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1. NIH Administrative database

1.1 Introduction

The NIH Administrative Database (ADB) System is a community-wide database designed to support the total materiel functions of the procurement, property, and supply process at NIH, including the delegation of procurement activity. The ADB supports the NIH user community by providing a means for acquiring goods and services in a timely and efficient manner. In addition, the administrative database provides accounting and other financial management information as it relates to the system.

The administration of the ADB System operations is managed under the auspices of the NIH Center for Information Technology (CIT) ISB.

1.2 Overview

The ADB interfaces with other NIH computer systems on the NIH campus.  All information entered into the system or extracted for use or interpretation has a direct impact on all NIH database users, including those individual sections within the Supply Management Branch. These Sections provide administrative support for Inventory, Marketing, and Shipping and Receiving of items within the NIH community through the ADB system.  The impact/interface provided by the administrative database provides users with a management system that can control and manage the flow and processing of materiel data.

The database is organized into two categories: Centralized or Decentralized.  This organization provides functional activities that fall into either the centralized or decentralized category.  The centralized functional activities include work conducted within the Central Procurement Branch, Division of Financial Management, and Inventory Management.  Decentralized functional activities are either delegated procurement (e.g., record of call, telephone change orders, professional orders, reprint orders, repair for scientific equipment, or receiving) or requisitioning activities.

1.3 Inventory Management Overview

The NIH Administrative Database System (ADB) serves a useful purpose in eliminating paperwork while providing stock items and services to the NIH community on a timely basis.  The key responsibility of the Supply Management Branch personnel for maintaining the accuracy and timeliness of the database is to strictly adhere to the policies and procedures of the Branch.  Extreme accuracy in the entering of data into the database must be maintained.  The information and processing available through the system is only as good as the information it manipulates.

The ADB provides two types of screens for the authorized user: system interactive screens and display screens.  The system interactive screens have specific interactive purposes and functions.  The interactive screens available to the Supply Management Branch personnel are primarily used by the item managers, inventory liaisons, and supply catalogers in the inventory section.

The display screens are used to display various types of information for read-only purposes and cannot be manipulated.  However, sometimes interactive screens are also used as display screens to locate information.  These screens are primarily used by the by item managers, inventory liaisons, supply catalogers, inventory specialists, and quality assurance specialists in the Supply Management Branch.  Interactive and display computer screens are available for Inventory Section personnel to view, enter, and manipulate Supply Management Branch stock item information.  

Since the ADB system is a menu-driven system, each menu option selected allows submenu selections.  It’s a hierarchical structure (like a family tree), so this means that any given option can lead you to a screen with more options.  This can be recursive.  So you will follow a series of menu options to a final screen.  To access another final screen, you will have to go up the tree (e.g., by hitting PF7 or PF10) until you find a menu of options from which you may follow the appropriate selections to your destination of choice.

All NIH personnel in the Supply Management Branch who use the administrative database must be registered to use the system.  Through the registered user identification and individual system-maintained user profile, the system can control system security, communications with users, and other user-specific activities

The Supply Management Branch personnel include item managers, inventory liaisons, supply catalogers, and quality assurance specialists.  A discussion of each position and attendant responsibilities of that position follows.

2. ITEM MANAGER

Item managers are responsible for completing a variety of tasks to effectively manage the ordering and inventorying of NIH stock items. These tasks include, but are not limited to, the following responsibilities:

· Assessing acquisition needs and/or requirements

· Establishing new items in inventory

· Writing item descriptions and purchase descriptions

· Replenishing stock items

· Initiating vendor information additions, changes, or deletions

· Consolidating GSA orders

· Analyzing system-generated reports.

The item manager’s responsibilities in the acquisition and replenishment of stock inventory items impact on supply catalogers, quality assurance specialists, and Marketing Section personnel.

Item managers write setup memos to add new items to the database, write item descriptions, and initiate additions, changes, or deletions to vendor information.  All of these actions impact on the supply cataloger, the one who enters this information into the database.  In addition, without this initial memo action, no stock items can be made available to the NIH community.

Item manager actions are one way the tasks of quality assurance specialists are initiated.  When entering purchase orders (PO) or record of calls (ROC), item managers flag certain items for quality assurance inspection.

Item replenishment order actions of the item manager initiate shipments that are received at various NIH warehouses.  The receiving of commodities then impacts on the warehouse and distribution personnel.

Finally, the item manager’s attention to ordering items affects whether ordering offices and self-service stores receive the necessary items in an efficient and timely manner.

2.1 Assessing Acquisition Needs/Requirements

Item managers begin the steps in the inventory acquisition and distribution of stock items in the Supply Management Branch.  In the pre-inventory phase, item managers assess acquisition needs/requirements and available products through communication with the NIH community and sales representatives, and by knowing trends in the marketplace.

In determining whether an item should be a new stock item, item managers consider the following criteria:

· The rate of use and frequency of demand (e.g., must be enough to warrant storage and issue of an item).

· The required quantities of the item can be forecasted with accuracy.

· The physical characteristics of the item are conducive to centralized storage and issue techniques.

· The item’s rate of deterioration (shelf life) is sufficiently long to warrant stocking the item.

· The item’s inclusion in the NIH inventory offers a cost advantage to NIH personnel by generating quantity discount procurements.

· The advance purchase and storage of an item for the NIH self-service stores will eliminate long procurement lead times.

· The particular design and manufacture of an item require modifications and are not readily available from commercial sources.

· The manufacturing facilities of an item must meet federal and NIH specifications and standards if plant inspections are required.

When the item manager wishes to make a new item available to the NIH community but the item does not meet all of the above criteria, it may be offered on a trial basis.  Usage figures are reviewed monthly, and after 9 months to 1 year, s/he determines the item’s final disposition.  Before setting up the item in inventory, the item manager writes a setup memo noting whether the item will be offered on a trial or regular basis.  The setup memo will include the following information:

· Item name

· Complete item description

· Salient characteristics

· Minimum 6-month usage

· Estimated average monthly usage

· Dimensions

· Manufacturer

· Sources of supply and address of sources

· Suggested method of procurement

· Order unit

· Unit of issue

· Unit cost

· Amount to be placed in self-service stores (SSS)

A copy of this memo is sent to all Branch personnel.  From this memo the supply cataloger enters necessary information into the ADB System so the item manager can establish the new item in inventory and purchase the item through a PO or ROC.

2.2 Establishing a New Item in Inventory

After the Item setup memo has been forwarded to the supply cataloger, the Item is checked for the availability of the NSN, the abbreviated and full-item descriptions, and the vendor information in the database.  Once this information is available in the database, the Item can be established in the inventory by entering the inventory control data into the ADB System.  The inventory control data must be entered into the ADB System by following the data entry procedures listed in the data entry module, ESTABLISHING A NEW ITEM IN INVENTORY.  Inventory control data to be entered will include:

· Issue quantity control (IQC) maximum quantity of issue based on expected Item usage

· Unit cost

· Unit of issue

· Unit of issue order factor

· Re-order point months

· Re-order point quantity

· Upper limit

· Safety stock

Writing Purchase Descriptions

A purchase description is written for the new Item, places one copy in the Item folder, and gives one copy to the supply cataloger to update the database as necessary.  Purchase descriptions are written for trial Items after they have been taken off trial, and after the regular basis Item has been purchased, for any updated information to be included.  Purchase descriptions contain the following information:

· NSN

· Item descriptions

· Salient characteristics

· Manufacturer's catalog number

· Distributes catalog number (if different from manufacturers)

· Distributor and/or manufacturer and address

· Unit of issue

· Standard packaging information

2.3 Replenishing Stock Items

· Enter a pending order.  Item managers receive a replenishment report (replenishment sheets) daily on items to be replenished.  Item managers review each item and analyze item data to determine if the suggested quantity on the replenishment sheet should be followed or increased/ decreased.  After the quantity to be ordered has been determined, item managers must enter a pending order amount into the database for each Item to be replenished. (Item managers should enter the pending order amount by following the data entry procedures in the data entry module, REPLENISHING STOCK ITEMS.)

· Select a vendor source.  After a pending order is entered, item managers must select an approved vendor source for each item from the approved source list in the database.  When selecting a vendor source, item managers must call vendor sources to determine Item availability, current pricing, and to verify the vendor information in the database.  As vendor information is gathered it is noted on the replenishment sheets and later transferred to a PO or ROC worksheet where items are consolidated for orders.

· Consolidate items on a PO or ROC worksheet.  To assist in organizing purchasing activities, items to be purchased from the same vendor source are grouped on one PO or ROC worksheet.

· Enter the PO or ROC order into the database.  Once all quoted information is received and recorded on the PO or ROC worksheet, the information from the worksheet is entered into the database.  Orders being purchased through an ROC are entered into the DELPRO system of the database.  Orders being purchased through a standard PO as well as GSA orders are entered into the inventory management system of the database.  Once the order has been entered, the system will assign an order number to the order.

· Place the order.  Once the order has been entered into the database and an order number has been assigned by the system, call the selected vendor from the PO or ROC worksheet to place the order.  This includes giving the following information:

· NIH’s ship-to address

· NIH’s bill-to address

· Item and manufacturer

· Quantity of item

· Price quoted

· Delivery date

· Name of the contact person taking the order

· Process the hard copy of the order.  After the order has been entered, a hard copy of the order must be obtained and signed before it leaves the Inventory Section.

· Final action.  The item manager’s last action will be determined by the type of vendor and dollar amount of open market purchases.  If the vendor is a small business, then send one copy of the PO to the small business administration (SBA) specialist at NIH.  If the order is an open market order over $2,500.00, then (1) write a letter to the GSA contracting officer documenting item(s) purchased, vendor used, and the reason why, and (2) attach a copy of the PO (Small Business, Labor-Surplus, Set-Aside Review Form, PO worksheet, and documentation sheet.)

2.4 Initiating Vendor Information, Additions, Changes, Deletions

Item managers are responsible for documenting any addition, changes, or deletions to vendor information when verifying vendor information during replenishment activities.  When changes to vendor information are needed, item managers must initiate a memo to the supply cataloger describing the type of changes and requesting the information to be updated in the database.

2.5 Consolidating GSA Orders

Designated item managers consolidate GSA orders and place one order per week.  The order is placed by entering the information into the database.  The day after the order is entered, the item manager receives a printout of the order.  A copy of the printout is made for the GSA file.  Then the documentation is forwarded to GSA.

2.6 Maintaining Daily Worksheets

Item managers must keep a daily worksheet of all actions they have taken.  These activities may include requisition numbers used, types, and item purchases.  This information is later incorporated in a monthly report.

2.7 Analyzing System-Generated Reports

Item managers are required to analyze replenishment needs through system-generated reports.  Specific actions must be taken in a given amount of time for each report.

2.8 Final Note

Item managers work independently and refer to acquisition regulations, manuals, and memos to overcome any discrepancies in procedure that might be listed in this manual.  Only complex issues are referred to their supervisors.

3. SUPPLY CATALOGER

Supply catalogers work closely with item managers to catalog stock items and to properly maintain this information. Their tasks include, but are not limited to, the following responsibilities:

· Assigning a national stock number (NSN) to a new item

· Maintaining item information and vendor information in the database and item files

· Publishing the NIH supply catalog and publishing updates

· Initiating vendor information additions, changes, or deletions

The supply cataloger’s job has an impact on the supply operations during the inventory phase.  It is essential that the supply cataloger perform the job in a timely manner and with the utmost accuracy.  Maintaining accurate, updated information in the database provides item managers with the correct information they need for managing items in the NIH supply inventory.  In addition, maintaining accurate information in the supply catalog provides the ordering office with the correct information for placing orders.  This accuracy becomes very important in minimizing errors when orders are placed by NIH personnel.

Assigning a National Stock Number to a New Item

When a new Item is to be introduced to the NIH stock inventory, it has to be assigned an NSN.  This number gives the Item an identity to distinguish it from all other items.

The item manager will give the supply cataloger the draft copy of the Item setup memo with the description of the new Item and request the new Item be assigned an NSN.  The supply cataloger will review the information on the draft copy of the Item setup memo to determine what class and group the item falls under.  Using the description of the Item, the supply cataloger will research a master list of GSA stock items to see if the Item already has an NSN.  Most new items do not have an NSN.

When the item does not have an NSN, the supply cataloger must assign it a local NSN, to be used temporarily, from a master list of local NSNs.  The assigned local NSN is a 13-character number similar to the actual NSN it will eventually be assigned.  However, the last seven characters of the local NSN will be different from the actual NSN and will always begin with LO (i.e., 7510 - 00 - LO5 - 3910).

