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Overview

This manual is intended to assist county vehicle service team members with ordering, receiving, and
managing inventory within ARTS.

Definitions

e Inv-Inventory
e |IPI - lowa Prison Industries Division of the Department of Corrections

VRT Ordering, Receiving, & Managing Inventory within ARTS



Plates
Ordering Plates (within ARTS)

1. ARTS > Inventory > Manage Orders.

Console  View Work Management VRT Reports PWD
Fast Path ru - Go

Plate Merge Customer MCS

2. Inv Loc. Group > Your County (Example: Adams).

Qty On Hand appvd On Order Pend On Order Est On Hand Std On Hand

Apovd Amt

11/3/2022




3. Inv Class > Plate

Fikers
Inv Location Group Inv Class (®) Standard
e > [ I® O Specal [[Cotrwe || Resst
L2 3
. Orders  Place Orders Image Units
Sample
Registration
Title
€ >
Invertory Anslysis
Qty On Hand Appvd On Order Pend On Order Est On Hand 5td On Hand Appvd Amt
Dy Usage Est Lisage Deviation .
| | | | | | | [v] Chngesias| [Sme | [ Rewt

4. Select Continue.

£

>
Invertary Analysis
Qty On Hand Appvd On Order pend On Order Est On Hand 5td On Hand Appvd Amt
Dy Usage Est Usage Deviation

i | = | V] Crongesits| [ Sae || Fevet

VRT Ordering, Receiving, & Managing Inventory within ARTS



5. Select Place Orders tab and choose desired product(s).

20 Marme Orders
Filters
Inv Location Group Inv Class (®) Standard
[Adams [~] Plate v O Special | cortinue || Reset

Orderd Place Orders
Inventory and Order Data  [] Days View

Class & Type QtyOnH... AppvdQt.. PendQty... TypDaily... LeadTime SuggOr... EstDelv.. AutoO... A
Plate-Blackout Ig 2 | 9% 0 0 1 21 Dos152022) []
Plate-Blackout sm 1 » i} 0 1 21 39 08-15-2022 | [
Plate-Breast CAlg 2 33 0 0 1| 21 23 08-15-2022 . []

S
Plate-Breast CA sm 1 5 0 i 1| 21 56 08-15-2022 | [ |
Plate-Cattlemans Ig 2 5 0 0 1 21 56/08-15-2022| [
Plate-Cattiemans sm 1 10 0 0 1) 21 51p8-15-2022 | [] v
Place Order for Plate-Blackout Ig 2
Vendor lowa Prison Industries Division | Est. Delv Date  |08-15-2022 Courty Adams
Location Adams - Primary Storer. .. Ti Address 1 I EstGQyonHand |75

Description | T’ Address 2 | I Std Gty on Hand
perin | |cosswe [ || o] s
) L T we [

Comment | | Place Order | Reset

6. When selecting the plate type, the “Place Order for Plate —“ will change to the selected plate. Check
to ensure the correct plate is selected before proceeding.

Inv Location Group Inv Class (@) Standard

[adams [+] Plate [v () Special [ Contnue || Reset

Orders Place Orders
Invertory and Order Data  [[] Days View

Class & Type ty OnH... f'[wdqt... Pend Qty ... TypDaily... LeadTime SuggOr... EstDelv... AutoO...
Cty On Hand i
Plate-Blackout Ig 2 e 0 0 1 21 0jos-15-2022| [
Plate-Blackout sm 1 22 1] 0 1 21| 3908152022 | [
Slates I ] 23 o 0 4 241 2308452077 (e

te-Lattiemans ig
Plate-Cattlemans sm 1 10 0 1] 1 21 53|08-15-2022 O | v

Place Order for Plate-Breast CAsm 1 |

Vendor Towa Prison Industries Division | Est. Delv Date  [08-152022 | Courty Adams :
Location Adams - Primary Storer... Il] Address 1 ] EstGtyonHand |-16 |
Descrpton | o] Mz | | dayon

— T L T —
S L T . weo [

Comment | | | Place Order | | Reset
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7. Description > dropdown menu to select county.

Your county should be the only one available.

Filters
Inv Location Group Inv Class (®) Standard
Adams =l pate  [¥] O Soecial | Reset |
Orders Place Orders
Inventory and Order Data ] Days View
Class & Type QtyOnH... AppvdQt.. PendQty... TypDaily... LeadTime SuggOr... EstDelv... AutoO... Ao
Plate-Blackout Ig 2 96 0 ol i o 0los-15-2022| [
Plate-Blackout sm 1 22 al 0l 1 21 39/p8-15-2022 | [
Plate-Breast CA lg 2 38| 0 0 1 21 23| 08-15-2022 O
Plate-Breast CA sm 1 5 0 0 1 21 56 08-15-2022 [
Plate-Cattlemans Ig 2 5| 0 of 1 21 S6\08-152022| [
Plate-Cattiemans sm 1 10 0 0 1 21 S1ps-15-2022| [ |,
Place Order for Plate-Breast CA sm 1
Vendor lowa Prison Industries Division | Est. Delv Date |08-15-2022 County Adams
Location Adams - Primary Storer... || Address 1 l EstQtyonHand |16
e " | | sty i
FET. Tov/sde [ [ o] st
oo [ Mm [ R —
Comment | | | Place Order || Resat |
 Cancel |

8. Select tab to autofill Attention.

Fiters
Inv Location Group Inv Class (®) Standard
Adams I~] Plate [~ O Special [Contrwe || Resst |
Orders FPlace Orders
Inventory and Order Data [ ] Days View
Class & Type QtyOnH... AppvdQt.. PendQty... TypDaily... LeadTime SuggOr... EstDelv... AutoO... A
PlateBlackout g 2 96 0 0 1 21 Djos-15-2022| [
Plate-Blackout sm 1 2| 0 0 1 21 3908-15-2022| [
Plate-Breast CA lg 2 38 0 0 1 21 23|08-15-2022| [
Flate-Cattiemans Ig 2 5 0 0 1 21 56/08-15-2022| [
Plate-Cattlemans sm 1 10 0 0 1 21 51los-15-2022| [] |
Place Order for Plate-Breast CAsm 1 =
Vendor [lowa Prison Industries Division | Est. Delv Date [08-15-2022 County Adams _
Location  [adams -Primary Storer... |~ || Address 1 500 %h St. [etGtyonHard  [-16 _

Description  |Adams County

[<]| Address 2

Attention Adams County Treasurer City / State Coming 1A | + || Est Usage
T | = a0

4y n ot

1
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9. Select date needed > (3 weeks out). There must be a date in the Date Needed field.The dropdown
menu will pull the current month. There is a 21-day window for plate fulfillment. This date is
determined by ARTS and is displayed in the Est. Delv Date field.

Inv Location Group Inv Class @ Standard
T [~] Plate ~ O Special Contiwe | Reset |
Orders  Place Orders
Inventory and Order Data ] Days View
Class & Type QtyOnH... AppvdQt... PendQty... TypDaiy... LeadTime SuggOr... EstDelv... AutoO... S
Plate-BlackoutIg 2 9% 0 0 1 21 0los-15-2022| [
Plate-Blackout sm 1 2 0 0 1 21 Bos-15-022| [
Plate-Breast CAlg 2 38 1] 0 1 21 23|p8-15-2022 O
 Plate-Breast CAsm 1 5 0 0 1 21 56 08-15-2022| []
Plate-Cattlemans lg 2 5 0 0 1 21 56 08-15-2022| [
Plate-Cattiemans sm 1 10 0 0 1 21 sijos-15-2022| [J |
< >
Place Order for Plate-Breast CAsm 1
Vendor lowa Prison Industries Division]] Est. Delv Date |08-15-2022 I County Adams
Location Adams - Primary Storer... ‘v Address 1 500 Sth St. I Est Gty on Hand -16
Desciiption  [Adams County |v| Addess2 | | 5td Gty on Hand
Attention |AdarnsCo1.ntyTreaa.ler I City / State |Corrn'ng ] |IA |v[ Est Usage !:l
Date Needed M zo [50841 Qty fea) [ 1
e W MWy ©® W22 | ‘ Place Ord | [ Res |
SMTWTES § -
&2 )
34567 8¢9
10 11 12 13 14 15 16 .
2021 2223 §
30

Fitters
Inv Location Group Inv Class (®) Standard
s = O oo s

Orders  Place Orders
Inventory and Order Data  [] Days View

Class & Type QtyOnH... AppvdQt.. PendQty... TypDaily... LeadTme SuggOr... EstDelv... AutoO.. *
Plate-Blackout Ig 2 % 0 0 1 21 olos-1s-2022| [
Plate-Blackout sm 1 2 0 0 1 21 39 08-152022| [
PIaIE-BraastCAIgZ 38 0 0 1 21 .0&15 2022|  [O
Plate- ) o 1 u sewsan O
Hate-Catﬂemansng 5 0 0 1 21 56 08-15-2022| [
Plate-Cattliemans sm 1 10 0 0 i 21 51;03-15 2022) [0 |
< >
Place Order for Plate-Breast CAsm 1
Vendor lowa Prison Industries Division | Est. Delv Date (03152022 | County Adams
Location Adams - Primary Storer... || Address 1 500 Sh St. EstQtyonHand  [-16
Description ~ |Adams County [V] Address2 | | Std Gty on Hand

piion oot e Oy /5me s o] e B ]
IDdehbecbd (715202 [_IZ‘p Gty (ea) L1

| | Place Order || Resst
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10. Qty > order total amount.
a. Example: Pairs come in boxes of 50 and singles (large trailer and small trailer) come in boxes
of 100. Multiples of these numbers need to be used.

