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1. Overview 
The Storeroom portal allows storeroom personnel to perform various work flows related to the 
parts and orders within the storeroom. The portal can be customized on a per user basis to 
allow configuration for a user’s exact role within the storeroom. This makes it possible to give 
specified technicians access to perform workflows without giving them full access to all 
storekeeper rights. 

The Storeroom portal is a gadget-based portal. The following gadgets are available and can be 
added, removed or moved to accommodate your needs: 

• Ad Hoc Query 

• Incoming Transfers 

• Metrics 

• Part Labels 

• Put Away Cards 

• Purchase Orders 

• URL 

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.  
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2. Setup 

Inventory Management - Put-away Process 
The put-away process is the process that parts go through to be received and put back into 
inventory. This happens automatically by default for parts where inventory is updated and the 
parts are immediately available upon receiving (AUTOMATIC). The process can also be set up 
to track each step where upon being received, parts are put into a temporary holding area, 
stocked, and approved for releasing into inventory for further use (STAGED). A STAGED 
process applies to items that are stocked into inventory, as well as non-stock parts.  

Enterprise Portal Screens 
To setup the Storeroom portal for a put-away process, go to the Enterprise Portal which is 
accessed by clicking the Screens button, and do the following: 

1. Review configuration of locations and part location records to determine whether you are 
following an automatic or staged put-away process. Open the Locations – Primary 
Information Screen, Inventory – Enterprise Tab and Parts Items – Location Information 
Screen, Stock Mgmt Tab to view this setting. 
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2. Set the priority rank threshold for locations. This allows purchase orders, transfers and 
put-away cards to consider high priority requests. Open the Locations – Primary 
Information Screen, Printer Info Tab to set this rank. Priority ranking codes are set on a 
scale of 1 to 999 with 1 being the highest importance. 

 

3. Review existing bins in the system. Open the Bins Screen, Basic Info Tab. There are two 
types of Bins: 

o STAGING AREA – These bins are intended to be used as temporary holding 
areas for parts going through the put-away process. 

o STOCK AREA – These bins are long-term storage area for a part. 

 Part – Location records must use Stock Area bins.  
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Settings 

Module Settings 

It is required that module settings are saved before the portal will allow access to its 
functionality. This is done in Module Settings which is accessed from the Storeroom portal main 
page by clicking the pencil icon next to the Storeroom title. 

 

 
No specific settings are required, but the following is recommended: 

1. Check the Display Manufacturer Name and Manufacturer Part Number box if you 
would like to view this data on work orders. 

i.  NEVER - Quantity textboxes never be disabled. 

ii. FULL ISSUES ONLY - Quantity textboxes only disabled for full issues with no 
previous issues on the request. 

iii. FULL AND FINAL ISSUES - Quantity textboxes only disabled for full issues with 
no previous issues or full issue with previous issues on the request. 

iv. ALWAYS - Quantity textboxes always be disabled. 

2. Check the Enable Asset Viewer box to use the asset viewer feature. 
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3. Check the Include Commercial work on Purchase Order box if you would like 
storeroom personnel to be able to view this information. 

4. Click the Restore Default button to ensure the default report is being used in Report 
Settings.  

Put-away Card Image Setting 

The Put-away Card Detail has the capability to display an image of the part. 

 
If you would like the image to display on the side of the card, you must set the associated file on 
the Parts- Primary Information screen in Enterprise Portal. To access this screen, click the 

 button and open the Parts Items – Primary Information screen. Go to the Basic Info 
tab where you can attach an image file that will display whenever the image capability is 
available. If no image file is associated with the part, the image box on the Put-away Card Detail 
will indicate No Image Available. 
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3. Using the Storeroom Portal 
The Storeroom Portal is a gadget-based portal. Click the  button to edit the layout of 
the portal. The default layout includes the following gadgets: Put-away Cards, Purchase Orders, 
and Incoming Transfers. 

Set the Current Location by selecting your location from the choice-list.  

Set the time interval you would like the information to refresh by selecting from the Refresh 
choice-list. 

Click the  button to create a new bin, assign a bin to the part location, or 
make changes to the bin assignment.  

 

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. 

 

The Incoming Transfers gadget provides the following functionality: 

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

 

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. 
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• 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. 

 

Part Labels Gadget 
This gadget allows you to reprint labels that were printed during various workflow processes. 
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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. 
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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.  

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. 
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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. 
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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.  

 

Movement Tab 

Add Movement 

To move a part: 
1. Click Add Movement. 