After a local NSN is assigned, the supply cataloger must obtain an actual NSN from the federal cataloging system.  To obtain the actual NSN the supply cataloger must complete a Request for Federal Cataloging/ Supply Support Action form and submit it to the General Services Administration (GSA).  This will inform GSA that the NIH Supply Management Branch, Division of Logistics, has entered this Item into its inventory under an adopted local NSN number and its need for an actual NSN.  GSA will acknowledge the request and provide an NSN in the federal cataloging system in approximately 1 to 3 months.

3.1 Maintaining Item Information and Vendor Information

The supply cataloger maintains Item information and vendor information in the administrative database by performing the following tasks:

· Adding NSNs - When a new stock Item is made available for stock requisitioning, the Item manager will pass the information about the Item on to the supply cataloger in the form of a memo.  The supply cataloger will then enter the NSN, a brief Item description, and a full description of the Item into the database.

· Entering vendor data - After the NSN and the item description for the new stock item have been added to the database, the supply cataloger enters the vendor sources for the item into the database.  As new sources of supply are made available to item managers, they provide this information to the supply cataloger who updates the sources in the database.

· Changing vendor data - As vendor sources change or pertinent information about the vendor source changes (i.e., packaging information), these changes are updated in the database.

· Deleting vendor sources - When a vendor source is no longer to be used, the item manager will send a memo to the supply cataloger requesting the vendor source be deleted.  The supply cataloger will then delete the vendor source from the database.

· Adding new NSNs - When a new item is adopted into the NIH supply inventory under a local NSN, a request is made to GSA to assign an NSN from the federal cataloging system.  After the request is received, the supply cataloger must enter the new NSN, the short description, and the full description under the new NSN; then he/she will enter the current vendor sources under the new NSN.

· Adding new EINs - When a vendor source has a new employer identification number (EIN) due to a new location, the item manager will request the supply cataloger to enter the new EIN in the database.  Without this update in the database, the system will not allow the item manager to enter a PO or an ROC for the vendor source at that location.

Publishing the NIH Supply Catalog and Publishing Updates

The NIH supply catalog is published yearly and distributed to all ordering offices.  To accomplish this, the supply cataloger must perform, but is not limited to, the following tasks:

· Maintain catalog of items in WordPerfect.

· Write and format the NIH supply catalog in WYLBUR.

· Determine the need for catalog illustrations such as artwork, photographs, or sketches of items for the catalog.

· Provide media with illustrations of items that need to be illustrated in the catalog.

· Supervise the publishing of the NIH supply catalog.

· Publish change bulletins to the catalog, every 2 to 3 months.

· Publish item flyers announcing new items and/or discontinued items monthly.

· Update the index and cross-reference the index.

3.2 Final Note

Supply catalogers work independently and refer to acquisition regulations, manuals, and memos to overcome any discrepancies in procedure listed in this SOP.  Only complex issues are referred to their supervisors.

4. QUALITY ASSURANCE SPECIALIST

The quality assurance specialist is a position within the Inventory Section of the Supply Management Branch.  The quality assurance specialist works closely with item managers to ensure the best quality products are maintained in the NIH stock inventory.

The responsibilities of the quality assurance specialist includes, but is not limited to, the following responsibilities:

· Inspecting NIH stock items

· Conducting product evaluations

The quality assurance specialist’s job affects NIH supply operations at the precontract award phase for a new item and at the warehouse phase.  It is essential that items considered for purchase and those already purchased be monitored carefully for quality assurance.  Such monitoring will ensure timely and effective supply operations at NIH.  Relying blindly on any vendor for the best quality of any item would negatively affect overall supply functions at NIH.

4.1 Inspecting NIH Stock Items

· The quality assurance specialist will inspect NIH stock items.  The inspection of items will be determined in various ways.  Any items which have already been “flagged” on the PO or ROC for inspection will be inspected at the warehouses.  Certain items will always be inspected while other items are inspected only periodically.  Acceptance or rejection of any item will be decided upon this inspection.

· The quality assurance specialist will follow up on personnel complaints and/or problems.  The item manager or warehouse will directly inform the quality assurance specialist of the problems, be they overages, shortages, or discrepancies.  The quality assurance specialist will go to the appropriate site to inspect the overage, shortage, or damage.  Information regarding these problems will appear on a monthly report.

· The need to evaluate new products, changes in current products being used, and items for possible elimination from stock is continuous. The quality assurance specialist is responsible for the product evaluations. The quality assurance specialist will inspect potential new items as they are researched by the item manager.  The items will then be evaluated to determine if they meet required specifications and standards.  Current users of an item will be surveyed regarding the quality and appropriateness of the item.  The quality assurance specialist will give potential NIH users samples of the items and ask them to evaluate the item.

· Potential vendors will be evaluated to see if they have the capability to perform contract requirements.  The quality assurance specialist will inspect the product as well as the vendor’s site.  If the item is approved for use, the item and vendor will be placed in the ADB system.  If the item is rejected, the vendor may make changes and resubmit the item for reevaluation.

· The quality assurance specialist will determine if an item no longer meets the needs of the NIH community.  Item specifications may be changed to meet specific needs, or the item may be dropped from inventory.  If a new or preferred item is available, the item specifications may be tailored to match that item with the current need.

4.2 Final Note

Quality assurance specialists should always seek the advice of their supervisors and refer to acquisition regulations, manuals, and memos to overcome any discrepancies in procedure listed in this SOP.

5. Inventory Management Functions

The Inventory Management section is charged with the responsibility of handling NIH inventory activities, including the formulation of item requirements, the cataloging of stock items, establishing and maintaining quality assurance, and the acquisition of NIH stock.

When authorized users in the Supply Management Branch wish to perform a function in the administrative database, they sign onto the database following the procedures detailed below in section 5.1, Signing On/Off the ADB.  From the ADB System Sign-On screen, the user makes a choice of inventory management functions.

5.1 Signing On/Off the ADB

Before performing any functions within the ADB, authorized users must gain access to the NIH ADB system. The procedures for signing on the ADB differ slightly whether you are the first terminal user of the day or not.  The following steps detail how to sign on the ADB System if you are the first user of the day (if you are not the first user of the day, begin with Step 6):

1.
Turn on the terminal keyboard and monitor.  

2.
Press A-T7N and ALT simultaneously until a stick figure appears in the lower left corner of the screen.

3.
Type IMS at the LOGON command prompt after the CURSOR and SYSTEM AVAILABLE lights appear.

4.
Press ENTER.

5.
Press CLEAR and PA2, alternately, several times once the message TERMINAL CONNECTED TO IMSNS PROD appears; then continue with Step 6.  However, if X?+ appears in the lower left corner of the screen, press RESET, and return to Step 2 to begin again.

6.
Type /FOR ADB, and press ENTER.  The Administrative Data Base System Sign-On screen appears; or press PFK7 to clear the Sign-On screen.

Note:  The name of this display will show as a hyperlink. The display will not be displayed in HTML version, only the hyperlink.
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	Figure 1.  Administrative Database System Sign-On Display


The Administrative Database System Sign-On screen provides access to Inventory Management functions and DELPRO functions.  For the purpose of this administrative guide, the instructions detailed under Administration of Inventory Management and Inventory Management submenu functions, focus on access to the Inventory Management functions.

To change functions within the ADB System, simply return to the Administrative Database System Sign-On Display (or Main Menu) as in Step 6, above (Type /FOR ADB at the prompt, and press ENTER).  When the ADB System Sign-On Display appears, select the desired function option, e.g., INV for INVENTORY.

To sign off the ADB System at the end of the day, follow the procedures below:

1.
Press CLEAR, and then press PA2.

2.
Repeat Step 1 several times.  (This process clears out clutter and prevents the system from jamming.)

3.
Type /RCL, and Press ENTER.

4.
Turn off the terminal at the On/Off switch.

Administration OF Inventory Management

This section describes administrative functions of Inventory Management and contains a description of the main tasks and requirements needed for stock assessment and replenishment and ordering. 

To activate the Inventory Management Function, complete the Administrative Database System Sign-On screen fields as follows:

1. Type username initials in the INITIALS field.

2. Type identification code, which is the user's assigned ADB identification code, in the ID field.

3. Type keyword in the KEYWORD field.

4. Type INV, which is the function code for accessing Inventory Management functions, in the CODE field.

5. Type new keyword in the NEW KEYWORD field, as required.

6. Press ENTER, which processes the Inventory Management function.  If a system message appears, press ENTER to proceed, or press PAl to read more messages (PA1 scrolls through a multi-page message).

7. The Inventory Management Function Selection Menu screen appears.

When displaying the Inventory Management Function Selection Menu screen, administrative and accounting activities with regard to Inventory Management may be accessed.  Some specific administrative and accounting activities accessible through the Inventory Management Function Selection Menu are described as follows:

01
Complete Order Display

04
Procurement Display (STD)

05
Vendor Display

06
Source Display

09
Receiving

10
Vendor Alpha Search

16
Inventory Submenu

17
Replenishment Add (STD, GSA)

18
Replenishment Change (STD, GSA)

21
Print/Review

29
Source Search by EIN

33
Delivery Addresses

35
EIN Request

70 DELPRO Replenishment

The Inventory Submenu function is detailed in this document.  Please refer to the DELPRO and Central Procurement User Guides for additional information on the other functions.
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	Figure 2.  Inventory Management Function Selection Menu


Selecting the Inventory Management Function

To select an Inventory Management Function code and an Inventory:

· Type 16 (for Inventory Submenu) in the CODE field.

· Type the relevant inventory code (choose from table below) in the INVENTORY field.  

	Menu Entry
	Inventory
	Screen Literal
(Inventory Represented)

	
	Primary
	Sub
	

	CSR
	2
	0
	GDC

	AFB
	1
	0
	AFB@GDC

	CHM
	3
	0
	CHM @ GDC

	CLO

(Obsolete)
	4
	0
	BUILDING 13

	SS4
	2
	1
	BLDG 10 SSS

	SS1
	2
	2
	BLDG 31 SSS

	SS3
	2
	3
	BLDG 35 SSS

	SS2
	2
	4
	ROCKLEDGE SSS

	SS5
	2
	5
	EXEC PLAZA SSS

	GLS
	5
	0
	GLASSWARE

	BEI
	6
	0
	BEIB

	NIE

(Never Activated)
	7
	0
	NIEHS

	DES
	8
	0
	DIV ENG SERVICE

	PHA
	9
	0
	PHARMACY

	MMD
	A
	0
	MATRL HAND DEPT

	SER
	B
	0
	SCI EQUIP SALES

	SCH

(Never Activated)
	C
	0
	SURPLS CHEMICAL

	RSB
	D
	0
	RADIATION SAFETY

	REF
	E
	0
	REF@GDC (Refrigerated Items)


· Press ENTER.  The Inventory Management Submenu will appear.

(Note:  If you are not the first terminal User today, then go directly to the relevant section below–e.g., Section 7.1 to enter a NSN, or Section 7.3 to enter vendor information.)

6. Inventory Management Submenu Functions

The Inventory Management Submenu screen (Figure 3 in Section 7.1) is the main access to all Inventory Management functions within the ADB.  After signing on to the ADB, authorized users may access the various Inventory Management functions by completing the fields on the Administrative Data Base System Sign-On Display screen. 

6.1 NSN – National Stock Number Definition

The National Stock Number (NSN) Inventory Management submenu function is used to add a new NSN into the NIH ADB system.  This function accesses the Stock Master Display screen, which is used to enter short or full item descriptions and the master information for stock items in the NIH central inventory.  Once an NSN is established stock items are made available for stock requisitioning. 
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	Figure 3.  Inventory Management Submenu


6.1.1 Selecting the NSN Submenu Function

· To select the NSN definition option:

1.
Type NSN in the CODE field.

2. Press ENTER.  The Stock Master Display screen appears (as shown for the CSR inventory).

3. This function is also available via the GNS function (Generic Name/NSN) in Section 7.10 and the DNS function (Distribution Center/NSN) in Section 7.11.
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	Figure 4.  Stock Master Display


6.1.2 Completing the Stock Master Display

New NSNs must be entered into the NIH ADB system.  Once the data entry process is completed, stock is available for the stock requisitioning process.

6.1.2.1 Adding a New NSN to the Database 

· Using the CURSOR TAB key, continue from field to field, typing the necessary information.

· The cursor will automatically skip some fields.  These fields are filled in by the system.  Others are optional and must be skipped by pressing the CURSOR TAB key if no data is to be entered.

· Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number (Input).

	CATEGORY
	2-digit Stock Category code (Input).  Stock categories are listed below.

	
	00 - Unassigned

	
	01 - Lab supplies, photographic supplies, lab plasticware

	
	02 - Lab glassware

	
	03 - Hospital and surgical supplies

	
	04 - Housekeeping and maintenance supplies

	
	05 - Office supplies (bond paper, staples, etc.)

