
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. 
 

 
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. 

 
  
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. 

 2



The warehouse/inventory file contains Manitoba Textbook and other standard items. Know that 
you can order only items with stock item numbers CSXXXXX from the warehouse!!!!! 
 
In order to search for ?BINDER? 
 

 
  
The order will grow identical to doing purchase orders .. Use 'E' to End.  
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For a copy of your order, use 'P'rint. Then 'E'nd from your order. 
 

 
 
It is CRITICAL to NOT remain in an order, ie: warehouse cannot post daily orders if you are still 
sitting in the batch completing an order. 
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