Fiters
Inv Location Group Inv Class (® Standard
A [~ phite = O Special Continue Reset

Orders Place Orders
Inventory and Order Data ] Days View

Class & Type QtyOnH... AppvdQt.. PendQty... TypDaly.. LeadTime SuggOr... EstDelv.. AutoO... ™
Plate-Blackout Ig 2 ES 0 0 1 21 0152022, [
Plate-Blackout sm 1 2 0 0 1 21 9152022 [
Plate-Breast CA lg 2 8 0 0 1 21 23lgg-15-2022) [
Plate-Breast CA sm 1 5 0 0 1 21 56 08-1520221 [
Plate-Cattlemans Ig 2 5 0 0 1 21 % 0s-152022| [J
Plate-Cattemans sm 1 10 0 0 1 21 stos15202| O o

< >

Place Order for Plate-Breast CA sm 1

Vendor lowa Prison Industries Division | Est. Delv Date  [08-15-2022 Courty Adams

Location Adams - Primary Storer... |VI Address 1 500 %h St. ‘ EstQtyonHand |-16

Description [Adams County [v] Address2 | | StdQty on Hand

Attention |Adams County Treasurer | City / State Coming | 1A ‘ ~ | EstlUsage 21
Date Needed [3/15/2022 vz Qyea) & I
Comment | | Place Order Reset

| Cancel |
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11. Utilize the Comment box if it is a RUSH ORDER or a FAKE ORDER.
a. Note: Also contact Rhonda Fowler for all RUSH ORDERS.

12. Select Place Order.

13. Select the Orders tab to verify the order is placed.

.. TypDaly ... LeadTime SuggOr.. EstDelv... AutoO...
1 u 08-15-2022
i a 08-15-2022

' 2

6| 0g-15-2022 |
08-15-2022 |

Verdr[lowa Pt s D] Ex. Do e (06752022 | Corty o=
loca -y st v A1 (S0ans | EaGyontes (75
= T C—
ot (o o] Ov/%un [ ] et -
I —r Cot S
Commet; 5| [ Fhece Ord This will save your inventory order. Please be aware the order

amount has excesded the réorder deviation threshald, Do
you want ta continue?

Flate-Cattemans em 1

£

Place Order for Plate-Breast CA om 1
lowa Prison Industries Division | Est. Delv Date [08-15-2022 County

Adams -Frimary Storer... |w| Address1 | | Est Géyon Hand

|mm ] radm2 | |wwmw
et | /s | ST e
o - — we @ [ oS

o The order has been successfully placed.
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14. To review the order, which was placed, click on the Order tab and it will show you all pending orders.

&

o Order # Class and Type Date Needed

EstDelv Date Status
| 677083 PlateSreastCA ... 5/15/2022 | |8/15/2022 Pendng v |

Qty Ord... Qty Appvd Qty Recvd Comment Deliver
00 100 o | adams

<

Inventory Analysis for Plate-Breast CA sm 1

Qty On Hand Approved On Order  Pending On Order Approved Amount
Sea/0Box(s)  0ea/0Box(s) ' 1Box(s)

5Days 0Days 100 Days 84 Days 0 Days 100 Days

Diy Usage Est Usage '

Tea e B e =

Est On Hand Std On Hand
0ca/1Box(s)  B4ca/0Box(s)  |0Box(s)

VRT Ordering, Receiving, & Managing Inventory within ARTS 12



Helpful Tips

When discovering that a plate order is needed in a shorter timeframe then the standard 21 days, put

RUSH ORDER in the Comment field and contact Rhonda Fowler at rhonda.fowler@iowadot.us.

Pertaining to #11 Qty: When entering the number of plates being ordered and selecting Enter, it will
clear the order instead of proceeding to process it. Enter the quantity of plates and then select Place

Order. If the screen has changed the plate type, cleared the address information as well as the

guantity, start the order over. An example is shown below.

- Manage Orders E=8EcH =
Fiters
Inv Location Group Inv Class (®) Standard
|Adan‘|s v | Plate v| O Special Continue Reset
Orders Place Orders
Iln\rertcw and Order Data [ Days View .
ICIass & Type QtyOnH... AppvdQt... PendQty... TypDaily... LeadTime SuggOr... EstDelv... AutoO... 2
N Piate-BlackoutIg 2 6| 0 o 1 0[0-15-2022 |
[ Plate-Blackout sm 1 2| o 0 1| 21, 39 08-15-2022 | '
[ PlateBreastcAlg 2 3| o 0| 1 21| 230152022 | [ |
!. Plate-Breast CA sm 1 5. 0. U 1. 21- 56-08-15-2022 | O .
| PiateCattiemans|g 2 5| 0| 0| 1| 21 s6os-15-2022| [0 |
I. Flate-Cattiemans sm 1 10; 0| 0| 1] 21| 51/08-15-2022 | D 3 v
I Flace Order for Plate-Blackout Ig 2 ! i -
or lowa Prison Industnes Division | Est. Delv Date |08-15-2022 County | Adams |
Location [ Adams - Primary Storer... ||| Address 1 ||EtQyontend [5 |
Description |.duiams County V| Address 2 | | Std Gty on Hand ldu—
Atetion | fovrsae [ TC]|Est Usage 21 ]
Date Needed [8/15/2022 v|ze — Qty (ea) 1
Comment | | Place Order Reset

Cancel

11/3/2022
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Receiving Standard/Personalized Plates into Inventory

1. Inventory > Receive Orders.

LConsale  View Flate Merge Customer MCS Finance Drivers Reports

Fast Path ru

2. Vendor > lowa Prison Industries Division of the Department of Corrections (IPI).

- = e =
\endor Inv Location Group (@) Standard
' O Spece [Comtrwe | Reset
>

VRT Ordering, Receiving, & Managing Inventory within ARTS 14



3.

Inv Location Group > (Choose County).

4. Select Special.

11/3/2022

Vandor i Location Group T\ ® stnderd
{Towa Prison Industri... | v | ) Spacial
) Acadents "
Order tems  Order hem Detad Adair i
Adair Issuance Station
Adams
Adams Issuance Stations
Allamakee Issuance bt
<
Vendor Inv Location Group (0 Standard
(@ Soecd |

15



5. Select Continue.

Inv Location Group () Standard

Owder keme  Order bem Detai

Select Order Ttem # Special Order Plate #  Class And Type Order Date  Date Needed Status County
O £62353 | JAXDAD Ordered  Allamakee
O 662922 | MANUZL | Ordered | Allamakee
& 662997 | MYT] Ordered tllamakes
O 663055 |G09182 Ordered | Allamakee

] Check All | Recelve Selected = 1

Vendor Inv Location Group ) Standard
{Iowa Prison Industri... |v Alamakee |w (®) Special | Cortinue ||

Order kems  Order kem Detai

Select |Order Item # Special Order Plate #  Class And Type Date  Date Needed Status County
[ 662531 | MAHRFRM PlateBackoutig 2 4/21/2022 Orderad | Allamakes
%] wimm lateBlackoutlg2 | 4/25/2022 Ordered | Allamakee
] 662922 | MANLIAL | Plate-Blackout Ig 2 4f25/2022 Ordered Allamakes
M 62997 MYT) |Plate-DNRL Desrig 2 4/25/2022 Ordered | Allamakes

[ Check &l |Receive Selected | 4 ]

VRT Ordering, Receiving, & Managing Inventory within ARTS



7. Select “County - Storeroom” in dropdown.

Inv Location Group ) Standard

‘Vender
| e [ome] e

Order Rems  Order bem Detai

Select Order Item # Special Order Plate #  Class And Type OrderDate  DateNeeded Status Countty A
O £E2581 MARRFRM e dmloat s JVeuRZ | Srsacd | et
] §62859 | JAXDAD Plate-Blackout ig 2 4/25/2022 Ordered | Allamakee
] MANLUZL Plate-Badout ig 2 4/25/2022 Crdered Iau.nalu
@ ; MYT] -ﬂﬂ Deerlg 2 ' 22 ! Orderad INlaﬂahea
= €30 4 | e

8. Select Receive Selected.

Inv Location Group (0 Standard

Vendor
o == =

Order kems  Order ke Detail

Select Order Item # Spedal Order Plate #  Class And Type Order Date  Date Needed Status County Ap
] BE2581 | MAHRFRM Flate-Blackout ig 2 4212022 Ordered Alamakss
=1 JAXDAD PlateBlackoutlg2  4/252022 Ordered Allamakes i
0 MANLZ Plate-Blackoutlg 2 | 4/25/2022 Ordered allamakee
=} £62997 |MYT] Plate-DhE Desrig 2
M
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Recenve Crders = :E|Dﬁ'
endar Inv Location Group (®) Standard
[l Pison Indhsk.. [ polk - O Speci | Contrwe || Reset
Orcer keme  Order kem Detal
Ordertem#  [662505 Location Group [P Dte Received il 500
Courty E—_:]Dﬁeﬂisdad E‘ “!mw?:m ~| #Fok - Basement Storeroom 1. | | ol
Status (Ordered Vendor Tracking # | | ?m““"
Status History Delivery Address |Po§t_twiy_‘ng_ @ﬂy Quartity per Boxls) Mumber of Boxis) |
Vendor Label # Quantity Unit Type: |‘|l'5:ldorLd:e{# | |50 |*’1 | b
il | Cincrement This is an
example of a
Plate Pattern Last Plate large plate.
|alB|c|uufu| | ||a[B[c|o[5[0] |
Beg Contral # End Cartrol #
I ] %
Prrt Feceipt [ Urfiled Backordered Order Complete  Reven | [ Saie