	
	06 – Chemicals

	
	07 - Forms and publications (envelopes, etc.)

	
	08 - Human foods

	
	15 - Dry ice

	
	63 - Animal food and bedding

	ITEM MANAGER
	Enter the alphabetic code for the manager of this item (1 byte length) (Input).

	DATE ESTABLISHED
	MM/DD/YY; date NSN was established in database.

	DATE LAST CHANGE
	MM/DD/YY; date last change was made.

	CLERK
	Clerk initials.

	STATUS
	Status of item (e.g., frozen, normal, discontinued, etc.) (Input).

	DATE STATUS SET
	MM/DD/YY; date NSN status was established in database.

	DESCRIPTION
	Abbreviated item description (25 char. Max) (Input).

	GENERIC NAME
	Generic name of item (Input).

	GENERIC CODE
	Code for the generic form of item (Input).

	POSTAGE
	Postal code (Input).

	CONTROLLED
	Notes whether or not the item is a controlled substance (Input).

	CHEMICAL
	Chemical code (Input).

	UNITDOSE
	This denotes prepackaged units or doses of medication as opposed to bulk sources (e.g., a large bottle with many doses) (Input).

	SHELF LIFE
	Shelf life of item in months (Input).

	BDPP
	A drug identification number used across all vendors for a specific strength and dosage (Input).

	GAS CYLINDER
	Y or space (Input).

	MIS NUMBER
	Enter a 5-byte-long number; used by the clinical center computer system to identify items (Input).

	NEW NSN
	Enter a new 13-digit National Stock Number (Input).


· Press PF1 to record.  Press ENTER to show all information entered (action redisplays the Stock Master Display screen).

	


Note:  When you press PA1 to enter the full description, and then PF1 to record your entry, you will return to the Stock Master Display screen.  The message "NSN #
DESCRIPTION REPLACED" will appear at the bottom of the screen indicating that the full-item description has been entered.

Note:  If you want to enter a vendor source of supply into the database for the same NSN, you may enter PF5 from either the main NSN screen or from the PA1 screen.  The NSN you entered will be valid for the next screen, thus you will not be required to reenter it.

6.1.3 Navigating

	Entry
	Action Taken

	PA1


	Go to the Stock Master Description Screen (Full Description)

(See Section 7.21) (Enter NSN and press enter prior to pressing PA1)

	PF1
	Add NSN 

	PF2
	Replace NSN

	PF3
	Delete NSN 

	PF5
	Go to the Approved Sources Screen (See Section 7.3)

	PF7


	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


6.1.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.  This structure will be followed throughout all the IM Functions.

6.2 IND – Individual Inventory Control

This screen enables the user to set up the ordering specifications of a new item and to establish the new item in inventory. The IND display screen provides individual inventory overview of the status of a particular stock item by NSN.  An item's demand history information includes the month/year, quantity, unit of issue, unit cost, total dollar value, number of demands, number of back orders, number of special expedite orders, number of replenishments, quantity issued, quantity on back order, and the average monthly usage.  The IND function accesses the Inventory Control screen, which is used to set up the ordering specifications of new items and establish the new item in inventory.

The information displayed is used to determine whether there are season high/low order times.  This allows ordering in sufficient amounts to decrease potential back orders or to eliminate excess stock at various times. This also helps determine the unit of issue (adjust up or down) or to discontinue an item.

6.2.1 Selecting the IND Submenu Function

To select the IND option:

· Type IND in the CODE field.

· Press ENTER.  The Inventory Control screen appears (as below for the CSR inventory).

· This function is also available via the LOC function (Unit/Location Description) in Section 7.4.

                     CSR INVENTORY CONTROL              10/29/99 11:17:11 ODAIB

 NSN:      -    -     -       CATEGORY:      CLERK:       LAST CHANGE:

 DESCRIPTION:                                STATUS:      STATUS DATE:
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 REORDER POINT MONTHS:                  QUANTITY ON  HAND:

 REORDER POINT QUANTITY:                     ON BACKORDER:
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 2ND UNIT:                FACTOR:          DESCRIPTOR:        DIVIDE:

 3ND UNIT:                FACTOR:          DESCRIPTOR:        DIVIDE:

 4TH UNIT:                FACTOR:          DESCRIPTOR:        DIVIDE:

 5TH UNIT:                FACTOR:          DESCRIPTOR:        DIVIDE:

         LAST RECEIVE:

              PURCHASE:                                CHEM WEIGHT:

              ISSUE:                              CHEM EXPIRE DATE:

 COMMENT:                                   NEW NSN:      -    -     -

 PF 1=ADD 2=REPL 3=DELT 4=DEMANDS 5=LOC 6=HISTORY 8=ADJ     *EXIT*

	Figure 6.  Inventory Control Display


Note:  Enter NSN and press ENTER.

6.2.2 Completing the Inventory Control Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number (Input).

	CATEGORY
	2-digit Stock Category code. Stock categories are listed below.

	
	00 – Unassigned

	
	01 - Lab Supplies, photographic supplies, lab plasticware

	
	02 - Lab glassware

	
	03 - Hospital and surgical supplies

	
	04 - Housekeeping and maintenance supplies

	
	05 - Office supplies (bond paper, staples, etc.)

	
	06 – Chemicals

	
	07 - Forms and publications (envelopes, etc.)

	
	08 - Human foods

	
	15 - Dry ice

	
	63 - Animal food and bedding

	CLERK
	Clerk Initials.

	LAST CHANGE
	MM/DD/YY.  Date last change.

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	STATUS
	Status of item for this inventory:

	
	Blank – Open

	
	D – Discontinued

	
	F – Frozen

	
	X – Deleted

	STATUS DATE
	MM/DD/YY.  Date status was set for this inventory.

	LOCATION
	Location of item in inventory.

	EST IN INV
	MM/DD/YY.  Date established in inventory.

	REORDER POINT MONTHS
	The number of months the inventory is supposed to cover until re-supplied (RPM). (Input)

	QUANTITY ON HAND
	Quantity of item immediately available.

	REORDER POINT QUANTITY (RPQ)
	A numerical value equal to the average monthly usage multiplied by the reorder point months (RPM). (RPQ = average monthly usage * RPM). (Input)

	ON BACKORDER
	Current total of unissued requisitions for this inventory.

	SAFETY STOCK
	A numerical value equal to the average monthly usage multiplied by the safety stock months. (SS = average monthly usage * SSM). (Input)

	DUE IN
	Total on order from Vendor (or Central stores if SSS).

	UPPER LIMIT
	Maximum amount of the item that may be on hand from inventory. (Input)

	ON RESERVE
	Quantity estimated for jobs.

	UNIT OF ISSUE
	What sort of unit the item is measured by (e.g., each, box, roll, etc.). (Input)

	UNIT COST
	Cost of each unit. (Input)

	ISSUE QTY CONTROL
	Normal issue quantity.  If a requisition exceeds this amount, it is flagged for review by the inventory manager. (Input)

	FACTOR
	The value for the FACTOR field is a numerical one, a conversion factor for converting from or to the standard unit of issue. This field will be necessary if the item may be ordered in another (series of) unit(s). Thus it will be filled in only if one or more of 2nd, 3rd, 4th, or 5th unit fields are completed.

	DESCRIPTOR
	Short description of item.

	DIVIDE
	Boolean field (Y/N).  Denotes whether or not to divide by the Unit Factor.  Enter Y to divide the Unit of Issue by the Unit Factor.  Entering N indicates that the Unit of Issue is to be multiplied by the Unit Factor.

	LAST RECEIVE
	MM/DD/YY.  Date of last action from receiving.

	CHEM WEIGHT
	Weight of item. (Input)

	(LAST) PURCHASE
	MM/DD/YY.

	CHEM EXPIRE DATE
	MM/DD/YY. (Input)

	(LAST) ISSUE
	MM/DD/YY with requisition/line number.

	COMMENT
	Any comments required (e.g., handling/delivery instructions, notes for future orders, etc.). (Input)

	NEW NSN
	A new 13-digit National Stock Number.


6.2.3 Navigating

	Entry
	Action Taken

	PF1
	Add NSN

	PF2
	Replace NSN

	PF3
	Delete NSN

	PF4
	Go to the Inventory Control Demand Usage screen (view last 6 months usage) (See Section 7.22)

	PF5
	Go to the Unit Descriptor screen (get location in inventory) (See Section 7.4)

	PF6
	Go to the Inventory Demand History screen (See Section 7.23)

	PF7


	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF8
	Go to the Stock Master Adjustment screen (See Section 7.12)

	PF10
	Return to the Inventory Management Submenu


6.2.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

VEN – Vendor Information 

This screen allows the user to add new vendors into the ADB.  Adding new vendors provides new sources for supply items.  User may also change or delete vendor information from the ADB.  Users are responsible for updating any vendor information when verifying vendor information during replenishment activities.  The VEN function access the Approved Sources screen, which is used to add, change, or delete the vendor information.

6.2.5 Selecting the VEN Submenu Function

To select VEN:

· Type VEN in the CODE field.

· Press ENTER.  The Approved Sources Display screen appears (as shown for the CSR inventory).

· This function is also available via the NSN function (National Stock Number Definition) in Section 7.1, the SOQ function (Replenishment Specification) in Section 7.14, and the Stock Master Description Screen in Section 7.21.
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	Figure 7.  Approved Sources Display


Note:  Enter NSN and press ENTER.

6.2.6 Completing the Approved Sources Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number. (Input)

	CATEGORY
	2-digit Stock Category code. Stock Categories are listed below.

	
	00 – Unassigned

	
	01 - Lab Supplies, photographic supplies, lab plasticware

	
	02 - Lab glassware

	
	03 - Hospital and surgical supplies

	
	04 - Housekeeping and maintenance supplies

	
	05 - Office supplies (bond paper, staples, etc.)

	
	06 – Chemicals

	
	07 - Forms and publications (envelopes, etc.)

	
	08 – Human foods

	
	15 - Dry ice

	
	63 – Animal food and bedding 

	DATE OF LAST CHANGE
	Date last changed (MM/DD/YY).

	DESCRIPTION OF NSN
	Description of NSN.

	CLERK
	Clerk Initials.

	EIN
	Entity Identification Number (specific # to identify vendor). (Input)

	NAME
	Name of Vendor.

	ADDRESS
	Address of Vendor.

	INSPECT
	Type Y in the INSPECT field if inspection by quality assurance is required.  Otherwise, leave this field blank. (Input)

	TELEPHONE NO.
	Contact(s) telephone number. (Input)

	VENDOR TYPE
	Type of Vendor (Input) (Enter one of the following codes):

	
	D – Distributor

	
	M – Manufacturer

	SF 37
	Vendor characteristic code (up to six alphanumeric characters) (Input).  See the following SF 37 Code Table:

	
	
Category
Choices

	
	1. Competitive Status
C – Competitive

	
	
X – Non-Competitive



	
	2. Business Type
S – Small Business

	
	
L – Other than Small Business

	
	
E – Educational Institution or Other Non-Profit

	
	
F – Foreign Corporation

	
	
O – Other Government Agency

	
	
V – Very Small Business

	
	
X – U.S. Small Business Performing Outside U.S.

	
	
Y – U.S. Large Business Performing Outside U.S.

	
	
Z – U.S. Educational Institution Performing   Outside U.S.

	
	
U – U.S. Very Small Business Performing Outside U.S.

	
	Note:  If byte 2 equals V or S, then bytes 5 and 6 must be completed.

If byte 2 is not equal S, then byte 5 must be coded 6.

	
	3. Contract Type
F – Federal Supply Schedule or Other GSA
      Contracts

	
	
O – Other Agency Contract (VA, Perry Point, etc.)

	
	
X – Open Market

	
	
G – GWAC

	
	
I – IDIQ

	
	Note:  This byte may be blank.

	
	4. Labor Surplus Area
L – Work performed in labor surplus area

	
	
X – Work not performed in labor surplus area

	
	5. Set Aside Priority
1 – Small business set aside in a labor
      surplus area (no longer used)

	
	
2 – Small business set aside outside labor
      surplus area (no longer used)

	
	
3 – Small business partial set aside

	
	
4 – Labor surplus are a concerns set aside

	
	
5 – 8(a) program

	
	
6 – None of the above

	
	
7 – 8(a) HUBZone Program

	
	
8 – HUBZone small business set aside program

	
	
9 – Very small business set aside program

	
	
0 – Small business set aside program

	
	Note:  If byte 2 equals V or S, then byte 5 must be completed.

If byte 2 is not equal S, then byte 5 must be coded 6.

