Parts/Vendors when Responding to Part 
Requests 
Settings control the Request New Part and Request New Vendor buttons on the Part 
Definition Pop-in. With proper control rights, Storekeepers can create change requests for new 
parts and vendors using these buttons. 

 

 For the Request New Part and Request New Vendor buttons to show, the User must 
have rights set as follows: View and Request change rights checked for the Parts Primary 
and Vendor Primary screens and the User Group must also have View and Insert rights 
checked for the Change Request screen. These rights are set on the Screen Rights 
Template screen, Screen Rights tab (Setup > System Management > Access Rights > 
Right Templates > Screen Rights > Screen Rights Template). 

The following steps illustrate the recommended workflow to request new parts and/or vendors 
when responding to part requests.  

To create a new request: 
1. From the Request Management page, click the Request ID button to open the Part 

Request Detail page.  

 You can also check the desired boxes, select Issue/Order for Checked Items, and 
click Process, but clicking the Request ID is the preferred method. 
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2. On the resulting Part Request Detail page, select the Action, update fields as desired, 
and click the Edit icon next to the Part ID to open the Part Wizard.  

 

3. In the resulting Part Definition pop-in, click either Request New Part or Request New 
Vendor button.  
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4. The Vendors-Primary Information or Parts Primary information screen opens in Change 
Request mode (indicated by Change Request highlighted in the menu at the top of the 
screen). Enter the desired information and click Save to launch the Change Requests 
screen. 

 

The Change Requests screen displays with pre-populated data.  

5. Review and update the information and click Save to generate the change request. 
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To complete the change request: 
1. Close the following screens: Change Requests screen, Parts Primary Information or 

Vendors-Information screen, and the Part Wizard.  

2. Enter an Action Comment for the Part Request Line Item. 

3. Click Save Changes.  

Although this workflow is not required, it is recommended. Entering an Action Comment 
allows other viewers of the request to know that a change request has been made for 
that part request. 

 

 If a user has the Rights Templates set for Change Requests on the Parts Primary 
and Vendor Primary screens, and the wrong Part/Vendor are entered on the Part 
Request Detail page, the system will return an error indicating the Part ID-Part suffix 
or Vendor ID cannot be referenced. The error message also includes the link, 
“Request New Part ID.” If the user does not have the correct rights, the link does not 
display. 
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4. Click the link to create a new request for Part (or Vendor). 

The Parts – Primary Information screen (or Vendor Primary Information screen) displays 
in Change Request Mode (INSERT MODE) for the new request. 

 

5. Enter the new part (or vendor) information and click Save. 

The Change Requests screen displays to enter additional information.  

6. When you are done entering information, click Save to complete the request. 
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Working with Serialized Parts 
When working with serialized parts, you can generate new parts, and move or scrap parts. To 
do this, you need to be in the Part Definition pop-in.  

To open the Part Definition pop-in: 
1. On the main Storekeeper Portal page, click New/Edit Part. 

2. The Part Definition displays. 

 

Generate Serialized Parts 

1. Make the Serial Number tab display. You can do this one of two ways: 

o Enter a serial part ID into the Edit Existing Part ID field and click Edit. 

o Create a new part ID (with a product classification which is a serialized part) and 
click Save. 
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This displays the Serial Numbers tab. 

 

2. In the Serial Numbers tab, enter the information in the Generate Serial Numbers section. 
This includes the Serial Number Format field, starting number and how many parts you 
are generating. You cannot use a serial number that already exists when generating. 

 Note: You may need to check the parts numbers if you do not know the next number 
in the serialized list for generation, or the serial number format. To check this, click 
the magnifying glass next to Part ID, search for the part ID, and you can check part 
information. 

 The Serial Number Format field is an editable field that tells the system how to 
number the parts. Be sure to enter your serial number format according to the 
number already in the system for that part, or, if this is a new serial format, you can 
enter the format as follows: 

o Prefix[SEQ:5]Suffix 

Prefix and Suffix can be anything you need. If you generate parts with sequence 
quantity of 5, and the starting number is 100, the following serialized numbers 
would be generated. 

 Prefix00100Suffix 

 Prefix00101Suffix 

 Prefix00102Suffix 

 Prefix00103Suffix 

 Prefix00104Suffix 

3. Click Generate. 

 Note: After clicking Generate, there may be a wait while the system processes the 
data, especially when generating a large number of items.  
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Move Serialized Parts 

Use this button to move serialized parts to a different location. 