Recewe Orders E'_EJ_ 2
Vendaor Inv Location Group
iIﬂwaPﬁslmlndusmu. \'| I?alk 2t
Order keme  Order kem Dstad
Date Recsived Recervad Ta
) * (420,202 \w #|Folk - Basement Storeroom 1-... |~ |
Order fem # iiﬁ?ﬁ.ﬁ— I Location Group Polk Cuariy Per Lot
Courty [Polk Date Meaded 426202212000 H  4pp
Status |Ordered Vendor Tracking 2 G antity Guantiy per Boxis) Mumber of Boxfz)
Siztus History Delivery Address: [Polk Courty Treasurer 111 Court Ave. Def 1100 | |10 |41
" = - — 1 \Vendorlabel #f
Vendor Label # Quantty Uit Type Beg # | | [ Increment
This is an
Plate Pattern Last Plate example of a
AlB|#[n|#]u] | |[A[B]o[1]4]0] small plate.
Beg Cortrol # End Cortrol #
[s0 | 129
\ l Cartinue: l: Cancel
Prrt Receipt [ Unfiled Backordered Order Complete: Revet | Save |

VRT Ordering, Receiving, & Managing Inventory within ARTS
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9. Select Order Complete.

10. Select Save.

Vendor Inv Location Group (®) Standard

{Towa Prison Industri... || Palk ~] () Special Continue Reset

Order kems Oirdder kem Detal

Ordertem# (662505 | locaonGroup [Pk | ClassAnd Type  [PlateBackoutsm 1| Approved [ 500
Couty  [Pok | DateMeeded  [4/26/20221200:01 ExtDeivDate  [511/202212000( Receved | 0]
Status Ordered | Vendor Tracking # | Comment (Eboxes of smal trer blackout plates |
Sizius History Delivery Address |Polk Courty Traasurer 111 Court Ave. Des Manes, IA 50309 | | cnange |
Vendor Label # Quantity Linit Type Beg # End # Inv Location Date Received

| 50{Box ABCOO1 ABCOS0 (Pok -Basement .. | 42812022

Y — u
Pirt Receipt (] Unfled Backeondered |Ehgﬁ«ﬁmm\ Rever

| Cancel

11. If an order is complete, but there is still more to receive, place another order for the amount needed.

Fake orders are done the same way except in Comments, add Fake Order, this way the DOT does not
place another order in error.

11/3/2022 19



Moving Plates Inventory:

1. Inventory > Manage Inventory

Console  View Work Management VRT Reports PWD  Plate
- Fast Path ru * Go

2. Physical Inventory Location — Choose “Primary Storeroom”.

Finance Drivers Reports

View Inverory  Adjust / Detail
Iwentory Summary

Frssitrey Sesneh

Location Invertary Location Whﬂmﬂﬂi Invertory Type

|0'Bnen -Primary > || [pate ] I¥]
Plate & Vendor Label &

Controling Org/locaton Inv CJ35E TRV Tvpe

StdfSpec  Qty On Hand

fventary Sets

VRT Ordering, Receiving, & Managing Inventory within ARTS
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3. Select Inventory Type from the dropdown.

Invertory Search
Location Physical Invertory Location Inventory Class Inwertory Type:
|0'Brien - Frimary || |oBren -Primary Storeroom | [Plate - v
Plate # Vendor Label # Feceived Date From  Received Date To 7] Standard tems | College Upper fowa lg 2
l ‘ College Wartburg lg 2
[ | | v ¥ Osecstons | Colewetwomio:
- Counity Sherifflg 2
\iew Inventory Adjust / Detail County Sheriff sm 1
4 5 County 5td g 1
Controling Org/Location I Class Inv Type
Inventory Sets
-] | meve inwentory |
. Canesl
4. Select Continue.
Inventary Search
Location Physical Inventory Location Iwentory Class Irventory Type
|tory - Primary [~| Story -Primary Storeroom T v | [ptate [v] [countystdig2 I~
Plate 2 Viendor Label # Received Date From  Received Date To 2] Standard hems. \
| | | | | Mo v Clspecialhems  |[ Cotinue ||| Reset
\iew Inventory m;mg
Inventory Summany
Controling Org/Location I Class v Type Stdfspec  Qty On Hand
Inventory Sets
. Canecel

11/3/2022
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5. Double-click to show all of the boxes.

Lacation Physical Invertory Location Invertory Class Irvertary Type
Sory-pmary  [v] |Story-PrmaryStorecom  [w| [pate  [v| [contyswigz v
Flate & Vendor Label & Received Date From  Recesived Date To ] Standard tems

| | | | M M Oseeciaihems [ Comwe || Resat |

(e vty Jat et

Inventory Summary Stary - Prmary

Controling Orgflocation Iy Class Inv Type Std/Spec Oty On Hand |

County Stdlg 2

Inventory Sets

Mave kwventory

6. Choose the plates you would like to move to a new location.

Physical lnventory Location
v [stary -Primary Storeroon ]
Received Date From  Received Date To

| | M |

Veew Invertory  Adjust / Detail

fwentory Summary Story - Primary
Controling Org/Location I Class SwdfSpec  Qty On Hand

ventory Sets for County Sidlg 2

LotiD Vendor Label = Locaton Beg #

105... |Story - Primary, Story - Primary Storeroom LVFa73
Story - Primary, Story - Primary Storeroom LVGOOoD
| Stary - Primary, Story - Primary Storeroom VG023
| Story - Primary, Story - Primary Storercom VG123
|Story - Primary, Story - Primary Storeroom LVG173
Stor'r -Prhnary' Story -Pmrav Storeroom 6223

T

VRT Ordering, Receiving, & Managing Inventory within ARTS



7. Move Inventory.

8. Select Yes to moved selected inventory.

Physical Invenitory Lacation Ivertory Claas bwertery Type
'Stary - Primary [~] |story -Primary Storeroom _ﬂ prate b] |County Std Ig 2 |
Flge & Wendor Label # Received Date From  Received Date To ] Standard ttems
' | | | | M | v [Osecialtems [ Cotrue || Rest |

=

Iwentory Summary Story - Primary

Contraling Org/Location 1w Class 1w Type StdfSpec Gty On Hand

Story - Primary Plate Contystdig2 [swd | 1329

Irventary Sets for County Std lg 2

LotID Vendor Label = Locaton Beg ® End = Qty (2a) e
108...] Story - Primary, Story - Primary Storeroom wre7s e | 7
109..., |Story - Primary, Story - Primary Storeroom LVGOOD  |LvGD22 23
108...| |Story - Primary, Story - Primary Storeroom VG023 |LvGo72 50
109...| |Stary - Primary, Story - Primary Storeroom WWGIZ3  |LvG172 50
109... |Story - Primary, Story - Primary Storeroom G173 |LvEIR2 50

108, |Story - Primary, Story -Primary Storeroom |LVG223|LvE272 50|

=

2wt | Mo Iventon i~
* Location Part Of Group Printer

Story - Prmary Story - Primary Storeroom
ary Tride Printer LUS15

Story - Primary Story - Primary Window 13
Story - Primary Story - Primary Window 14
Story - Primary Story - Pimary Window 15

0 This will move all selected inventaory to the new location you

have chosen. Do you want to continue?

9. Or select Adjust / Detail to move a certain number of plates from a box (not the entire box).
a. This would mean splitting a box.
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10. Select Adjust / Detail.

11. Double click/Select to highlight line(s) for the plates to move.

12. Add new location and select Move.

'Managt'llwenlmy . ..

Invertory Search
Location Physical Inventory Location Invertaory Class Inventory Type
|5tory—Pr\mary |V| | |V| |Plabe ‘Vl |Ccunty Stdlg 2 ‘v‘
Plate # Vendor Label # Received Date From  Received Date To [+] Standard ltems
| || || \ D
View Inventory| Adiust / Detail
Inventory Class and Type  County StdIg 2 - Plate Location $tury— Primary - Story - Primary Window
Wendor Label # Begin and End Plate # LVF923 - LVF972
Set ID 963030 Lot ID 1092232
Plate Sequence # Plate = County ~
27/ LVF943 Stary ]
28 |LVF950 Story
29 LVF951 Story
30 LVF952 Stary
31 LVF953 Story
32| LVF954 Story
33|LVF955 Stary
34 LVF956 Story
35|LVF957 Story
36|LVF958 Stary
37|LVF959 Story
Sum = 24 v
'}
Adist Reason ~] [ Aot ¥ Story - Primary Windon 10 Move ||| S

(oo e |

Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
|5bory - Primary ‘ Vl | ‘ ~ ‘ ‘Plabe |V| ‘Ccunty Stdlg 2 |V|
Plate # Vendor Label & Received Date From  Received Date To Standard ltems
| | | | | | ) Spe ams
Invertory Class and Type  County Stdlg 2 - Plate Location Story - Primary - Story - Primary Window
Wendor Label # Begin and End Plate # LVF923 - LVF972
Set ID 962030 Lot ID 1092232
Plate Sequence # Plate # County
27/ LVF948 Story
25 LVFa50 Story
29 LVF951 Story
30 LVF952 Story
31 LVF9s3 Story
32 LVF954 Story
33 LUF955 Story
SATVFE5E Story
35| LVFS57 Story
36| LVF958 Story
37|LVFS59 Story
Sum = 24 v
T )
Adjust Reason _ Adjust [Story - Primary Story - Primary Window 10/~ | I‘ Move ‘Il Split |

The split completed successfully.