	
	6. Special Program Type
H – HUBZone Business

	
	
I – Native American Business (not used by NIH)


J – JWOD Business


M – Disadvantaged Business


W – Women-Owned Business


A – Women-Owned, HUBZone Business


B – Women-Owned, Disadvantaged Business


C – Women-Owned, HUBZone, Disadvantaged Business


D – Disadvantaged, HUBZone Business

Note:  This byte may be blank.  If byte 2 equals V or S, then byte 6 must be completed.

Please refer to the SF37 Code Edits document for further details.



	FOB
	Type D (if delivery charges are at the destination point) or 0 (if delivery charges are at the point of origin) in the FOB field. (Input)

	REPLENISH TYPE
	Enter the appropriate one-letter code from the following table. (Input)

	
	A – BPA/FSS-GSA-VA

	
	B – Federal Prisons

	
	C – FSS/PO-GSA w/out BPA

	
	D – Fedstrip GSA Depot

	
	E – GPO Contract

	
	F – Handicapped

	
	G – HHS Supply Store

	
	H – NIH Contract ROC (IDC)

	
	I – Noncontract Printing

	
	J – Open Market PO

	
	K – Perrypoint Depot

	
	L – VA Schedule PO-w/out BPA

	
	M – VA Depot

	
	N – BPA/OM

	
	Note:  A, C, L–Expiration date mandatory; always use schedule #s.

	DELIVERY DAYS
	Length of time (in days, 4 characters) for delivery to be completed. (Input)

	ORDER UNIT
	What sort of unit the item is measured by (e.g., each, box, roll, etc.). (Input)

	LIST PRICE
	Enter the list price of the item to be ordered. (Input)

	INNER PKG
	Type the number and unit for the item to be ordered. (Input)

	CONTRACT
	Enter the contract number supplied by the item manager. (Input)

	BPA
	Enter the blanket purchase agreement (BPA) number. (Input)

	MID PKG
	Type the number and unit for the item to be ordered. (Input)

	EXPIRES
	Enter the contract expiration date (MM/DD/YY). (Input)

	BPA DATE
	Enter the BPA expiration date (MM/DD/YY).

	OUTER PKG
	Type the number and unit for the item to be ordered. (Input)

	MOL
	Enter the dollar amount of the maximum order limitation. (Input)

	MAX AMT
	Enter the maximum dollar purchase amount per day on the BPA.

	REMARKS
	Enter a brief note on the vendor source, if necessary. (Input)

	NEW NSN
	New 13-digit National Stock Number.

	
	

	Note:  The following fields are relevant for entering number information only.

	
	

	NUMBER
	Enter the manufacturers item model number from the item managers setup memo. If there is no model number, enter N/A (not applicable). (Input)

	TERMS
	Enter special pricing terms (rarely used). (Input)

	NAME
	Enter the name of the company that is using this model number. (Input)

	COMMENTS
	Any remarks required (e.g., handling/delivery instructions, notes for future orders, etc.). (Input)


6.2.7 Navigating

	Entry
	Action Taken

	PA1
	Go to the Next Number Info

	PF1
	Add Vendor Info

	PF2
	Replace Vendor Info

	PF3
	Delete Vendor Info

	PF4
	Display NSN Info

	PF5


	Go/Return to the Stock Master Description Screen (Full Description)

(See Section 7.21) (Enter NSN and press enter prior to pressing PF5)

	PF7


	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF8
	Go/Return to the Suggested Order Screen (See Section 7.14)

	PF9
	Go to the Next Entity Identification Number (specific # to identify vendor)

	PF10
	Return to the Inventory Management Submenu


6.2.8 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.3 LOC – Unit/Location Description

This screen allows the user to enter and view the warehouse location of NIH stock items.

6.3.1 Selecting the LOC Submenu Function

To select LOC: 

· Type LOC in the CODE field.

· Press ENTER.  The Unit Descriptor (Unit Location/Descriptor) screen appears (as below for the CSR inventory).

· This function is also available via the IND function (Individual Inventory Control) in Section 7.2.
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	Figure 8.  Unit Descriptor Display


Note:  Enter NSN and press ENTER.

6.3.2 Completing the Unit Descriptor Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number. (Input)

	DESC
	Abbreviated item description (25 char. Max).

	CATEGORY
	2-digit Stock Category code. Stock Categories are listed below.

	
	00 - Unassigned

01 - Lab Supplies, photographic supplies, lab plasticware

	
	02 - Lab glassware

	
	03 - Hospital and surgical supplies

	
	04 - Housekeeping and maintenance supplies

	
	05 - Office supplies (bond paper, staples, etc.)

	
	06 – Chemicals

	
	07 - Forms and publications (envelopes, etc.)

	
	08 - Human foods

	
	15 - Dry ice

	
	63 - Animal food and bedding

	STANDARD UNIT
	Standard unit of measure of item.

	LOCATION
	Location of item in inventory.

	UNIT 
	The unit of issue (e.g., each, box, roll, etc.).  This field will be necessary if the item may be ordered in another (series of) unit(s).  Thus it will be filled in only if one or more of 2nd, 3rd, 4th, or 5th unit fields are completed. (Input)

	FACTOR
	The value for the FACTOR field is a numerical one, a conversion factor for converting from or to the standard unit of issue.  This field will be necessary if the item may be ordered in another (series of) unit(s).  Thus it will be filled in only if one or more of 2nd, 3rd, 4th, or 5th unit fields are completed. (Input)

	DIVIDE
	Boolean field (Y/N).  Denotes whether or not to divide by the Unit Factor:  If you wish to divide the Unit(s) of Issue by the Unit Factor, enter Y.  Otherwise, entering N indicates that the Unit(s) of Issue is(are) to be multiplied by the Unit Factor. (Input)

	STOCK
	Numerical value representing the result of the division or multiplication of the Unit(s) of Issue by the Unit Factor. (Input)

	ZONE
	Zone where stock item is located in inventory. (Input)

	AISLE
	Aisle where stock item is located in inventory. (Input)

	SPOT
	Spot where stock item is located in inventory. (Input)

	TIER
	Tier where stock item is located in inventory. (Input)

	SUBTIER
	Subtier where stock item is located in inventory. (Input)

	DESCRPTR
	One-character descriptor of item. (Input)

	CLKID
	Clerk initials.

	LAST CHG DATE
	MM/DD/YY.  Date of last change.


Note:  Press enter to display information for NSN entered.

6.3.3 Navigating

	Entry
	Action Taken

	PA1
	Go to the Next Page (Screen will show ‘LAST PAGE’ on the bottom of the last page – this screen moves forward only.)

	PF1
	Add

	PF2
	Replace

	PF3
	Delete

	PF5
	Go/Return to the Inventory Control Screen (See Section 7.2)

	PF7


	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


Note:  Use PA1 to navigate multiple pages.  The screen will show ‘LAST PAGE’ on the last page.  This screen moves forward only.

6.3.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.4 ALL – NSN All Inventories

This screen allows the user to view the current inventories on a specified NSN, and the amounts and location of stock items are given by warehouse and self-service stores.  The NSN All Inventories function assesses the Stock Master Display screen, which is used to view the current inventories for a specified NSN.

Header information includes NSN, category, date established, status, date of last change, clerk, date status set, postage, chemical, and shelf life as necessary, and the short-item description.  Displaying what items are available or coming in, helps determine whether to increase or decrease the order amount or to transfer stock to another location.

6.4.1 Selecting the ALL Submenu Function

To select ALL:
· Type ALL in the CODE field.

· Press ENTER.  The Stock Master Display screen appears (as below for the CSR inventory):
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	Figure 9.  Stock Master Display


Note:  Enter NSN and press ENTER to see the data for that NSN.

6.4.2 Completing the Stock Master Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number. (Input)

	CATEG0RY 
	2-digit Stock Category code. Stock Categories are listed below.

	
	00 – Unassigned

01 - Lab Supplies, photographic supplies, lab plasticware

	
	02 - Lab glassware

	
	03 - Hospital and surgical supplies

	
	04 – Housekeeping and maintenance supplies

	
	05 - Office supplies (bond paper, staples, etc.)

	
	06 – Chemicals

	
	07 - Forms and publications (envelopes, etc.)

	
	08 - Human foods

	
	15 - Dry ice

	
	63 - Animal food and bedding

	DATE ESTABLISHED
	MM/DD/YY.

	STATUS
	Status of item (e.g., frozen, normal, discontinued, etc.).

	DATE LAST CHANGE
	MM/DD/YY.

	CLERK
	Clerk Initials.

	DATE STATUS SET
	MM/DD/YY.

	POSTAGE
	Postal code.

	CHEMICAL
	Chemical code.

	SHELF LIFE
	Shelf life of item in months.

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	STORE
	Associated with each item is the warehouse or store where the item is located; this is the store location of the item in question.

	QUANTITY ON HAND
	Quantity of item immediately available.

	QUANTITY DUE IN
	Number of items still due to be received.

	UNIT ISSUE
	What sort of unit the item is measured by (e.g., each, box, roll, etc.).

	UNIT COST
	Cost of each unit.

	DOLLAR VALUE
	Dollar value.

	CURRENT USAGE
	Rate of usage/consumption of the item currently.

	AVERAGE USAGE
	Average rate of usage/consumption of the item.


6.4.3 Navigating

	Entry
	Action Taken

	PF7


	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


6.4.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.5 ACT – Requisition/Issue Activity

This screen allows the user to view the requisition activity information of a specific NSN.  The information displayed helps to determine the normal and abnormal use patterns to plan for future orders.  It also assists in determining the need to discontinue items or to change vendors.  Header information includes the NSN and short-item description.  Requisition activity information includes the requisition number, line number, quantity, unit, status, order date, last update, issue date, back order cause, priority rating, whether prepackaged, adjustment code and user.

6.5.1 Selecting the ACT Submenu Function

To select ACT:
· Type ACT in the CODE field.

· Press ENTER.  The Requisition Activity screen appears (as below for the REF inventory):
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	Figure 10.  Requisition Activity Display


Note:  For the Requisition Activity screen, enter the NSN and date requested, if applicable, and press enter. 

6.5.2 Completing the Requisition Activity Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number. (Input) (It is not used for the optional screens available via the PF keys)  

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	RQN NO 
	System-generated requisition number comprised of type of warehouse, BID code, fiscal year, and sequence number.

	

	Note:  Each stock requisition can be used to order one or more different stock items from a specific warehouse.  Each different stock item is listed on a separate item line.  Each item line has associated with it the following fields:

	
	

	LINE NO
	Unique number to link a given item with a line on the requisition. 

	QTY
	Quantity ordered.

	UNIT
	What sort of unit the item is measured by (e.g., each, box, roll, etc.).

	STATUS
	Status of item (e.g., frozen, normal, discontinued, etc.).

	ORDER DATE
	MMDDYY.

	LAST UPDATE
	MMDDYY.

	ISSUE DATE
	MMDDYY.

	BKORDER CAUSE
	Reason for backorder.

	PRIORITY
	Priority of order.  Determines sequence of orders to be filled.

	PRE PCK
	Whether or not the item is to be picked up at the warehouse.

	ADJ CDE
	Transaction code indicating the last action involving that line.

	USER
	Clerk initials.

	DATE REQUESTED
	MM/DD/YY.  This date is not used for the Requisition Activity Screen.  It is used for the optional screens available via the PF keys.  Those screens will default to the current date if this date is blank.


6.5.3 Navigating

	Entry
	Action Taken

	PF5
	Go to the Dry Ice Deliveries Screen (See Section 7.24).

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF8
	Go to the Compressed Gas Cylinders Screen (See Section 7.25)

	PF9
	Go to the Refrigerated Items Vendor Order and Deliveries Screens       (See Sections 7.26 and 7.27)

	PF10
	Return to the Inventory Management Submenu


When multiple pages, press ENTER to proceed to the next page.  ‘LAST PAGE’ will show on the last page.

6.5.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.
6.6 RPL – Replenishment History

This screen allows the user access the Last Twelve Buys screen, which is used to view purchasing activity over the past 12 months.  The RPL function provides replenishment history for the last 12 buys of a stock inventory item.  The header information includes the NSN and short-item description.  The replenishment history information includes purchase order number, line number, order date, order quantity, order unit, receive date, receive quantity, quantity due in, unit cost, and total cost.

The Last Twelve Buys screen may also be used in conjunction with any of the display screens or alone to aid Inventory Section personnel track and analyze stock item needs for replenishment purposes.  The information obtained from the replenishment history is beneficial in determining order amounts accurately based on community needs and use patterns.

6.6.1 Selecting the RPL Submenu Function

To select RPL:
· Type RPL in the CODE field.