A new line displays.  
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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.  

Bin Assignment 

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

1. 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.   

Purchase Orders 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 Orders 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. 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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• 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 Setup > Organization 
Structure > Locations > Primary Information Screen > Printer Info Tab.   

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. 



Using the Storeroom Portal 

Page 17 of 22 Storeroom - Administrator and User Guide 
Version 25.x 

• 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.  

o The Receipt 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. 
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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. 

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.  
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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. 

Put-away Cards Gadget 
Parts that go through a STAGED put-away process will be waiting to be stocked and can be 
managed through the Put-away Cards gadget. Non-stocked parts can also be managed through 
this gadget since a put-away card is generated indicating that the part is waiting in the staging 
area. 

 

The Put-away Cards gadget provides the following functionality: 

• View all put-away cards at the current location. 

• Quick-filter put-away cards by status: STAGED, BEING STOCKED, STOCKED. Default 
filters are STAGED and BEING STOCKED. 

• Approve STOCKED cards to release parts into inventory. Default filter for Storekeeper is 
STOCKED. 

• Filter records using the filter field. As you type, it will filter for matching text within the 
records. 

• Click on a Sheet ID to open the Put-away Card Viewer pop-in which shows all cards on 
that sheet. 

• Click on a Card ID to open the Put-away Card Detail pop-in. 

• Click on the Receipt ID to open the Receipt screen. 

• Use the Find Put-away Card field to open cards by Card ID, Sheet ID, Purchase Order 
ID, Batch ID, or Production Run ID. This is useful for finding cards that are not in the list 
or if you want to go to a certain card using specific information.  
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Stocking Process 
To stock a part on a put-away card, open up the Put-away Card Detail either by clicking on the 
Card ID from the gadget or from the Put-Away Card Viewer by clicking Edit. 

 

To stock a part, you must add a movement record to the table.  

1. Click Add Movement. This creates a row with an action of MOVE.  

2. Set the Quantity to indicate the quantity to be moved from one bin to another.  

3. Set the From Bin and To Bin. If the full quantity is moved into a STOCK AREA bin, the 
card will be marked as Stocked upon saving.  

4. Click Save. 

If the part is serialized, you will be required to enter a serial number for each serialized part prior 
to finalizing stocking. A choice-list is provided if the serial numbers are already entered on the 
card. 

 If a NON-STOCK part is received, a put-away card is generated. If the process is set to 
AUTOMATIC, the put-away card is automatically approved and completed. If the process is 
set to STAGED, the put-away card will generate a move record to the bin specified on the 
receipt. No Stocking Ticket or Serialized Parts record is created.  



Using the Storeroom Portal 

Page 21 of 22 Storeroom - Administrator and User Guide 
Version 25.x 

To manually indicate a put-away card should be stocked, check the Stocked checkbox and 
click Save. The part would still need to be approved by a storekeeper prior to becoming 
available in inventory. 

Expediting 

Items that have a high-priority request associated with their request and have been set to a 
STAGED put-away process can be expedited. To indicate a put-away or approved card should 
be expedited, do the following: 

1. Check the Expedite checkbox. This checkbox will not appear if expediting is not 
available for the part. 

2. Add a new movement record with an Action of INVENTORY UPDATE. 

3. Click Save. This bypasses the normal approval process and approves the part for 
release into inventory by the current employee.  

The part request will be expedited upon receipt. 

Approval Process 
In order for non-expedited parts to be added into inventory, the put-away card must be 
approved by someone with Storekeeper rights. A Release checkbox will be available at the 
bottom of the Put-away Card Detail if these rights are in place for the current user. 

 
Check the Release checkbox in order to release parts to inventory. 

Printing Process 
The Put-away Card Viewer provides options to print selected cards or print the selected card’s 
part labels. The print process is automatically triggered if the Storeroom Portal module settings 
are set to ON RECEIPT. 

To print, click the Print Part Labels button at the bottom of the Put-away Card Detail. Complete 
the information on the Print Part Labels pop-in. Bin IDs that are printed on the labels depend on 
the put-away process that was set. 

• STAGED – Primary Bin on the part location record is printed. 
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• AUTOMATIC – For a purchase order, the bin specified on the receipt is printed. For a 
transfer, the bin indicated on the To Bin field on the transfer line is printed. 

Additional printing can be done on the Part Labels screen within Enterprise Portal. This would 
be useful if you need to replace or print additional labels. To access this screen, click the 

 button and go to the Parts Items > Part Labels screen.  
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