Ok

VRT Ordering, Receiving, & Managing Inventory within ARTS



Damaging Out Plates that were Never Picked Up

1. Inventory > Manage Inventory

Console  View Work Management VRT Reports PWD Plate Merge Customer MCS LG Finance Drivers Reports
Fast Path ru - Go

Manage Orders

Receive Orders
Reconcile Title

2. Enter plate number under “Plate #” that is damaged.
3. Select Special Items if plates are personalized, fire fighter, collegiate, military, etc.

4. Select Continue.

Inventory Search

Location Physical Invertory Location

[Stary - Erimary = |

Plate & Vendor Label & Received Date From HecdveaneT?
) | | ™ |

View Invenrtory  Adjust / Detail
Iwentary Summary
Controling Org/Location StdfSpec Gty On Hand

11/3/2022



5. Double click on plate under “Inventory Summary “County” — Primary”

; =Ta
Inventory Search
Location Physical Invertory Location hventary Class Invertory Type
Sy Py [ | B e &
Plate 2 Vendor Label & Received Date Fom  Received Date To ] Standand ems
RR32 | | |1 [v| | [v| A 5pecial ems [Cotinve || Reset
View Inventory  Adjust / Detail
Inventary Summary Stary - Primary
Controling Org/Locabon I Class Irv Type StdfSpec  Qty On Hand
Inventory Sets
Move rventory

6. Double click on plate under “Inventory Sets for...”.

Inventory Search

Location Physical Inventory Location Inventary Class Invertory Type
Boy-pmay o] [ v e o] | K
Plate & Wendor Label & Received Date From  Received Date To A Standard tems

e | | | Vi | Especialtens  [Cotwe || Rest |

View Inventory  Adjust / Detail
Inventory Summary Story - Prmary
Controling Org/location Ty Class Irvy Type

Std/Spec  Qty On Hand
Story - Primary 2

Inventary SetsforVetgnfg2
LotID Vendor Label = Locabon Beg # End # Qty (za)
107...] | Stary - Primary, Story yPrimary Storeroom |pRaoz  |RRao2 1
|| | Hove hfu_rmy
Carcel |

VRT Ordering, Receiving, & Managing Inventory within ARTS



7. Highlight all that apply or individual plate.

Inventory Search

Location Physical Inventory Location fventory Class Invertory Type

[Stary -Primary & ] |pete [« | 3
Flate # Vendor Label & Received Date From  Received Date To ] Standard tems

[RR302 | | | | M v ElSpscialbems [ Comnue ]| Reset |
Veew Inventory  Adjust / Detail

Inventary Class and Type  Veteran Ig 2 - Plate Locatian Story - Primary - Story - Pamary

Wendor Label & Begin and End Plate £ RR302 - RR302

Set 1D 930756 Lat 1D 1070746

| Flate Sequence £ Plate = County

| Sum = 1

8. Adjust Reason.

9. Select Damage

11/3/2022

d.

Inventory Search

Location Physical Inventory Location Iventory Claas Inventory Type
Stary - Primary B | ~] [pete [~ | ]
Plate # Vendor Label # Received Date From  Received Date To 7] Standard ftems
[RRaz | | | | M [v| Especialtems  [Comtine | Reset
View Invertory Adjust / Detail
Inventory Class and Type  Veteran ig 2 - Plate Location Story - Primary - Story - Pimary
Vendor Label # Begin and End Plate # RR302 - RR302
Set ID 930756 Lot 1D 1070746
Plate Ssquence # Plate = County
oz sery
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10. Select Adjust.

_ = o
Inventory Search

Location Physical Inventory Location Class Inventory Type

|Story - rimary | v| |pete [¥] v
Plate # Vendor Label & Received Date From  Received Date To Elaarlian!ﬂens

[RR3Z | | | | [ [l [ Soecial tems

Vbew Inventory  Adjust / Detail
Inventory Class and Type  Weteran Ig 2 - Plate

[ Cotinve | Reset |

Location Story - Primary - Story - Primary
Vendor Label # Begin and End Plate # RR302 - RR302
Set 1D 930756 Lat ID 1070746
Plate Sequence # Plate = County
1Rz Sry.
[ Sum =1
Adust Reason  Damaged ~I .-qunbﬂ ~| [mave | [ o

VRT Ordering, Receiving, & Managing Inventory within ARTS
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Checking Plate Inventory

(County Standard Plates are ordered automatically through the DOT.)

1. Inventory > Manage Inventory.

Console  View Work Management VRT Reports PWD Plate Merge Customer LU Finance  Drivers Reports

Fast Path ru » Go
Manage Orders

Receive Orders
Reconcile Title

2. Select Location and Plate for Inventory Class.

Inventory Search
Location ) Physical Inventory Location Inwentory Class Inventory Type
|Adair - Primary | e | | ¥ | |P|ate | - | | | ¥ |
Flate # Vendor Label # Received Date From  Received Date To [+ Standard tems
| | | | | | [ Special tems I Continue || Fesat |
View Inventory  Adjust / Detail
Inwentory Summary
Controling OrgfLocation Inv Class Inv Type StdfSpec  Qty On Hand

3. Select Continue.

Inventary Search
Location Physical Inventory Location Inwentory Class Inventory Type
|Adair - Primary | w | | | w | |P|ate | w | | | w |
Plate # Vendor Label # Received Date From  Received Date To [+ Standard tems
| | | | | | [ispecial tems ([ Continue [||  Reset |
View Inventory  Adjust / Detail
Inventory Summary Adair - Primary
Controling Org/Location Inv Class Inv Type Std/Spec  Qty On Hand ™
Adair - Primary Flate Cattlemans Ig 2 Std 55
Adair - Primary Flate Cattlemans sm 1 Std 5
Adair - Primary Flate County Stdlg 1 Std 146
Adair - Primary Flate County Stdlg 2 Std 343
Adair - Primary Flate County 5td sm 1 Std 105
Adair - Primary Flate God Bless Am g 2 Std 61|
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4. Inventory Summary “County” will display.

e The first image is an example of a plate type in more than one location.

5. Highlight the row and double-click to open to view locations of those types of plates.

e The second image indicates the plate location(s).

Manage Inventory

F=Rl=R =)

\ | | | M |

View Inventory  Adjust / Detail

Inventory Summary Story - Primary

[ Special ltems

Inventery Search
Location Physical Inventory Location Inventory Class Inventory Type
‘Smry - Primary ‘ V| | |v ‘ |P|ate ‘ ~ | ‘ |v ‘
Plate & Vendor Label # Received Date From  Received Date To [] Standard kems

Story - Primary Plate

County Stdlg 2
County Std sm 1

et | Sty - Primary Plate

Controlling Org/Location Inv Class Inv Type Std/Spec  Qty On Hand -~
Story - Primary Flate Cattlemans Ig 2 Std 33
Story - Primary Plate Cattlemans sm 1 Std 3
Story - Primary Plate County Stdlg 1 Std 188

Std

|Sbury - Primary Flate God Bless Am g 2

std |

Inventory Sets for County Std Ig 2

LotID  Vendor Label # Location

Beg ¥ End # Qty (ea)

~| | Move Inventory

Manage Inventory (=] 2 ==
Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
|Stury - Primary | V| ‘ | w | |Plate ‘ w | | | W ‘
Plate # Vendor Label # Received Date From  Received Date To [ Standard ftems

| | ‘ | | ‘ [ Special ttems
View Inventory  Adjust / Detail

Inventory Summary Story - Primary

Contraling Org/Location Inv Class Inv Type StdfSpec  Qty On Hand ~
Story - Primary Plate Cattlemans Ig 2 Std 39
Story - Primary Flate Cattlemans sm 1 Std 3
Story - Primary Plate County Stdlg 1 Std 188
Story - Primary County Std g 2

Story - Primary Flate County 5td sm 1 Std 7649
Story - Primary Plate God Bless Am|lg 2 |Shd ‘ 25| w
nventory Sets for County Std Ig 2

LotID Vendor Label # Location Beg # End # Qty (ea) -
111.. Story - Primary, Story - Primary Window 14 B850PO] 699PC0] 1
108... Story - Primary, Story - Primary Window & LQL345 LQL3%4 19
109... Story - Primary, Story - Primary Window 4 LvG023 VG072 23
109... Story - Primary, Story - Replace Plate VG173 LvG222 5
109... Story - Primary, Story - Replace Plate VG273 LvG322 50
109... Story - Primary, Story - Primary Window 1 LvG323 VG372 50 }

—

~ | | Move Inventory

Cancel

VRT Ordering, Receiving, & Managing Inventory within ARTS



Updating Plate Inventory in Storeroom

1.