· Press ENTER.  The Last Twelve Buys screen appears (as below for the CSR inventory):
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	Figure 11.  Last Twelve Buys Display


Note:  Enter NSN and press ENTER.

6.6.2 Completing the Last Twelve Buys Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number. (Input)

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	PURCHASE ORDER
	Identification number of the procurement document.

	LINE NO
	Unique number to link a given item with a line on the requisition.

	ORDER DATE
	MM/DD/YY.

	ORDER QTY
	Amount ordered.

	ORDER UNIT
	Unit of item ordered (e.g., each, box, roll, etc.).

	RECEIVE DATE
	MM/DD/YY.

	RECEIVE QTY
	Amount received.

	QTY DUE
	Number of items still due to be received.

	UNIT COST
	Cost of each unit.

	TOTAL COST
	Total cost of order (Unit Cost * Quantity).


6.6.3 Navigating

	Entry
	Action Taken

	ENTER
	Display information for requested NSN

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


6.6.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.7 EXP – Expiration Dates 

This section describes briefly the Expiration Dates submenu function.  The EXP function accesses the Expiration Dates submenu to provide procurement expiration dates.

6.7.1 Selecting the EXP Submenu Function

To select EXP:
· Type EXP in the CODE field.

· Press ENTER.  The Expiration Dates screen appears (as below for the CSR inventory):
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	Figure 12.  Expiration Dates Display


Note:  Enter the NSN and press ENTER.  

6.7.2 Completing the Expiration Dates Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number. (Input)

	QUANTITY ON HAND
	Quantity of item immediately available.

	UNIT DOSE FLAG
	This denotes prepackaged units or doses of medication as opposed to bulk sources (e.g., a large bottle with many doses).  Enter Y if this is the case, otherwise, leave blank.

	SHORT DESCRIPTION
	Short description of item.

	LONG DESCRIPTION
	Long description of item.

	VENDOR NAME
	Name of vendor.

	EIN
	Entity Identification Number (specific # to identify vendor).

	QTY RCD
	Amount received.

	PROCUREMENT NUMBER
	Specific number allotted to this procurement.

	EXPIRATION DATE
	MM/DD/YY.

	CLERK
	Clerk Initials.


6.7.3 Navigating

	Entry
	Action Taken

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


6.7.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.8 VNS – Vendor/NSN

This section describes briefly the Vendor/NSN submenu function.  The VNS function accesses the Vendor/NSN screen.

6.8.1 Selecting the VNS Submenu Function

To select VNS:  

· Type VNS in the CODE field.

· Press ENTER.  The Vendor/NSN screen appears (as below):
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	Figure 13.  Vendor/NSN Display


Note:  Enter EIN and press ENTER.

6.8.2 Completing the Vendor/NSN Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	EIN
	Entity Identification Number (specific # to identify vendor). (Input)

	NAME
	Name of Vendor.

	ADDRESS
	Address of Vendor.

	NSN
	13-digit National Stock Number.

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	QOH
	Quantity of item immediately available.

	QDI
	Number of items still due to be received.

	RPQ
	Reorder Point Quantity: A numerical value equal to the average monthly usage multiplied by the reorder point months (RPM)
(RPQ = average monthly usage * RPM).


Note:  Enter EIN and press ENTER.

6.8.3 Navigating

	Entry
	Action Taken

	PF4
	Go to the Suggested Order Screen (See Section 7.14)

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


6.8.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.9 GNS – Generic Name/NSN

This section describes briefly the Generic Name/NSN submenu function.  The GNS function accesses the Generic Name/NSN submenu to provide information on the NSNs for the requested Generic Name.

6.9.1 Selecting the GNS Submenu Function

To select GNS:

· Type GNS in the CODE field.

· Press ENTER.  The Generic Name/NSN screen appears (as below).

· This function is also available via the CPU function (Counter Pickups) in Section 7.17.
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	Figure 14.  Generic Name/NSN Display


Note:  Enter Generic Name and press ENTER.

6.9.2 Completing the Generic Name/NSN Display

Complete the required fields (See Fields Descriptions):
	Field
	Entry

	GENERIC NAME
	Generic name (if any) of item being ordered. (Input)

	NSN
	13-digit National Stock Number.

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	QOH
	Quantity of item immediately available.

	QOR 
	Quantity on Reserve.

	QDI
	Number of items still due to be received.

	RPQ
	Reorder Point Quantity: A numerical value equal to the average monthly usage multiplied by the reorder point months (RPM)
(RPQ = average monthly usage * RPM).


Note:  Enter Generic Name and press ENTER.

6.9.3 Navigating

	Entry
	Action Taken

	PF5
	Go/Return to the Counter Pickup Screen (See Section 7.17)                              (For the DES inventory)

	PF6
	Go to the Stock Master Display Screen (See Section 7.1) or the Stock Master Description Screen (See Section 7.21) – this navigation currently varies.

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


6.9.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.10 DNS –Distribution Center/NSN

This section describes briefly the Distribution Center/NSN submenu function. The DNS function accesses the Distribution/Work Center submenu.  This is applicable for inventories PHA, MMD and DES.

6.10.1 Selecting the DNS Submenu Function

To select DNS:  

· Type DNS in the CODE field.

· Press ENTER.  The Distribution/Work Center screen appears (as below).

· This function is also available via the ISU function (Stock Issues) in Section 7.16.
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	Figure 15.  Distribution/Work Center Display


Note:  Enter the Distribution/Work Center Code and press ENTER.

6.10.2 Completing the Distribution/Work Center Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	DISTRIBUTION/WORK CENTER
	Distribution/Work Center Code, which is stored on the TBREC segment under the following ID codes (Input):

PHA = ID

MMD = IM

DES = IA

	NSN
	13-digit National Stock Number.

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	QOH
	Quantity of item immediately available.

	QOR 
	Quantity on Reserve.

	QDI
	Number of items still due to be received.

	RPQ
	Reorder Point Quantity: A numerical value equal to the average monthly usage multiplied by the reorder point months (RPM)
(RPQ = average monthly usage * RPM).


Note:  Use PA1 to navigate multiple pages.  The screen will show ‘LAST PAGE’ on the last page.

6.10.3 Navigating

	Entry
	Action Taken

	PF5
	For inventories PHA and MMD, go to the Transfers to Distribution Center Screen (See Section 7.28);

For inventory DES, go to the Issues from Inventory Screen (See Section 7.16)

	PF6
	Go to the Stock Master Display Screen (See Section 7.1) or the Stock Master Description Screen (See Section 7.21) – this navigation currently varies.

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


6.10.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.11 ADJ – Inventory Adjustments 

This screen allows the user to make stock adjustments to inventory including credits, debits, status, unit of issue and price changes.  The ADJ function accesses the Stock Master Adjustment screen.

6.11.1 Selecting the ADJ Submenu Function

To select ADJ:  

· Type ADJ  in the CODE field.

· Press ENTER.  The Stock Master Adjustment screen appears (as below for the CSR inventory).

· This function is also available via the IND function (Individual Inventory Control) in Section 7.2.

[image: image13.png]CSR STOCK MASTER ADJUSTMENT ODAIC

NEN: 1111 - 22 - 333 - 4444
LAST UPDATE:

v

ADIUST. QTY: (TN UNITS OF ISSUE)
TRANSFER TO: STOCK FEQ. #: NEW UNIT COST:
CREDITS DEBITS ACTIONS
€D - DONATION/GIFT DD - DAMAGED D - TO BE DISCONTINUED
CF - NATERIAL FAERICATION DE - BACKOUT RECEIVE AF - FREEZE ITEN
€7 - TNSPECT RCT CREDIT  DF - OBSOLESCENCE AP - RE-ESTABLISH
CH - MISC. ACQUISITION DG - THEFT AT - UNFREEZE ITEN
€0 - RCV REPLENTSHNENT DI - INSPECT RCT DEBIT AU - UOI TERMN CHANGE
CP - OTHER AGENCY RETURN DL - VENDOR RECALL AV - PRICE CHANGE

CU - PHYSICAL COUNT CREDIT DP - OTHER AGENCY BORRDW
CV - VENDOR REPLACEMENT DR - RETURN T0 VENDOR

DT - STOCK TRANSFER

DU - PHYSICAL COUNT DEBIT

DX - EXPIRED/$POTLED
REMARKS : NEW Hem: - - -

HIT PFL TO ENTER ADJUSTMENT PFS=TND SEXTTT




	Figure 16.  Stock Master Adjustment Display


Note:  Enter NSN and press ENTER.

6.11.2 Completing the Stock Master Adjustment Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number. (Input)

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	LAST UPDATE
	MM/DD/YY.

	CLERK
	Clerk Initials.

	TOTAL COST
	Total cost of order (Unit Cost * Quantity).

	QTY ON HAND
	Quantity of item immediately available.

	UOI
	What sort of unit the item is measured by (e.g., each, box, roll, etc.).

	UNIT COST
	Cost of each unit.

	NSN STATUS
	Status of NSN (e.g., frozen, normal, discontinued, etc.).

	INV STATUS
	Status of inventory (e.g., open or closed).

	DATE
	MM/DD/YY.

	ADJUSTMENT
	Adjustment action code. (Input)

	ADJUST. QTY
	Amount of stock adjusted or the new unit of issue for action AU. (Input)

	TRANSFER TO
	Inventory to which stock is transferred. (Input)

	STOCK REQ. #
	System-generated requisition number comprised of type of warehouse, BID code, fiscal year, and sequence number. (Input)

	NEW UNIT COST
	New cost of each unit. (Input) (For action AV)

	REMARKS
	Remarks required to help substantiate adjustments (e.g., handling/delivery instructions, notes for future orders, etc.). (Input)

	NEW NSN
	New 13-digit National Stock Number.


Note:  If the adjustment amount is greater than $500, and the adjustment action code equals CD, CU, CV, DD, DF, DG, DL, DR, DU or DX, a copy of the adjustment is automatically printed.

6.11.3 Navigating

	Entry
	Action Taken

	PF1
	Enter adjustment

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF8
	Go/Return to the Inventory Control Screen (See Section 7.2)

	PF10
	Return to the Inventory Management Submenu


6.11.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.
6.12 RVW – Review Inventory Adjustments

This section describes briefly the Review Inventory Adjustments submenu function. The RVW function accesses the Summary of NSN Inventory Adjustments Screen.

6.12.1 Selecting the RVW Submenu Function

To select RVW:

· Type RVW in the CODE field.

· Press ENTER.  The Summary of NSN Inventory Adjustments screen appears (as below for the CSR inventory):
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	Figure 17.  Summary of NSN Inventory Adjustments Display


6.12.2 Completing the Summary of NSN Inventory Adjustments Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number (Input)


Note:  Enter the NSN and press enter.  The screen will refill with the following additional fields:

	Field
	Entry

	SHORT DESCRIPTION
	Short description of item.

	KEY
	Key of adjustment line.

	DATE
	Date of adjustment (YY/MM/DD).

	CLERK
	Clerk initials.

	USERID
	USERID initials.

	ADJ
	Adjustment action code.

	QTY
	Quantity adjusted.

	UNITCOST
	Unit cost.

	TOTAL AMT
	Total amount of adjustment.


6.12.3 Navigating

	Entry
	Action Taken

	ENTER
	To Scroll (view) the Remaining Adjustments

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


Press ENTER to navigate multiple pages.

If there are multiple pages, the screen will provide the following message when there are additional pages:

PRESS ENTER TO SEE REMAINING ADJUSTMENTS

If there are multiple pages, the screen will provide the following message on the last page:

PRESS ENTER TO SEE FIRST PAGE OF ADJUSTMENTS

6.12.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.13 SOQ – Replenishment Specification

This screen allows the user to enter a pending order into the ADB.  The pending order is entered after reviewing the replenishment sheets of each item to determine the quantity of each item order.  The pending order amount is based on the Unit of Issues factor.  A pending order for an item should be purchased from a vendor source.  However, if a vendor cannot supply the entire order and the item is critical, it may be split between two sources.  

If two pending orders are entered, they must be entered under the same NSN.  The pending order amount to be purchased from one source is entered and reordered. Once a pending order is entered, items must be verified for availability and checked for pricing.

6.13.1 Selecting the SOQ Submenu Function

To select SOQ:

· Type SOQ in the CODE field.

· Press ENTER.  The Suggested Order screen appears (as below).

· This function is also available via the VEN function (Vendor Information) in Section 7.3 and the VNS function (Vendor/NSN) in Section 7.9.
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	Figure 18.  Suggested Order Display


Note:  Enter NSN and press ENTER.

6.13.2 Completing the Suggested Order Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number (Input)

	INVENTORY
	The inventory under which the clerk has signed on.

	CLERK
	Clerk Initials

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	COMMENT
	Any comments required (e.g., handling/delivery instructions, notes for future orders, etc.).