To move parts: 
1. From the Part Definition pop-in, open the serialized part you need to move. You can do 

this one of two ways. 

o Enter the part ID into the Edit Existing Part ID field and click Edit. 

o Click the   button to open the Select Edit Existing Part ID pop-in. Find the part, 
and select it. When you select the part, you will be taken back to the Part 
Definition page. Click Edit.  

When a serialized part is selected and you click Edit, the Serial Numbers tab then 
displays. 

 

2. In the Adjustments section, click Move Parts. 

This opens the Part Movement pop-in. 
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3. Enter the information for the locations involved in moving the parts including Location 
From and Location To, the reason for moving the parts, and the beginning and ending 
serial part numbers if you are moving multiple serialized parts. The Serial Number 
Count field is display only, and will show the number of serialized parts you are moving.  

 If you leave the Location To field empty, and click Apply to move the parts, the 
parts will be scrapped instead of moved. There is a confirmation when this happens 
to ensure you do want to scrap these parts if you forgot to fill in the field.  

4. Click Apply to move these parts, or click Cancel, to leave this pop-in and make no 
changes.  

 Note: After clicking Apply, there may be a wait while the system processes the data, 
especially when moving a large number of items.  

Scrap Serialized Parts 

1. On the Part Definition pop-in, open the serialized part you need to move. You can do this 
one of two ways. 

o Enter the part ID into the Edit Existing Part ID field and click Edit. 

o Click the   button to open the Select Edit Existing Part ID pop-in. Find the part, 
and select it. When you select the part, you will be taken back to the Part 
Definition page. Click Edit.  
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When a serialized part is selected and you click Edit, the Serial Numbers tab then 
displays. 

 

2. In the Adjustments section, click Scrap Parts. 

This opens the Part Movement pop-in. 
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3. Enter the information for the Location From, the reason for scrapping the parts, and the 
beginning and ending serial part numbers if you are moving multiple serialized parts. 
The Serial Number Count field is display only, and will show the number of serialized 
parts you are moving.  

4. Click Apply to scrap the parts, or click Cancel to leave this pop-in and make no 
changes.  

A confirmation message displays. 

 

5. Click OK. 

 Note: After clicking OK, there may be a wait while the system processes the data, 
especially when moving a large number of items.  

Scrapped parts will do one of two things depending on whether the option for Enable 
part status tracking is turned on or off. This setting is found on the Part Status Tracking 
tab of the Parts – Setup – Options screen: 

o If tracking is enabled: The system inserts a stocking ticket for the removal of the 
item and changes the item’s suffix number to have the scrapped suffix number. 
The system also sets the scrapped items to have quantity of 0, a receipt unit 
price of 0, and status is set as SCRAPPED. 

o If tracking is disabled: The status of the items will be set to AWAITING 
DISPOSITION and removed from the location in the system. Items with this 
status will stay in the system until you delete them. You may keep them for 
records, or delete them after a certain amount of time to help clear up space in 
the database. 
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15. Picking Card Detail Pop-in 
The Picking Card Detail pop-in displays detailed information about the picking card and any 
movement on the card. Information includes an image for the card (if you have set an image), 
the card ID, transfer ID, part ID, part description, quantity, status, date and time inserted, and 
the quantity on hand.  
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Movement Tab 

Add Movement 

To move a part: 
1. Click Add Movement. 

A new line displays.  

 

2. Enter the quantity of parts you want to move.  

3. Enter the From Bin ID or click the chooser button to select an ID from the list.  

4. Enter the To Bin ID or click the chooser button to select an ID from the list. 

5. After entering all information, click Save.  

A confirmation message displays.  
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Bin Assignment 
Clicking Bin Assignment opens the Bin Assignment pop-in and allows you to assign a bin to a 
part location.  

 

Actions 

Create New Bin: Create a new bin with the Bin Creation dialogue.  

1. Enter the new bin’s Bin ID, Bin Location ID, Bin Description, and Bin Type. The bin type 
can either be set as a stock area or a staging area.  

2. When you are done, click Save, or click Cancel to return to the Bin Assignment pop-in 
without changes.  

Assign Bin to Part Location 

Use this section to assign a bin to a part location. Enter the name of the part ID, part location, or 
bin ID if you know it, or use the chooser buttons next to these fields to find the proper 
information. Also enter the part suffix, and check the Remove Old Primary Bin checkbox if you 
would like to remove the bin that was set previously for the part location.  

When you are done assigning a bin, click Save, or click Cancel to close this window and return 
to the Picking Card Detail pop-in.   
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