2.

11/3/2022

Console View Work Management VRT Reports PWD

Fast Path ru

Inventory > Manage Inventory

~ Go

Physical Inventory Location — “County - Primary Storeroom”.

Physical Invertory Location

Plate Merge Customer MC5

]

Tama -Primary Window 1
Tama - Primary Window 2

Tama - Primary Window 3

s
| Tama - Primary Reg Printer LUGDT
Tm—ﬁhwﬂkmwﬁ i

I CIEEE IV Type

StdfSpec  Qty On Hand
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3. Make sure the Standard items box is checked.

4. Select Continue.
a. All the plates that are in the storeroom location will show the totals for each.

Inventory Search

Location Physical Inventory Location Inventory Class Inventory Type

|Tama-Primzy ‘VI |Tama-Primary Storeroom |VI IPIai'E |v| I |vl
Plate # Vendor Label # Received Date From  Recsived Date To [gsmm.]

| || | | M v Twecdton ([comrve [|  Rest |
View Invertory  Adjust / Detail
Inventory Summary Tama - Primary

Controlling Org/Location Inv Class Inv Type Std/Spec  Qty On Hand
Tama - Primary | Plate I County Std g 2 I Std [ 400
Tama - Primary Plate County Std sm 1 std 200
Tama - Primary IPlahe PWDIg 2 Std 50
Tama - Primary Plate Blackout Ig 2 Std 100
Tama - Primary !Piate Flying Our Colors Ig 2 Std 60
Inventory Sets
= | Move hvenlmr '

5. Double click on the line for the plate type you need to adjust.

VRT Ordering, Receiving, & Managing Inventory within ARTS



Inventory Search

Location Physical Inventory Location Inventory Class Inventory Type
|Tama - Primary |~|  |Tama - Primary Storeroom [v| |Piate [~ | [~|
Plate # Vendor Label # Received Date From Received Date To [ Standard kems

| | M

|v| [ special tems

View Inventory  Adjust / Detail

Inventory Summary Tama - Primary

Controling Org/Location Inv Class Inv Type Std/Spec  Qty On Hand

Tama - Primary County 5td Ig 2 Std

Tama - Primary Plate County Std sm 1 std 200
Tama - Primary [ piate PWD Ig 2 Std 50
Tama - Primary Pfal'E Blackout Ig 2 Std 100
Tama - Primary Piahe Flying Our Colors Ig 2 Std 60

Inventory Sets for County Std Ig 2

LotID Vendor Label # Location Beg # End = Qty (ea) [l
FEE R Tama - Primary, Tama - Primary Storeroom MHF411  MHF460 50
11 Tama - Primary, Tama - Primary Storeroom MHF461 !MHFS 10 50

E s b 8 Tama - Primary, Tama - Primary Storercom MHF511 :MHFSSCI 50
111.. Tama - Primary, Tama - Primary Storeroom MHF561 5MI;IFG 10 50
111.. Tama - Primary, Tama - Primary Storeroom MHF611 MHF660 50
1l... Tama - Primary, Tama - Primary Storeroom MHFES1 | MHF710 50| v

“'i Move Inventory

In this example, the county did not receive MHF411-MHF460. This is an error.
6. Double click on the line that needs adjusted.

Inventory Search

Location Physical Inventory Location Inventory Class Inventory Type

|Tama - Primary | V| |‘I’arna - Primary Storeroom | VI iP‘Iatﬁ | ~ | | ‘ vl
Plate # Vendor Label # ReceivedDdeﬁom ReeeivedDaleTo [] Standard kems

I | [ | | M | v Ospecaitems [ Comnwe || Reset |

View Inventory  Adjust / Detail

Inventory Class and Type  County StdIg 2 - Plate Location Tama - Primary - Tama - Primary
Vendor Label & Begin and End Plate # MHF411 - MHF460
Set ID 977257 Lot ID 1115873
Plate Sequence * Plate # County ~
1| MHF411 Tama
2| MHF412 | Tama
3| MHF413 | Tama
4| MHF414 | Tama
5| MHF415 | Tama
6 MHF416 | Tama
7| MHF417 | Tama
8|MHFa18 [ Tama
9 MHF419 | Tama
10 MFF420 | Tama
11| MHF421 .‘.Tama
| Sum =50 -

P — ]

Move

11/3/2022
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7. Click on the first plate, hold down the Shift key and then select the last plate. Each plate will be

highlighted.
KMuﬂage Inventory EE
Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
iTama - Primary T‘ ‘Tama - Primary Storeroom ?| ‘P!arz T‘ ‘ ?|
Plate # Vendor Label # Received Date From  Received Date To Standard kems
| ‘ ‘ [ v I v []Special kems Reset

View Inventory Adjust / Detail

Inventory Class and Type
Vendor Label #
Set ID

County Std Ig 2 - Plate

877257

Location Tama - Primary - Tama - Primary
Begin and End Plate # MHF411 - MHF460
Lot ID 1115873

Plate Sequence #

Plate #
40| MHF450
41| MHF451
42| MHF452
43| MHF453
44| MHF454
45| MHF455
46| MHF456
47| MHF457

48| MHF458
49| MHF453
50| MHF460

Sum = 50

County

ot o e

8. Add Adjust Reason.

9. Select Adjust.

Marage metory ol
Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
iTama - Primary TI iTama -Primary Storeroom TI |P'late TI | T|
Plate # Vendor Label # Received Date From  Received Date To  [] Standard kems
| | | [ v [ v [[]Special kems Resst
View Inventory Adjust / Detail
Inventory Class and Type  County Std Ig 2 - Plate Location Tama - Primary - Tama - Pimary
Vendor Label # Begin and End Plate # MHF411 - MHF460
Set ID 977257 Let ID 1115873
Plate Sequence = Plate = County Ly
40 MHF450 Tama
41 MHF451 Tama
42 MHF452 Tama
43 MHF453 Tama
44| MHF454 Tama
45 MHF455 Tama
46 MHF456 Tama
47 MHF457 Tama
48 MHF458 Tama
49 MHF459 Tama
50| MHF460 | Tama
Sum =50 v
Adjust Reason I‘ v Move Spiit
Cancsl

VRT Ordering, Receiving, & Managing Inventory within ARTS
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10. Select OK.

Adjust Inventory

o The Adjust completed successfully.

11. The Manage Inventory screen will return if more need to be adjusted.

12. Select Continue and the plates adjusted will be deducted from the original number. (Notice: it shows 400
County Std Ig 2.

Invertory Search
Location Physical Inventory Location Inventory Class Inventory Type
}Tama - Primary ‘ ~ | ]Tama - Primary Storeroom |~ ‘ ‘Piate | ™ | | ~ |
Plate & Vendor Label # Received Date From Received Date To [+ Standard kems
1 | | | | M vl OSpecalkems | Comtive || Rest
View Inventory  Adjust / Detail
Inventory Summary Tama - Primary
Controling Org/Location Inv Class Inv Type Std/Spec | Qty On Hand
Tama - Primary Plate County Stdlg 2 Std 400
Tama - Primary Plate County Std sm 1 Std 200
Tama - Primary ‘Plale PWDIg 2 Std 50
Tama - Primary ‘P[ate Blackout Ig 2 Std 100
Tama - Primary | Plate Flying Our Colors Ig 2 Std 60
Inventory Sets for County Std Ig 2
LotID Vendor Label # Location Beg # End # Qty (ea) A
111.. Tama - Primary, Tama - Primary Storeroom MHF461  |MHF510 50
11...| Tama - Primary, Tama - Primary Storeroom MHFS11 | MHFS60 50
1...| Tama - Primary, Tama - Primary Storeroom MHFS61 | MHF610 50
e | Tama - Primary, Tama - Primary Storeroom MHF611 | MHF660 50
| Tama - Primary, Tama - Primary Storeroom MHF661 | MHF710 50
... Tama - Primary, Tama - Primary Storeroom MHF711 | MHF760 50
Move Inventory
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13. This shows Qty on Hand for County Std Ig 2 at 350.

Inventory Search

Location Physical Inventory Location Inventory Class Inventory Type
|l'ama-Prl'na"y [V| |1’ama—Pr'I!|a1rsmreronm IV| |Plau [V| | [V|
Plate # Vendor Label # Received Date From Received Date To [+ Standard kems

I

View Inventory  Adjust / Detail
Inventory Summary Tama - Primary

[ special kems

Controling Org/Location

Tama —Prhu'

CnmS!rIs:n i

200
Tama - Primary Plate PWD g 2 Std 50
Tama - Primary Plate Blackout Ig 2 Std 100
Tama - Primary Plate Flying Our Colors Ig 2 Std 60
Inventory Sets for County Std Ig 2
LotID Vendor Label # Location Beg # End # Qty (ea)

VRT Ordering, Receiving, & Managing Inventory within ARTS
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Plates Surrender

The DOT is uniformly requiring that all license plates surrendered to the County Treasurer must be returned
to IPl without exception in accordance with Administrative Rule. This includes all plates in the possession of
the County Treasurer that are not eligible to be assigned to a vehicle.

lowa Administrative Code 761-400.63. Disposal of surrendered registration plates. The county treasurer shall

return plates that have been surrendered to the county treasurer to lowa state prison industries for
recycling. This rule is intended to implement lowa Code sections 321.5 and 321.171.