	DESCRIPTION
	Long item description.

	QUANTITY
	Quantity ordered.

	ORDER
	This is the order that results from dropping at least by a quantity of one below the generated reorder point.  The reorder point is the stock level at which a replenishment (reorder) is to be done.  In the ADB, the reorder level is calculated by multiplying the average monthly usage by the number of months the inventory is supposed to cover until re-supplied. 

The order amount may be changed.  Entering zero cancels any pending order. (Input)

	ORDER UNIT
	The unit used for the item when an order is placed (e.g., each, box, roll, etc.). (Input)

	FACTOR
	The value for the FACTOR field is a numerical one, a conversion factor for converting from or to the standard unit of issue.  This field will be necessary if the item may be ordered in another (series of) unit(s).  Thus it will be filled in only if one or more of 2nd, 3rd, 4th, or 5th unit fields are completed. (Input)

	DIVIDE
	Boolean field (Y/N).  Denotes whether or not to divide by the Unit Factor:  If you wish to divide the Unit(s) of Issue by the Unit Factor, enter Y.  Otherwise, entering N indicates that the Unit(s) of Issue is(are) to be multiplied by the Unit Factor. (Input)

	ON HAND
	Quantity of item immediately available.

	DUE IN
	Number of items still due to be received.

	ON BACKORDER
	Quantity of item on backorder.

	ON RESERVE
	Quantity of item on reserve.

	UPPER LIMIT
	Maximum amount of the item that may be on hand from inventory.

	UNIT OF ISSUE
	What sort of unit the item is measured by (e.g., each, box, roll, etc.).

	UNITCOST
	Cost of unit.

	LAST PURCHASE ACTION
	Date (MM/DD/YY) and identification number of the last action regarding procurement is retrieved from a list of the last ten procurements.

	LAST RECEIVE ACTION
	Date (MM/DD/YY) and identification number of the last receipt of this item is retrieved from the database and is displayed.


6.13.3 Navigating

	Entry
	Action Taken

	PF1
	Post order information entered

	PF4
	Convert order units

	PF5
	Display pending orders

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF8
	Go to the Inventory Demand History Screen (See Section 7.23)

	PF9
	Go/Return to the Approved Sources Screen (See Section 7.3)

	PF10
	Return to the Inventory Management Submenu


6.13.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.14 RQN – Stock Requisition Maintenance

The Stock Requisition Maintenance accesses the Inventory Control Display screen, which allows the user to adjust priority, pickups, change to hold, release from hold, and return an item for credit in inventory.

6.14.1 Selecting the RQN Submenu Function

To select RQN:

· Type RQN in the CODE field.

· Press ENTER.  The Inventory Control screen appears (as below for the CSR inventory):
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	Figure 19.  Inventory Control Display


Note:  Enter requisition number, and line number if not line number 1, and press ENTER.

6.14.2 Completing the Inventory Control Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	REQUISITION NUMBER
	System-generated requisition number comprised of type of warehouse, BID code, fiscal year, and sequence number. (Input)

	LINE NUMBER
	Unique number to link a given item with a line on the requisition. (Input)

	USERID
	Clerk Initials.

	REQUEST
	Request number (8-byte length, alphanumeric).

	DATE ENTERED
	Date the requisition was entered.  MM/DD/YY.

	WSDD PRINTED
	Date the requisition was printed.  MM/DD/YY.

	DATE OF LAST CHANGE
	Date of last change to the requisition.  MM/DD/YY.

	DELIVERY CODE
	Delivery code for delivery point.

	NAME
	Contact(s) name.

	PHONE
	Contact(s) telephone number.

	DELIVER TO
	Special instructions for delivery.

	NSN
	13-digit National Stock Number.

	QTY
	Quantity of item to be delivered.

	UNIT
	What sort of unit the item is measured by (e.g., each, box, roll, etc.).

	FY
	Fiscal year.

	CAN
	Common Accounting Number.

	WILL PICKUP
	Notes whether or not item is to be picked up by customer at the warehouse or store.

	UNIT COST
	Cost of each unit.

	TOTAL
	Total cost of order (Unit Cost * Quantity).

	ITEM LOCATION
	Warehouse, bin, and bulk location of item.

	STATUS
	Status of item (e.g., frozen, normal, discontinued, etc.).

	PRIORITY
	Priority of order.  Determines sequence of orders to be filled.

	SERIAL
	Serial number designated for item.

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	
	

	Note:  The following fields fall under Inventory Control Changes, thus some fields may be redundant for a reason.

	
	

	ADJUST PRIORITY
	(E=EMERGENCY, H=HIGH, N=NORMAL, L=LOW). (Input)

	WILL PICKUP?
	Notes whether or not item is to be picked up by customer at the warehouse or store. (Input)

	CHANGE TO HOLD?
	When a requisition status is changed from a “to be filled” to “hold”, the stock is decommitted and outstanding backorders are released. (Input)

	RELEASE FROM HOLD?
	When a requisition is released from “hold”, the stock is committed.  This adjustment is primarily used to release abnormal issues placed in hold by requisition entry. (Input)

	RETURN FOR CREDIT QTY
	If a delivery is not acceptable, a return for credit transaction is performed.  This action causes a credit to the requisitioner’s account, increases the quantity on hand, and outstanding backorders are released. (Input)

	REFUSAL QUANTITY
	Occurs when there is not enough stock in the warehouse to fill an order after the WSDD was printed. (Input)

	WRITE-OFF(W) or ADJUSTMENT DOWN(A)?
	Action that may be taken is either Write-Off (W) or Adjustment Down (A). (Input)

	SERIAL NUMBER
	Serial number designated for item. (Input)


6.14.3 Navigating

	Entry
	Action Taken

	PF1
	Enter changes

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu 


When the requisition has multiple line numbers, change the line number to the one you wish to view and press ENTER.  If you ask for a line number that is not valid for that requisition, you will get the following message:

REQUESTED REQUISITION IS NOT ON THE DB

6.14.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.15 ISU – Stock Issues

Note:  This screen is valid within the following inventories (e.g., to access this screen, you must first enter one of the following inventories in the Inventory Management Function Selection Menu – see Section 6.1):

	Menu Entry
	Screen Literal
(Inventory Represented)

	
	

	BEI
	BEIB

	DES
	DIV ENG SERVICE

	PHA
	PHARMACY

	MMD
	MATRL HAND DEPT

	SCH
	SURPLS CHEMICAL


6.15.1 Selecting the ISU Submenu Function

To select ISU: 

· Type ISU in the CODE field.

· Press ENTER.  The Issues From Inventory screen appears (as below for the DES inventory).

· This function is also available via the DNS function (Distribution Center/NSN) in Section 7.11 for the DES inventory.

                      DES ISSUES FROM INVENTORY         10/29/99 11:18:01  ODAII

 REQUISITION NO:           CLERK:      DATE ENTERED:          REQUEST:

     NAME:                                   PHONE: (     )     -

 LINE#           NSN           QUANTITY   UNIT  UNIT COST     TOTAL COST  STATUS

 LINE:      NSN:      -    -     -       QUANTITY:          REQUEST NO:

 PF1 ADD  PF3 CANCEL LINE  PF5 DNS  PF9 PRINT  PF4 SCROLL   *EXIT*

	Figure 20.  Issues From Inventory Display


6.15.2 Completing the Issues From Inventory Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	REQUISITION NO
	System-generated requisition number comprised of type of warehouse, BID code, fiscal year, and sequence number. (Input)

	CLERK
	Clerk Initials.

	DATE ENTERED
	Date the requisition was entered. MM/DD/YY.

	REQUEST
	Request number (8-byte length, alphanumeric).

	NAME
	Contact(s) name. (Input)

	PHONE
	Contact(s) telephone number. (Input)

	LINE#
	Unique number to link a given item with a line on the requisition.

	NSN
	13-digit National Stock Number.

	QUANTITY
	Amount of item.

	UNIT
	What sort of unit the item is measured by (e.g., each, box, roll, etc.).

	UNIT COST
	Cost of individual unit.

	TOTAL COST
	Total cost of order (Unit Cost * Quantity).

	STATUS
	Status of item (e.g., frozen, normal, discontinued, etc.).

	LINE
	Error Flag Area (“Error” appears here, if appropriate). (Input)

	NSN
	Error Flag Area (“Error” appears here, if appropriate). (Input)

	QUANTITY
	Error Flag Area (“Error” appears here, if appropriate). (Input)

	REQUEST NO:
	Error Flag Area (“Error” appears here, if appropriate). (Input)


6.15.3 Navigating

	Entry
	Action Taken

	PF1
	Add

	PF3
	Cancel Line

	PF4
	Scroll

	PF5
	Go to the Distribution/Work Center Screen (See Section 7.11)

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF9
	Print

	PF10
	Return to the Inventory Management Submenu


6.15.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.16 CPU – Counter Pickups

This section describes briefly the Counter Pickups submenu function.  The CPU function accesses the Counter Pickup display screen.  This is only applicable for the DES inventory.

6.16.1 Selecting the CPU Submenu Function

To select CPU:  

· Type CPU in the CODE field.

· Press ENTER.  The Counter Pickup screen appears (as below for the DES inventory).

· This function is also available via the GNS function (Generic Name/NSN) in Section 7.10.

                         DES COUNTER PICKUP             10/29/99 11:18:53  ODAIO

 REQUISITION NO:           CLERK:      DATE ENTERED:          REQUEST:

 NAME:                     PHONE: (     )     -

 LINE#        NSN       PICKUP QUANTITY   UNIT      DESCRIPTION           STATUS

 LINE:      NSN:      -    -     -       QUANTITY:          REQUEST NO:

 F1=ADD  F3=CANCEL  F9=PRINT    F5=GENERIC  F6=DESCR   F4=SCROLL      *EXIT*

	 Figure 21.  Counter Pickup Display


6.16.2 Completing the Counter Pickup Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	REQUISITION NO
	System-generated requisition number comprised of type of warehouse, BID code, fiscal year, and sequence number. (Input)

	CLERK
	Clerk Initials.

	DATE ENTERED
	Date the requisition was entered. MM/DD/YY.

	REQUEST
	Request number (8-byte length, alphanumeric).

	NAME
	Contact(s) name. (Input)

	PHONE
	Contact(s) telephone number. (Input)

	LINE#
	Unique number to link a given item with a line on the requisition.

	NSN
	13-digit National Stock Number. (Input)

	PICKUP QUANTITY
	Amount of item to be picked up at warehouse/store.

	UNIT
	What sort of unit the item is measured by (e.g., each, box, roll, etc.).

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	STATUS
	Status of item (e.g., frozen, normal, discontinued, etc.).

	LINE
	Error Flag Area (“Error” appears here, if appropriate). (Input)

	NSN
	Error Flag Area (“Error” appears here, if appropriate). (Input)

	QUANTITY
	Error Flag Area (“Error” appears here, if appropriate). (Input)

	REQUEST NO:
	Error Flag Area (“Error” appears here, if appropriate). (Input)


6.16.3 Navigating

	Entry
	Action Taken

	PF1
	Add

	PF3
	Cancel

	PF4
	Scroll

	PF5
	Go/Return to the Generic Name/NSN Screen (See Section 7.10)

	PF6
	Go to the Stock Master Description Screen (Full Description)                      (See Section 7.21)

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF9
	Print

	PF10
	Return to the Inventory Management Submenu


6.16.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.17 PRT – Print Orders

This section describes briefly the Printing Orders submenu function.  The PRT function accesses the Counter Pickup display.  This screen is slightly different than the Counter Pickup Screen in Section 7.17.

6.17.1 Selecting the PRT Submenu Function

To select PRT:

· Type PRT in the CODE field.

· Press ENTER.  The Counter Pickup screen appears (as below for the CSR inventory):
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	Figure 22.  Counter Pickup Display


Note:  Enter requisition number and press ENTER.

6.17.2 Completing the Counter Pickup Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	REQUISITION NO
	System-generated requisition number comprised of type of warehouse, BID code, fiscal year, and sequence number. (Input)

	CLERK
	Clerk Initials.

	DATE ENTERED
	Date the requisition was entered. MM/DD/YY.

	REQUEST
	Request number (8-byte length, alphanumeric).

	DELIVERY CODE
	Delivery code for delivery point.

	NAME
	Contact(s) name.

	PHONE
	Contact(s) telephone number.

	LINE#
	Unique number to link a given item with a line on the requisition.

	NSN
	13-digit National Stock Number.

	PICKUP QUANTITY
	Amount of item to be picked up at warehouse/store.

	UNIT
	What sort of unit the item is measured by (e.g., each, box, roll, etc.).

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	STATUS
	Status of item (e.g., frozen, normal, discontinued, etc.).


