How to Complete Central Stores Orders

Use REQ.410 - Central Stores Orders

Orders will be processed daily by the Warehouse ... First person in may have to 'A'dd ... If the
system indicates "ALREADY ON FILE" .. then choose to 'C' ORD.
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Within the order batch you can add as many orders as you need. You can add separate requests for
departments if you want them separated when the order arrives to your school. The requisition
screen should have your location and STXXX already filled in, simply choose to 'A'dd
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On the header/default screen indicate who the order is for and what default account you want the
order charged to.
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9/23/05 FY 06 SCHOOL DISTRICT OF MYSTERY LAKE 11:26:27 QPADEVOOTT
WHS Central Stores/Warehouse Orders ORD Ref: REQ.410 .11
Requisition Number: 70001 CS0B7
Location Code: 007 Entered By: DONNA
Name: BURNTWOOD ELEMENTARY SCHOOL Batch: ORD
Address: 103 ARTIC DRIVE Date Posted: 0/00/00

City, St, Zip: THOMPSON

Attention: CUSTODIAL DEPARTMENT

Requisition Date: 9/23/05 Reference:
Allow Backorders: Y

Default Account Code: 01.110.000.711.002

GENERAL SUPPLIES
Special Instructions:
PLEASE DELIVER BEFORE FRIDAY.[l

Mode: Add F3=Exit F4=Index F5=Reset F12=Cancel Cancel? N
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On the subsequent screen - complete your order. If you know the numbers you can simply type
them in, else use "F4" positioned on the stock item field to search for items based on Description.
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9/23/05 FY 06 SCHOOL DISTRICT OF MYSTERY LAKE 11:27:58 QPRDEVOOTT
WHS Central Stores/Warehouse Orders ORD Ref: REQ.410L.11
Requisition Number: 70001 Csoo7 Line Total: .00
Location Code: 007
CMD Quantit Stock Item Description Unit Cost Extended
BEGIN
Line: 1.000 Quantity Ordered: 10.000 Stock Item: !

Account Code: 01.110.000.711.002
F3=Exit Fd=Index F5=Reset F12=Cancel
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The warehouse/inventory file contains Manitoba Textbook and other standard items. Know that

In order to search for ?BINDER?
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9/23/05 FY 06 SCHOOL DISTRICT OF MYSTERY LRKE 11:30:52 QPADEVOOTT
WHS Central Stores/Warehouse Orders ORD Ref: REQ.410L.11
Requisition Number: 70001 CS067 Line Total: 38.30
Loc
CMD| WHS Stock Items INV.310U4.02
BEG Position to: 2BINDER?
000 Stock Item/Description On Hand Cost/Avg Cost
MTBLevels 6 COPIES EACH OF 16 STUDENT BOOKS 467.1000
ER . 000 . 0000
MANITOBA TEX
MTB91660 A BOUT DE SOUFFLE! 101 PROBLEMES A 37.3000
ER RESOUDRE DE PLUS EN PLUS DIFFI . 000 . 0000
MANITOBRA TEX
MTB2752 A HAT FOR ME - B PACK (LEVEL I) 34.5500
ER . 000 . 0000
MANITOBRA TEX
MTB95571 A L'ACTION! (SPORTS) - CD 20.5500
ER . 000 . 0000
MANITOBA TEX
MTB95573 A L'ACTION! (SPORTS) - LANGUAGE & S 32.9500
Lin ER TRATEGY CARDS . 000 . 0000
Acc MANITOBA TEX
Fl2=Cancel Position cursor to desired Code More...
06/036
[fY 1302 - Session successfully started |HP Color Laserdet 2500 PCL € on DOT4_001

The order will grow identical to doing purchase orders .. Use 'E' to End.
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9/23/05 FY 0B SCHOOL DISTRICT OF MYSTERY LRKE 11:32:49 QPADEVOOTT
WHS Central Stores/larehouse Orders ORD Ref: REQ.410L.01
Requisition Number: 70001 CsS007 Line Total: 45.26
Location Code: 007
CMD Quantit Stock Item Description Unit Cost Extended
E[SGIN
0001. 000 10 Cs503225 DOILIES LA EA 3.830000 38.30
0002. 000 5 Cs505414 BINDER - 3 EA 1.391493 6.96
COMMANDS: ACD L FTHE POSITION: +n,n.n,-n,Roll-up,Roll-down
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For a copy of your order, use 'P'rint. Then 'E'nd from your order.
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9/23/05 FY 06 SCHOOL DISTRICT OF MYSTERY LRAKE 11:34:33 QPADEVOOTT
WHS Central Stores/Warehouse Orders ORD Ref: REQD.410 .01
Batch: ORD

P Location Code: EO? Requisition Number: 70001 CsSoO7
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Itis CRITICAL to NOT remain in an order, ie: warehouse cannot post daily orders if you are still
sitting in the batch completing an order.