For regular pick-ups use the IPI pick-up portal

Guidance provided by IPl is that there will be a follow-up contact within 2 business days.

IPI drivers will pick up your plates when they make deliveries. Please let the driver know that you
have plates which need to be picked up, as they may not know they need to pick up plates. DOT has
requested that IPI drivers make it part of their deliveries to inquire about plate pick-ups.

For large quantity pick-ups please use the following email address instead of the pick-up portal -
ipiwarehouse@iowa.gov.

For those who receive plates by mail and do not have a regular driver: please use the following
email address to request a plate pick-up - ipiwarehouse@iowa.gov

In the event the driver is delivering/picking up after regular business hours:

Unless there is a secure way for the IPI driver to pick up plates, such as another county office which is
open later, pick-up will need to be rescheduled. Part of the reason for surrendering these plates is to
make the responsibility for securely destroying these plates that of the DOT via IPI. If the transfer of
the plates is not direct from the county to IPI, then that assurance is not there. We are not asking for
the plates to be inventoried, but if we can see in ARTS that the plate has been damaged out,
replaced, or surrendered for another reason then we can have some reliability that the plate was
turned into IPl. DOT’s Bureau of Investigation and Identity Protection uses the records in ARTS should
they have an inquiry or a complaint about a plate being somewhere it should not be.

Packaging Plates for Pick-Up:
The best way to package return plates is to use the boxes originally used to ship the plates. Please
secure the contents of the boxes with tape or another method of packaging.

For questions about packaging, please contact ipiwarehouse @iowa.gov.
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Registration
Ordering Registration Decals (within ARTS):

1. ARTS > Inventory > Manage Orders.

Console  View Work Management VRT Reports PWD
Fast Path ru - Go

Plate Merge Customer MCS

2. Inv Loc. Group > Your County (Example: Adams).

(®) Standard

] 2 Ospecal [(Cortowe ]| Ress
Accidents

Qty On Hand appvd On Order Pend On Order Est On Hand Std On Hand Apovd Amt

| J L] ==y | [v] Crngesma| [Sse [ feet |

VRT Ordering, Receiving, & Managing Inventory within ARTS 38



3. Inv Class > Registration

Fiters
Inv Location Group Inv Class (®) Standard
Adams [+] * O Special | Contrwe || Resat
by
Orders  Place Orders. Image Units
Taner
Sample
(Resat)
Plate
£ >
Inventory Analysis
Qty On Hand Appvd On Order Pend On Qrder Est On Hand Std On Hand Appvd Amt
Dty Usage Est Usage Deviation .
L ] ] 1 V] Changesas| [Sse [Rewt

4. Select Continue.

[¥] [Crengesians | [Sal ] [Revet
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5. Select Place Orders tab.

6. Select the product to order.

il =

Fikers

Iw Location Group inv Class: (#) Standard B :
|adams [~] Registration [w ) Special | Resst

Orders Hmﬂ()rdum
Inventory and Order Data  [_] Days View

Class & Type QtyOnHand AppvdQt... PendQty.. TypDaily... LeadTme SuggOr.. EstDekv... AutoO...
. | go00] 0| o 12 = Dosora22| [
Registration-2023 Reg Recent 4000 0 0| 12| 3| oloso1-2022 | [J
€ >
Place Order for Regstration-2022
Vendor  [Standard Regster | Est.Delv Date 05012022 County [ ]
Location |Adams -Primary Storer,., |v| Addess1 | | EstGyonHand [as64 |
Pescpton o] Moz | | St ey on Hord
—_— ovrswe [ R
- CE N - oo [
Comment | I | Place Order ~ Feset

. TypDaily ... LeadTime SuggOr... EstDelv... AuloO...
 Registration-2022 Rleg Receipt o 2 3 Oosor22 (]
Registration-2023 Reg Receipt 0| 12 3| Olgsoi-2022 | [
< >
Place Orderfor -2022 Reg Receint
o e ] £, Dol Do [ oy 1
Location  Adams -Primary Storer... || Address | | | Est Gty on Hand E
== ] ez | | 4ty on Hand
e e | ——
Ot st _— wes [
Commertt | | Place Order  Reset
| Cancel

VRT Ordering, Receiving, & Managing Inventory within ARTS



8. Select tab to autofill Attention.

1€

[Cortrie | Aeset

. TypDaly.. LeadTime SugdCr.. EstDelv.. AutoD..
| olpe-p4-2002 | [

Place Orderfor Regiamaton- 2023
Wendar Standard Regster Est. Delv Data
Location Adar - Primary Storer,.. || Address 1

Adams o | Addreas 2
Aeriion | Adama Courty Troasurer Ciy / Sde

v 2

ooz |

[500 @h 5.

I
=

9. Select date needed > (2 weeks out).

11/3/2022

Fiterz
Inv Location Group Iny Class

.
Orders  Place Ordern |
Inveniory and Order Data  [] Days View

Registration-2023 Reg Receipt

Class & Type Qty OnHand Appvd Qt... PendQty.. TypDaily.. LeadTime SuggOr... EstDelv... AutoO...

o olosor2022| [

41



10. Qty > order total amount.
a. Example:
i. Needing 4 boxes of Registration, order 4000 (1000 sheets per box).
ii. Ordering titles (1,575 come in a box). Ordering 6 boxes = Qty will be “9450”.

11. Utilize the Comment box if it is a RUSH ORDER or a FAKE ORDER.
b. Note: Also contact Rhonda Fowler for all RUSH ORDERS.

12. Select Place Order.

13. Select the Orders tab to verify the order is placed.

Inv Class

Registration 87 | Hieset

Inventory and Order Data  [] Days View
Class & Type Qty OnHand Appvd Qt... Pend Qty... TypDaily... LeadTme SuggOr... EstDelv.. AutoO...

i

egistration-2022 Reg Recept. 9000 o 0 12 3 Oosor02 | [
Registration-2023 Reg Recsipt 4000 ] 0 12| 3 0lpsor-2022| [

Place Order for Regstration-2022 Reg Receipt

Vendor [Standard Regster | Ex DelvDate [05012022 | Courty
{Adams - Primary Storer,., || Addess1  [500 %h St | Est Gry on Hand
| Adams County [»] Addess 2 | | Std Gty on Hand

A [Adams County Treasurer | Clty/3ate  [Coming V| EstUsage

Date Needed [5/12/2022 v Zp

Comment |

VRT Ordering, Receiving, & Managing Inventory within ARTS



Receiving Registration Decals

1. Inventory > Received Orders

ARTS C

Console  View Work Management YRT Reports PWD  Plate Merge Customer MCS
Fast Path ru > Go

Finance Drvers Reports  Drivers

2. Vendor > Standard Register.

3. Inv Location Group > (Choose County)

4. Select Continue.

Inv Location Group (®) Standard

[~ | -~ O Specil [Contime ]| Reset

Ionaﬁlmhﬁ.:un:ﬁuumufﬁegmtnftmﬂn

Wendor Inv Location Group (®) Standard

Sardaneoer 7] ] O spec (o | pet
Lucas [ssuance Station ~

Cwder kems  Order kem Detal Lyon
Lyon Issuance Station
Madison Issuance Station
Mahasza
Mahasgka lssuance Station hd

11/3/2022
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5. Select blue “Order Item #”.

Inv me[‘su.p

Order keme  Order kem Detai

Order Item & Specal Order Flate #  Class And Type Order Date  Date Needed Status
Registration-2023 Re... | 4/1/2022 4/14/2022 | Ordered
Registration-2023Re... 4/25/2022 | 4/25/2022  |Ordered

639992

6. Select Add Row.

4/14/2022 12:00:00

e Ve Tz | |

wﬁ% Delivery Address | Madison County Treasurer 112 N, John Wayne Drve PO, Box 152 Winterset, 1450273 | | Change |
Beg # End & Inv Locaton Date Recerved

Vendor Label # Quantity Uit Type:

Firt Receipt [ Unfilled Backordered

VRT Ordering, Receiving, & Managing Inventory within ARTS



7. Fill in “Quantity” and “Quantity per Box(s)”.

8. Select Continue.

Receive Orders | = |82 |
Wendor Inv Location Group (®) Standard
|Standard Regster [ Madizon L 17 Snacial |- | E——— .
= = = = Add Row (Paper) — *
Ocder kems | Order kem Detal | Date Recsived Recerved To
| #[4/282022 I/ #|Madison - Primary Storeroom [+~]
Orderkem#t 653992 location Group  |Madison  Guariity Per Packet Ifthe quantilies listed are diffierent than
Date Neaded 4401 200 whatis actually packaged then you must
Courty b - Guantity Per Lot madify the inveniory configuration.
Status |Orderad Vendor Tracking & 1000
Siaia Histony Detvery Address | Maduon Couny Tresmrer 1128 ("Guiaraty Quartty pe Box) ___ Number of Boxts)
Vendor Label #  Quantity Uit Type Ee le | [1000 | »4 |
Viender Label &
| | [0 increment
Titke Corttrol Numbers
Patten Last Control &
Beg Control & End Caontrol &
| Continue I Cancel
Prrt Receict (] Unfiled Backordered Order Complete | Fevet || Sawe