6.17.3 Navigating

	Entry
	Action Taken

	PF4
	Scroll

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF9
	Print

	PF10
	Return to the Inventory Management Submenu


6.17.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.18 STA – Inventory Status

This screen allows the user to close or open inventories. The STA function accesses the Inventory Status, which determines the current inventory situation.

6.18.1 Selecting the STA Submenu Function

To select STA:

· Type STA in the CODE field.

· Press ENTER.  The Inventory Status screen appears (as below):
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	Figure 23.  Inventory Status Display


Note:  Press ENTER to view current data.

6.18.2 Completing the Inventory Status Display

Complete the required field (See Field Description):

	Field
	Entry

	STATUS
	By inventory, either the literal “OPEN” or the date the inventory closed (MM/DD/YY).


6.18.3 Navigating

	Entry
	Action Taken

	PA1


	Go to the next pages, the Drop Shipment and Inventory Surcharges Screen (See Section 7.29) and the Inventory Flat Rates Screen (See Section 7.30).

	PF1
	Post data, whether open or date closed.

	PF7


	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


6.18.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.19 TBL –Table Menu

This screen allows the user to review information in a Table Menu format.  The TBL function accesses the Inventory Table Submenu.  This table contains valid values for certain codes (e.g., the unit of issue code).  Once you enter a table code, the appropriate screen for that code is presented.

6.19.1 Selecting the TBL Submenu Function

To select TBL:

· Type TBL in the CODE field.

· Press ENTER.  The Inventory Table screen appears (as below for the CSR inventory):
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	Figure 24.  Inventory Table Submenu Display


Note:  Press ENTER for a list of the available tables.

6.19.2 Completing the Inventory Table Submenu Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	INITIALS
	Clerk initials.

	ID
	Clerk initials.

	CODE
	3-byte alphanumeric code attributed to a particular table.  In this field, you may enter the code; the next is for display only.  If you wish to enter new code/table info, type NEW in this field.  You will then be able to enter Table ID, Code, View, and Title of Table (25-byte maximum) information (hit ENTER key to redisplay info just entered, PF1 to add the information to the database, or PF3 to delete it from the database). (Input)

	CODE
	3-byte alphanumeric code attributed to a particular table for display only here. (Input)

	TITLE OF TABLE
	Title of table – 25-byte maximum – for display only here. (Input)

	TABLE ID
	2-byte alphanumeric code attributed to a particular table for display only here. (Input)


6.19.3 Navigating

	Entry
	Action Taken

	PF7
	Return to the Inventory Management Function  

	PF10
	Return to the Inventory Management Submenu


6.19.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.20 Stock Master Description Screen

This screen allows the user to review, add or change the full description information.  

6.20.1 Selecting the Stock Master Description Screen

This screen is accessed from NSN (National Stock Number Definition) in Section 7.1, VEN (Vendor Information) in Section 7.3, GNS (Generic Name/NSN) in Section 7.10, DNS (Distribution Center/NSN) in Section 7.11 or CPU (Counter Pickups) in Section 7.17).

· Entering the Full Description:

Type the full-item description.  The full description will appear as a split screen while you type.  The description will be printed on the purchase order as a single column entry with each half-screen interleaved.  

The Stock Master Description screen appears (as below for the CSR inventory):
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	Figure 25.  Stock Master Description Display


6.20.2 Completing the Stock Master Description Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number

	CATEGORY
	2-digit Stock Category code.  Stock categories are listed below.

	
	00 - Unassigned

	
	01 - Lab supplies, photographic supplies, lab plasticware

	
	02 - Lab glassware

	
	03 - Hospital and surgical supplies

	
	04 - Housekeeping and maintenance supplies

	
	05 - Office supplies (bond paper, staples, etc.)

	
	06 – Chemicals

	
	07 - Forms and publications (envelopes, etc.)

	
	08 - Human foods

	
	15 - Dry ice

	
	63 - Animal food and bedding

	DATE ESTABLISHED
	MM/DD/YY.  Date NSN was established.

	STATUS
	Status of item (e.g., frozen, normal, discontinued, etc.). 

	DESCRIPTION
	Full description of item.  It will appear as a split screen while you type. (Input)

	COPY FROM
	For the PF4 option, enter the NSN whose description you want to copy.  Otherwise, leave this blank.


6.20.3 Navigating

	Entry
	Action Taken

	PF1
	Add/Replace description

	PF4
	Copy description from specified NSN

	PF5
	Go/Return to Approved Sources Screen (See Section 7.3)

	PF9
	Return to Inventory Management Function

	PF10
	Return to Inventory Management Submenu

	


6.20.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.21 Inventory Control Demand Usage Screen

This screen allows the user to view usage information for the current month and the average monthly usage for the past six months.  

6.21.1 Selecting the Inventory Control Demand Usage Screen

This screen is accessed from IND (Individual Inventory Control) in Section 7.2.

· The Inventory Control Demand Usage screen appears (as below for the CSR inventory):

                     CSR INVENTORY CONTROL DEMAND USAGE                  ODAI2

 NSN:      -    -     -       CATEGORY:    CLERK:      LAST CHANGE:

 DESCRIPTION:                               STATUS:     STATUS DATE:

 LOCATION    STORE:

 MONTH:       YEAR:           BEGINNING QUANTITY:             UNIT OF ISSUE:

                             BEGINNING UNIT COST:

 NUMBER OF

            DEMANDS:            CURRENT QUANTITY:

         BACKORDERS:                    QUANTITY:

   SPECIAL EXPEDITE:

     REPLENISHMENTS:

           SIX MONTH AVERAGE MONTHLY USAGE

 LAST 6 MONTHS

 ITEM NOT FOUND IN INVENTORY

                  PRESS PF4 TO RETURN TO INVENTORY SCREEN   *EXIT*

	Figure 26.  Inventory Control Demand Usage Display


6.21.2 Completing the Inventory Control Demand Usage Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number (Input)

	CATEGORY
	2-digit Stock Category code.  Stock categories are listed below.

	
	00 - Unassigned

	
	01 - Lab supplies, photographic supplies, lab plasticware

	
	02 - Lab glassware

	
	03 - Hospital and surgical supplies

	
	04 - Housekeeping and maintenance supplies

	
	05 - Office supplies (bond paper, staples, etc.)

	
	06 – Chemicals

	
	07 - Forms and publications (envelopes, etc.)

	
	08 - Human foods

	
	15 - Dry ice

	
	63 - Animal food and bedding

	CLERK
	Clerk initials.

	LAST CHANGE
	Last change date.  MM/DD/YY.

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	STATUS
	Status of item (e.g., frozen, normal, discontinued, etc.).

	STATUS DATE
	Latest status date.  MM/DD/YY.

	LOCATION
	Location of item.

	MONTH
	Current month.

	YEAR
	Current year.

	BEGINNING QUANTITY
	Quantity at the beginning of the month.

	UNIT OF ISSUE
	What sort of unit the item is measured by (e.g., each, box, roll, etc.).

	BEGINNING UNIT COST
	Beginning unit cost for the month.

	NUMBER OF DEMANDS
	Number of demands for the month.

	CURRENT QUANTITY
	Current quantity issued.

	NUMBER OF BACKORDERS
	Number of backorders for the month.

	QUANTITY
	Quantity on backorder.

	NUMBER OF SPECIAL EXPEDITE
	Number of special expedites for the month.

	NUMBER OF REPLENISHMENTS
	Number of replenishments for the month.

	SIX MONTH AVERAGE MONTHLY USAGE
	By month, the average monthly usage for the last 6 months.


6.21.3 Navigating

	Entry
	Action Taken

	PF4
	Return to the Inventory Control Screen (See Section 7.2)

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


6.21.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.22 Inventory Demand History Screen

This screen allows the user to view information for a 12-month period.

6.22.1 Selecting the Inventory Demand History Screen

This screen is accessed from IND (Individual Inventory Control) in Section 7.2 or SOQ (Replenishment Specification) in Section 7.14.

· The Inventory Demand History screen appears (as below for the CSR inventory):

                     CSR INVENTORY DEMAND HISTORY AS OF 10/29/99         ODAI4

 NSN:      -    -     -      CATEGORY:    DESCRIPTION:

        ------------ BEGINNING ------------ --NUMBER OF --         BACK-

 MON/YR  QTY  UOI UNIT COST TOTAL $ VALUE      D   B  S  R ISSUES ORDERS    AMU

 ITEM NOT FOUND IN INVENTORY

      D = DEMANDS  B = BACKORDERS  S = SPECIAL EXPEDITE  R = REPLENISHMENTS

            PF4 IND  PF8 SOQ                                *EXIT*

	Figure 27.  Inventory Demand History Display


6.22.2 Completing the Inventory Demand History Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	NSN
	13-digit National Stock Number (Input)

	CATEGORY
	2-digit Stock Category code.  Stock categories are listed below.

	
	00 – Unassigned

	
	01 - Lab supplies, photographic supplies, lab plasticware

	
	02 - Lab glassware

	
	03 - Hospital and surgical supplies

	
	04 - Housekeeping and maintenance supplies

	
	05 - Office supplies (bond paper, staples, etc.)

	
	06 – Chemicals

	
	07 - Forms and publications (envelopes, etc.)

	
	08 - Human foods

	
	15 - Dry ice

	
	63 - Animal food and bedding

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	MON/YR
	Month and year for a 12-month period.

	BEGINNING QTY
	Per month/year, the beginning quantity on hand.

	BEGINNING UOI
	Per month/year, the beginning unit of issue.

	BEGINNING UNIT COST
	Per month/year, the beginning unit cost.

	BEGINNING TOTAL $ VALUE
	Per month/year, the beginning total dollar value.

	NUMBER OF D
	Per month/year, the number of demands.

	NUMBER OF B
	Per month/year, the number of backorders.

	NUMBER OF S
	Per month/year, the number of special expedites.

	NUMBER OF R
	Per month/year, the number of replenishments.

	ISSUES
	Per month/year, the quantity issued during the month.

	BACKORDERS
	Per month/year, the quantity on backorder during the month.

	AMU
	Per month/year, the average monthly usage.


6.22.3 Navigating

	Entry
	Action Taken

	PF4
	Go/Return to the Inventory Control Screen (See Section 7.2)

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF8
	Go/Return to the Suggested Order Screen (See Section 7.14)

	PF10
	Return to the Inventory Management Submenu


6.22.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.23 Dry Ice Deliveries Screen

This screen allows the user to review the orders for Dry Ice by NSN.  It is produced for the current date or for the date specified on the Requisition Activity Screen (Section 7.6), if filled.

6.23.1 Selecting the Dry Ice Deliveries Screen

This screen is accessed from ACT (Requisition/Issue Activity) in Section 7.6 or the Compressed Gas Cylinders Screen (Section 7.25).

· The Dry Ice Deliveries screen appears (as below for the AFB inventory):

                     AFB  -  DRY ICE DELIVERIES                          ODAI3

 DATE REQUESTED:  10/29/99

   BLOCK    CRUSHED    SLAB/SLICED    BUILDING    ROOM       CONTACT

    TOTAL BLOCK =            TOTAL CRUSHED =            TOTAL SLAB =

    PF4 ACT     PF8 COMPRESSED GAS          PA1 BUILDING TOTALS       *EXIT*

	Figure 28.  Dry Ice Deliveries Display


6.23.2 Completing the Dry Ice Deliveries Display

No fields are input.  See Fields Descriptions:

	Field
	Entry

	DATE REQUESTED
	Date requested (MM/DD/YY).  This is passed from the Requisition Activity Screen (Section 7.6).

	BLOCK
	Number of blocks.

	CRUSHED
	Number of crushed.

	SLAB/SLICED
	Number of slabs.

	BUILDING
	Delivery building.

	ROOM
	Delivery room.

	CONTACT
	Delivery contact.

	TOTAL BLOCK
	Total blocks.

	TOTAL CRUSHED
	Total crushed.

	TOTAL SLAB
	Total slab.


6.23.3 Navigating

	Entry
	Action Taken

	PA1
	Building Totals

	PF4
	Return to the Requisition Activity Screen (See Section 7.6)

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF8
	Go/Return to the Compressed Gas Cylinders Screen (See Section 7.25)

	PF10
	Return to the Inventory Management Submenu


When multiple pages, press PA1 to proceed to the next page.  ‘LAST PAGE’ will show on the last page.

6.23.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.24 Compressed Gas Cylinders Screen

This screen allows the user to review the orders for Compressed Gas by NSN.  It is produced for the current date or for the date specified on the Requisition Activity Screen (Section 7.6), if filled.  This is applicable for the CSR inventory.