9. Select Order Complete and select Save.

Vendor Inv Location Group (®) Standard
Standard Regster | v Madson (v O Specia | Contine || Reset

Order tems  Order kem Detail

Order kem # 653932 Location Group | Madison Class And Type | Regisiration-2023 R| Approved 2000

Courty ; DoteMecded [4/14/2022 120001 EstDelv Date  |4/4/2022 120000 | Peceived | 0]

Status | Vendor Tracking & Comment l |

| | Onange |
Vendor Label # Quantity Unit Type Beg & End & Inv Location Date Received
| 1000/ Box. | | Miadison - Primar... 4(28/2022
| 1000 | Box [ Madison - Prenar... |4/28/2022
| 1000 | Box | Madisan - Primar... |4/28/2022
[ 1000 Box | Madisan - Prmar,.. |4/23/2022

) >
Prré Receipt Uifiled Backordersd l [:tgwc«ml Revet || Save |
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Updating Registration Inventory in Storeroom

10. Inventory > Manage Inventory

Console  View Work Management VRT Reports PWD Plate Merge Custormer MC5S
Fast Path ru ~ Go

11. Physical Inventory Location — “County - Primary Storeroom”.

4@& Invertory Location

ory Class

v| [pete |

Tama - Primary Reg Printer LUGO7

Tama - Primary Titke Printer
Tama - Primary Window 1
Tama - Primary Window 2
Jama - Primary Window 3

~

StdfSpec  Qty On Hand

VRT Ordering, Receiving, & Managing Inventory within ARTS
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12. Select Inventory Class from the dropdown.
a. Registration

=lo &
Location Physcal Invertary Location Iventory Class Irventory Type
Tama -Primary [~|  ama -Primary Storercom | et [ | ]
Plate 2 Wendor Label # Feceived Date From  Received Date To Image Units
I || | | M | FE'P
Title
\bew Inventory  Adjust / Detail Toner
Inventory Summary
Controling Org/Location I Class Irvv Type TSRS Y O Hand
Inventory Sets
| Cancel
13. Select Continue.
Invertory Search
Location Physical Invertory Location Irwentary Class Irnventary Type
|Tama - Primary [%] [1ama - Primary storeraom |~| |Regstaton i~ |
Plate  Vendor Label # Recelved Date From  Received Date To | Standard tems
| | | v | ¥ Speclhens -:
View Invertory  Adjust  Detail
Irwentory Summary
Contraling Org/Location inv Class inv Tyoe Stdfspec  Qty On Hand
Inventory Sets
] [Mave iwertory |

11/3/2022
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14. Double click which item needed to adjust under “Inventory Summary “County” —Primary”.

View Invertory  Adjust / Detail

| = [
Inventory Search
Location Physical Inventary Location Iventory Class Irvertory Type
{Tama - Primary (| |rama-prinaryStoreroom || [Regiswaton V] | 1~
Plate # Wendor Label & Received Date From  Received Date To Standand hems
| | | M| M isoecisltems  [Comtiue || Resst |

Inventory Summary Tama - Pamary
Controling Org/Locabon

Tama - Primary

xceipt

Tama - Primary 2023 Reg Recaipt

Iventory Sets

SwdfSpec  Qty On Hand

Move inventory

15. Double Click items that need to be adjusted under “Inventory Sets for.

16. Adjust/Detail Tab will appear.

Inventory Search

Location Physical invertory Location

4

Tarma - Primary [v] [rama -primary Storeroom || |Registraton
Plate # Vendor Label & Peceived Date From  Recelved Date Ta

| | | M

Fandand tems

[\': Special tems

View Invertory  Adjust / Detail
Iwventory Summary Tama - Pimary

Contraling Org/Locaton Irmy Class
Tama - Primary

I Type

Std/Spec  Qty On Hand

| 1400

Regstration | 2023 Reg Receipt B

)

LotD Verdor Label =

Tama - Primary, Tama - Primary Storeroom

| Tama - Primary, Tama - Primary Storeroom

VRT Ordering, Receiving, & Managing Inventory within ARTS
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17. Highlight item that needs adjusted.

Man: y E=R ol ==
Inventory Search

Location Physical Inventory Location Inventory Class Inventary Type

[Tama - Primary [~|  [Tama - Primary storeroom (v|  [registaton [~] | v
Plaie # Wendor Label 2 Recelved Date From  Received Date To Siandand hems

| '] | | v vl Special Hema [[Contirve | Reset |

e L)

Inventory Class and Type  Reglstration - 2022 Reg Receipt Location - Tama - Primary Storeroom

Wendor Label & Begin and End Plale £

Set ID 172093 Lot ID 1055531

Numbes Of Units Unit Type Beg = End # In Printer

200 | Packet f |1
[ Sum = 400
Adjust Reason [~] g | v| [Teve [ ser

18. Adjust Reason.

19. Select Used Stock from dropdown.

11/3/2022

Physical Inventory Location Fvertory Class Fwertory Type
|Tama - Primary M |Yalna—Plinary5tuern VJ |Regisiraﬁm |l| | ﬂ
Plate & Vendor Label # Received Date From  Received Date To Handard hems

| | | R CISET -

View Invertory  Adjust / Detail

Inventory Class and Type  Registration - 2022 Reg Receipt Location - Tama - Prmary Storeroom
Vendor Label £ Begin-and End Flate #
Set D 172093 Lot ID 1045531
Number Of Uinits Unit Type Beg = End # In Printer
200 | Packet | |No
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20. Select Adjust.

nage nventon ||l = X
Invertory Search
Location Physical Invertory Location Inventory Class Inventory Type
[Tams - Primary [~ |Tama - Primary Storeroom [~| |registration [~] | [
Plale # : Vendor Label & Recelved Date From  Recelved Date To | Standard hems
N | | Mo M ISpeciaibems [ Cootnue ]| Ress |
View Invertory  Adjust / Detail
Inventory Class and Type  Registration - 2022 Reg Receipt Location - Tama - Primary Storeroom
Vendor Label # Begin and End Plate £
Set ID 172093 Lat ID 10685531
Mumber OF Units Urit Type Beg = Bnd # 1n Printer

At Reseon e stock | [ Aduet, || ] [Tweve | [ S

VRT Ordering, Receiving, & Managing Inventory within ARTS



Title Stock
Ordering Title Stock (within ARTS)

1. ARTS > Inventory > Manage Orders.

Console  View Work Management VRT Reports PWD  Plate Merge Custorner  MC5

Fast Path ru » Go

2. Inv Loc. Group > Your County (Example: Adams).

Qty On Hand appvd On Order Pend On Order Est On Hand Std On Hand Apovd Amt

11/3/2022



3. Inv Class > Title

4. Select Continue.

Inv Location Group (@) Standard
Adams [v] O Special
Orders  Place Orders

<

Inventory Analysis

Qty On Hand Appvd On Order Est On Hand Std On Hand
Diy Usage Est Usage Deviation

| | [ | I | | [v| (Change Status |

VRT Ordering, Receiving, & Managing Inventory within ARTS
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5. Select Place Orders tab.

6. Select the box next to Title — Title Stock

o=/ Manage Orders
Fitters
Inw Location Group

|.ﬁdams V[

Inv Class
|T|ﬂe [~

Orders | Place Orders

Inventory and Order Data

[] Days View

® Standard

O Special Continue '

|C!ass&T\m-e Qty OnHand Appvd Qt... Pend Qty ...

Typ Daily ... Lead Time SuﬁOr... EstDelv... Auto Q...

Title-Title Stock 10850

Place Order for Title-Title Stock
or al ister

.

County

[ ]

Location |Adams-PrhnaryStora-... V| Address 1 | |EstQtyonHand

—— 7 raaez | | sy on o

eten | T I —

— e [ C R —

Comment | | | Place Order | | Reset
Cancel

7. Description > dropdown menu to select county.

Fitters
Inv Location Group Inv Class
|adams [~] Title |~

Orders Place Orders
Inventory and Order Data  [_] Days View

[o] & =

(@ Standard
() Special

[Cortrue || Fese

Class & Type Qty OnHand AppvdQt... PendQty... TypDaily... Lead Time SuggOr... EstDelv... AutoO...
Title-Title Stock 10850 0 0 3 3| 00728202 [
Place Order for Title-Title Stock
Vendor Standard Register | Est DelvDate [07282022 | County
Loeation Adams - Primary Storer... |+ | Address 1 | | Est Qtyon Hand  |10841
Description L;a._ i v | | Address 2 | | Std Gty on Hand

oo N — S ——
e S — I —
Commert | ! PlaceOder | | Reset

11/3/2022
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8. Select tab to autofill Attention.

Fitters

Inv Location Group Inv Class (® Standard
= ] z O spec (ot ] ot |
Orders Place Orders
Inventory and Order Data [ Days View
Class & Type Qty OnHand Appvd Qt... PendQty... TypDaiy... LeadTime SuggOr... EstDelv... AutoO...
Tile-Tite Stock | 10850 0 0 3 3| o722 [
< >
Place Order for Title-Title Stock
Vendor Standard Register Est. Delv Date  |07-28-2022 County
Location  [Adams - Primary Storer... | v || Address 1 500 %h St. | §tGtyonHand  [10841
sz | | e on
S ] T N —
B T @ [ ]

VRT Ordering, Receiving, & Managing Inventory within ARTS
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9. Select date needed > (2 weeks out).
a. The dropdown menu will pull the current month. There is a 2-week window for title
fulfillment. The date in the Est Delv Date field is not accurate. It is based upon a vendor
contract which is no longer in place. This field has no applicability when ordering titles.