6.24.1 Selecting the Compressed Gas Cylinders Screen

This screen is accessed from ACT (Requisition/Issue Activity) in Section 7.6 or the Dry Ice Deliveries Screen (Section 7.24).

· The Compressed Gas Cylinders screen appears (as below):

 REQUEST DATE: 10/29/99    COMPRESSED GAS CYLINDERS    10/29/99 11:26:31  ODAI0

          NSN             DESCRIPTION               QTY     QOH     QDI     QOB

 PF4 ACT PF5 DRY ICE      LAST PAGE                                   *EXIT*

	Figure 29.  Compressed Gas Cylinders Display


6.24.2 Completing the Compressed Gas Cylinders Display

No fields are input.  See Fields Descriptions:

	Field
	Entry

	REQUEST DATE
	Date requested (MM/DD/YY).  This is passed from the Requisition Activity Screen (Section 7.6).

	NSN
	13-digit National Stock Number.

	DESCRIPTION
	Abbreviated item description (25 char. Max).

	QTY
	Quantity ordered.

	QOH
	Quantity on hand.

	QDI
	Quantity due in.

	QOB
	Quantity on backorder.


6.24.3 Navigating

	Entry
	Action Taken

	PF4
	Return to the Requisition Activity Screen (See Section 7.6)

	PF5
	Go/Return to the Dry Ice Deliveries Screen (See Section 7.24)

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


When multiple pages, press PA1 to proceed to the next page.  ‘LAST PAGE’ will show on the last page.

6.24.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.25 Refrigerated Items Vendor Order Screen

This screen allows the user to review the orders for Refrigerated Items by NSN.  It is produced for the current date or for the date specified on the Requisition Activity Screen (Section 7.6), if filled.

6.25.1 Selecting the Refrigerated Items Vendor Order Screen

This screen is accessed from ACT (Requisition/Issue Activity) in Section 7.6 or the Refrigerated Item Deliveries Screen (Section 7.27).

· The Refrigerated Items Vendor Order screen appears (as below):

 DATE:                 REFRIGERATED ITEMS VENDOR ORDER                AXBI8

          NSN               QUANTITY    UNIT       UNIT COST          TOTAL COST

 **** - ** - *** - ****      ******      **     ORDER TOTAL                  .00

      -    -     -

      -    -     -

      -    -     -

      -    -     -

      -    -     -

      -    -     -

      -    -     -

      -    -     -

      -    -     -

      -    -     -

      -    -     -

      -    -     -

      -    -     -

      -    -     -

      -    -     -

      -    -     -

 PF4 ACT   PF7 MAIN MENU   PF8 PRINT REFR DELIV   PF9 REFR DELIV   PF10 SUB-MENU

                                                                      *EXIT*

	Figure 30.  Refrigerated Items Vendor Order Display


6.25.2 Completing the Refrigerated Items Vendor Order Display

No fields are input.  See Fields Descriptions:

	Field
	Entry

	DATE
	Date requested (MM/DD/YY).  This is passed from the Requisition Activity Screen (Section 7.6).

	NSN
	13-digit National Stock Number.

	QUANTITY
	Quantity ordered.

	UNIT
	What sort of unit the item is measured by (e.g., each, box, roll, etc.).

	UNIT COST
	Cost of each unit.

	TOTAL COST
	Dollar value of quantity ordered.


6.25.3 Navigating

	Entry
	Action Taken

	PF4
	Return to the Requisition Activity Screen (See Section 7.6)

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF8
	Print the Refrigerated Item Deliveries Report (See Section 7.27 for the Refrigerated Item Deliveries Screen)

	PF9
	Go/Return to the Refrigerated Item Deliveries Screen (See Section 7.27)

	PF10
	Return to the Inventory Management Submenu


When multiple pages, press PA1 to proceed to the next page.  The Order Total will show on the last page.

6.25.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.26 Refrigerated Item Deliveries Screen

This screen allows the user to review the orders to be delivered for Refrigerated Items by Building, Room, Requisition and NSN.  It is produced for the current date or for the date specified on the Requisition Activity Screen (Section 7.6), if filled.

6.26.1 Selecting the Refrigerated Item Deliveries Screen

This screen is accessed from ACT (Requisition/Issue Activity) in Section 7.6 or the Refrigerated Items Vendor Order Screen (Section 7.26).

· The Refrigerated Item Deliveries screen appears (as below):

 DATE:                   REFRIGERATED ITEM DELIVERIES                     AXBI9

  BLDG   ROOM   REQUISITION        NAME              NSN         UNIT  QUANTITY

 PF4 ACT   PF7 MAIN MENU   PF8 REFR ORDER   PF9 PRINT REFR DELIV   PF10 SUB-MENU

                                                                      *EXIT*

	Figure 31.  Refrigerated Item Deliveries Display


6.26.2 Completing the Refrigerated Item Deliveries Display

No fields are input.  See Fields Descriptions:

	Field
	Entry

	DATE
	Date requested (MM/DD/YY).  This is passed from the Requisition Activity Screen (Section 7.6).

	BLDG
	The building where the item will be delivered.

	ROOM
	The room where the item will be delivered.

	REQUISITION 
	The requisition number.

	NAME
	The name of the person to receive the item.

	NSN
	13-digit National Stock Number.

	UNIT
	What sort of unit the item is measured by (e.g., each, box, roll, etc.).

	QUANTITY
	The quantity of the item to be delivered.


6.26.3 Navigating

	Entry
	Action Taken

	PF4
	Return to the Requisition Activity Screen (See Section 7.6)

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF8
	Go/Return to the Refrigerated Items Vendor Order Screen (See Section 7.26)

	PF9
	Print the Refrigerated Item Deliveries Report 

	PF10
	Return to the Inventory Management Submenu


When multiple pages, press PA1 to proceed to the next page.  

6.26.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.27 Transfers to Distribution Center Screen

This screen allows the user to transfer inventory to another destination.  This screen is applicable for the PHA and MMD inventories.

6.27.1 Selecting the Transfers to Distribution Center Screen

This screen is accessed from DNS (Distribution Center/NSN) in Section 7.11.

· The Transfers to Distribution Center screen appears (as below for the PHA inventory):

                PHA TRANSFERS TO DISTRIBUTION CENTER    10/29/99 11:19:41  ODAII

 REQUISITION NO:           CLERK:      DATE ENTERED: 10/29/99  DESTINATION:

 LINE#           NSN           QUANTITY   UNIT  UNIT COST     TOTAL COST  STATUS

 -------------------------------------------------------------------------------

 LINE:      NSN:      -    -     -       QUANTITY:          DESTINATION:

    PF1 ADD    PF3 CANCEL LINE   PF5 DNS    PF4 SCROLL      *EXIT*

	Figure 32.  Transfers to Distribution Center Display


6.27.2 Completing the Transfers to Distribution Center Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	REQUISITION NO
	The requisition number. (Input)

	CLERK
	Clerk initials.

	DATE ENTERED
	Date entered. MM/DD/YY.

	DESTINATION
	Destination code.

	LINE#
	Line number from requisition.

	NSN
	13-digit National Stock Number

	QUANTITY
	Quantity of item.

	UNIT
	What sort of unit the item is measured by (e.g., each, box, roll, etc.).

	UNIT COST
	Unit cost.

	TOTAL COST
	Total cost.

	STATUS
	Status of item (e.g., frozen, normal, discontinued, etc.).

	LINE
	Line number. (Input)

	NSN
	13-digit National Stock Number. (Input)

	QUANTITY
	Quantity of item. (Input)

	DESTINATION
	Destination code.  This code is passed from the Distribution/Work Center Screen (Section 7.11).


6.27.3 Navigating

	Entry
	Action Taken

	PF1
	Add

	PF3
	Cancel

	PF4
	Scroll

	PF5
	Return to the Distribution/Work Center Screen (See Section 7.11)

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


6.27.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.28 Drop Shipment and Inventory Surcharges Screen

This screen allows the user to review or enter the drop shipment and inventory surcharges for each inventory.

6.28.1 Selecting the Drop Shipment and Inventory Surcharges Screen

This screen is accessed from STA (Inventory Status) in Section 7.19 by pressing PA1 one time.

· The Drop Shipment and Inventory Surcharges screen appears (as below):

                                 INVENTORY SURCHARGES             ODAIS PAGE 2

 CENTRAL STORES              SELF SERVICE STORES         OTHERS

   GDC           0.00          BUILDING 10   0.00          PHARMACY    0.00

   AFB @ GDC     0.00          BUILDING 31   0.00          GLASSWARE   0.00

   CHM @ GDC     0.00          BUILDING 35   0.00          BEIB SES    0.00

   CLOTHING      0.00          ROCKLEDGE     0.00          BEIB SER    0.00

   REF @ GDC     0.00          EXEC. PLAZA   0.00          DES         0.00

                                                           MMD         0.00

                            DROP SHIPMENT SURCHARGES

   GDC           0.00          BUILDING 10   0.00          PHARMACY    0.00

   AFB @ GDC     0.00          BUILDING 31   0.00          GLASSWARE   0.00

   CHM @ GDC     0.00          BUILDING 35   0.00          BEIB SES    0.00

   CLOTHING      0.00          ROCKLEDGE     0.00          BEIB SER    0.00

   REF @ GDC     0.00          EXEC. PLAZA   0.00          DES         0.00

                                                           MMD         0.00

                               DRY ICE SURCHARGES

   CRUSHED       0.00          BLOCK/SLAB    0.00

    HIT PF1 TO CHANGE SURCHARGE ( 99V99 )                             *EXIT*

	Figure 33.  Drop Shipment and Inventory Surcharges Display


6.28.2 Completing the Drop Shipment and Inventory Surcharges Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	INVENTORY SURCHARGES
	By inventory, the amount of the inventory surcharge.

	DROP SHIPMENT SURCHARGES
	By inventory, the amount of the drop shipment surcharge.

	DRY ICE CRUSHED SURCHARGE
	For Dry Ice, the amount of the crushed surcharge.

	DRY ICE BLOCK/SLAB SURCHARGE
	For Dry Ice, the amount of the block/slab surcharge.


6.28.3 Navigating

	Entry
	Action Taken

	PA1
	Go to the next page, the Inventory Flat Rates Screen (See Section 7.30)

	PF1
	Post data entered

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


6.28.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.

6.29 Inventory Flat Rates Screen

This screen allows the user to review or enter the inventory flat rates surcharges for each inventory.

6.29.1 Selecting the Inventory Flat Rates Screen

This screen is accessed from STA (Inventory Status) in Section 7.19 by pressing PA1 two times.

· The Inventory Flat Rates screen appears (as below):

                                 INVENTORY FLAT RATES             ODAIS PAGE 3

 CENTRAL STORES              SELF SERVICE STORES         OTHERS

                            BULK FLAT RATES

   GDC              0.00       BUILDING 10      0.00       PHARMACY       0.00

   AFB @ GDC        0.00       BUILDING 31      0.00       GLASSWARE      0.00

   CHM @ GDC        0.00       BUILDING 35      0.00       BEIB SES       0.00

   CLOTHING         0.00       ROCKLEDGE        0.00       BEIB SER       0.00

   REF @ GDC        0.00       EXEC. PLAZA      0.00       DES            0.00

                                                           MMD            0.00

                             REPACKAGING FLAT RATES

   GDC              0.00       BUILDING 10      0.00       PHARMACY       0.00

   AFB @ GDC        0.00       BUILDING 31      0.00       GLASSWARE      0.00

   CHM @ GDC        0.00       BUILDING 35      0.00       BEIB SES       0.00

   CLOTHING         0.00       ROCKLEDGE        0.00       BEIB SER       0.00

   REF @ GDC        0.00       EXEC. PLAZA      0.00       DES            0.00

                                                           MMD            0.00

    ENTER FLAT RATE SURCHARGES ( 9999V99 )

    HIT PF1

                                                                      *EXIT*

	Figure 34.  Inventory Flat Rates Display


6.29.2 Completing the Inventory Flat Rates Display

Complete the required fields (See Fields Descriptions):

	Field
	Entry

	BULK FLAT RATES
	By inventory, the amount of the bulk flat rate surcharge.

	REPACKAGING FLAT RATES
	By inventory, the amount of the repackaging flat rate surcharge.


6.29.3 Navigating

	Entry
	Action Taken

	PA1
	Return to the Inventory Status Screen (See Section 7.19)

	PF1
	Post data entered

	PF7
	Return to the Inventory Management Function.  In general, if you enter another Inventory Management Submenu code after the ‘*EXIT*’ on the screen prior to pressing PF7, you will go to that screen instead.

	PF10
	Return to the Inventory Management Submenu


6.29.4 Error Messages

Specific error messages or popup messages that could require input from the user are described in this section.
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