Orders FPlace Orders
Inventory and Order Data [ Days View

Filters
Inv Location Group Inv Class (®) Standard
Acams [v] Tite v O Specal | Contrue || Resst |

Class & Type QtyOnHand Appvd Qt.. Pend Qty... TypDaily... LeadTime SuggOr...
| TileTitle Stock | 10850 o q 3] 3 0/07-28-2022
< >
Place Order for Tite-Title Stock
Vendor Standard Register Est. Delv Date [07-28-2022 County
Location [Adams - Primary Storer... |- | rees T {500 SN T | EstGtyonHand  [10841
Description | Adams County v| Addessz | | std @ty on Hand
Mtention  [Adams Courty Treaswer | Cty/State  [Coming | [1a [~] Est Usage R
Date Needed Mz 50841 Qry (ea) [ ]

ot @ oy 3 @020

SMTWTEFS

21
24 25 26 27 28 29 30
31

Today Clear

12
345 6 7 8 9
10 11 12 13 14 15 16 L_?E’Edj
17 18 19 20 21 22 23

Filters
Inv Location Group Inv Class (® Standard
= I~ e ] O speci [eonue ]| e |
Orders  FPlace Orders
Inventory and Order Data ] Days View
QtyOnHand Appvd Qt... PendQty... TypDaiy... LeadTime SuggOr... EstDelv...
| wew| o of 4 3 %
< >
Place Order for Title-Tile Stock
Vendor Standard Register |Est_ Delv Date  |07-28-2022 County
Location  [Adams -Prmary Storer.., || Address 1 500 %h St. | EstGtyonHand  [10841
Desoton [domocomty _|v] M2 | | 340y onand
Attention | Adams County Treasurer | City /State  [Coming i v | Est Usage C]
Ioateumed [ara/2022 Elh Gty (ea) L1
Commert | | | PlaceOrder | | Reset |
o |

11/3/2022
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10. Qty > order total amount.
a. Example: Ordering titles (1,575 come in a box). Ordering 6 boxes = Qty will be “9450”.

b. Fill in the needed quantity. Each carton contains 1,575 title blanks. Orders for titles must be in
multiples of 1,575. In this example, 3 cartons are ordered (4,725 title blanks).

Filters
Inv Location Group Irv Class (®) Standard
|Adams v Title ~ O Special | Cortinve | Reset
Orders Flace Orders
Inventory and Order Data  [_] Days View
Class & Type QtyOnHand Appvd Qt... PendQty... TypDaily... leadTme SuggOr... EstDelv.. AutoO...
Title-Tile Stock | 10850 0 0 3 & 00728202 [
Place Order for Title-Title Stock
Vendor Standard Register | Est. Delv Date [u?-z&zozz County
Location  [Adams - Primary Storer.,. | v| Address1  [500%h St. | EtQtyonHand  [10841
Description |AdamsCounty Ivl Address 2 [ ] Std Gty on Hand
Attention lAdams County Treasurer | Ctty / State EComing [ IA | « | Est Usage 29
Date Needed [3/8/2022 V| 2o Q (ea) EZI]
Commert | |  PlaceOrder || Reset |
Cancel |

11. Utilize the Comment box if it is a RUSH ORDER or a FAKE ORDER.
a. Note: Also contact Rhonda Fowler for all RUSH ORDERS.

Place Ouer for Thle- Thle Stock

e — : =
Locatn  [adams -Prnary Storer,. [V] Addem1  [S0030 S | ExGyentind [i0841 N
= - S— e —
Murton  [MduaCourty Twssrer | Oy/Sse  [Comop | [m [v] Elee [ |
DuteNeeded [310/2053 T o wes w5

[ conmen  [FakEORDER | | Place Order | Reset

Cancel
| ]
Place Onde for T Tte Stock
Vendor |Standand Register
Mot [fdara Courty Toamrw | Oy/Sss [Gorg [ [n (v Eathege ]
Date Needed [8/10/2022 v Zp [saa1 | Gyleal @ 157 |
[commere  [RUSHORDER | | [ Pisce Order | | Reset
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12. Select Place Order. A Confirm Save message will appear, select Yes. This will result in a Place Order
confirmation message.

|

ol Manage Orders EE’
Filters
Inv Location Group Inv Class (®) Standard
|Adams [¥] O Special | Coninve || Resat |
Orders  Place Orders
Inventory and Order Data [ Days View
Class & Type QtyOnHand Appvd Qt... PendQty... TypDaiy... LeadTime SuggOr... EstDelv... AutoQ...
| TitleTie Stock | 08s0] o o 3 3 Oorm2n | [
Confirm Save
This will save your inventory order. Please be aware the order
amount has exceeded the reorder deviation threshold. Do
you want to continue?
Place Order for Title-Title Stock
Vendor Standard Register | Est Delv Date !UHBQEQ
Location Adams - Primary Storer... |+ | Address 1 lsou&h&.
Description |Adans County | Vl Address 2 I— f
Attertion [Mams County Treasurer ] City / State A . Est Usage |:I
Date Needed [8/8/2022 ks &
Commert | | [Placs Order | | Reset
l;' Manage Orders E = .-
Filters
Inv Location Group Inv Class (®) Standard
|Adams IVI Title (O Special | Continue || Reset |
Orders Place Orders
Inventory and Order Data  [_] Days View
Class & Type Qty OnHand Appvd Qt... PendQty... TypDaily... LeadTime SuggOr... EstDelv..., AutoQ...
Title-Title Stock | 10850 0 o El 3 007282022 | [J
Place Order x
< o The order has been successfully placed.
Place Order for Title-Title Stock
Vendar |Standard Register | Est.Delv Date |07-28-2022
Location [Adams - Primary Storer... [v| Address 1
Description !Adm County |T| Address 2 Std Gty on Hand |Hﬂ [ﬁ I
—— R e L e Sa—
Dae Mot 202 CE I - wer @ [
Comment | | [Pace Order | | Reset |

| Cance |

11/3/2022
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13. Select the Orders tab to verify the order is placed.

o Manage Orders
Filters

Inv Location Group Inv Class

|Adams ~ | Title

Orders I’faee Orders

, Order # Class and Type

Date Needed  EstDelv Date Status

(®) Standard
QO Spedial

(o] [

] ®

Qty Ord... Qty Appvd QtyRecvd Comment Deliver

I| | 677030 TifleTile Stock  |8/8/2022 |v 7/28/2022  Pendng v 4725 4725 0  Adams
| € >

Inventory Analysis for Title-Title Stock

‘ Qty On Hand Approved On Order  Pending On Order Est On Hand Std On Hand Approved Amount A

110850 ea / 6 Box(s) 0 ea /0 Box(s) 4725ea [3Box(s) 15566 ea/9Box(s) |0Box(s) 3Box(s)

[36 16 Day; B ilﬂ De..vs N | 1575 Da};s l -|l5188 Davs.-l B -0 Davs 5 | 1575 Da ;y's bt

Dy Usage Est Usage @ _

{32377 ﬂ Change Status Save Revert

VRT Ordering, Receiving, & Managing Inventory within ARTS
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Receiving Secure Title Stock into Inventory

1. Now that the title stock has arrived you need to verify the packages in the box. Each box has nine
packages of 175 titles with a total of 1575.

2. Go to Inventory/Receive Orders.
3. For Vendor use the drop-down arrow and choose Standard Register.
4. Inv Location Group dropdown and choose County.

5. Select Continue.

Receive Orders EI [=] IEI

Vendor Inv Location Group (®) Standard
|Standard Register w | |O1.-'S w | () Special Reset

Order kems  Order tem Detail

e Orders | = | = | £3 |
Vendor Inv Location Group (®) Standard
Standard Register ~ ovs ~ () Special Reset
Order tems  Order kem Detail
Order Item # Spedal Order Plate #  Class And Type Order Date Date Meeded Status County Approved
605462 Title-Title Stock 4/27/2021 4f28/2021 Backordered 3

11/3/2022



6. Select Order Item Detail tab.

7. Select Add Row.

cceive Orde == )
Vendor Inv Location Group (®) Standard
O e
Order tem #  |605462 Location Group ovs Class And Type | Title-Title Stock Approved 3150
County Date Needed 4/28/2021 12:00:0(| Est Delv Date 4/30/2021 12:00:0( Received 0
Status Backordered Vendor Tracking # Comment Fake Order Fake Order |
Stalus History Delivery Address [0V Operations 6310 SE Convenience Bivd. Ankeny. |A 50021 | | change |
Vendor Label #  Quantity Unit Type Beg # End # Inv Location Date Received
< >
Print Receipt | Unfiled Backordered Order Complete
8. Add Row will appear.
Receive Orders EI@
Vendor Inv Location Group (®) Standard
Osoecid
Order tems  Order tem Detail
Order kem #  |605462 Location Group ~ |OVS Class And Type | Title-Title Stock Approved 3150
Courty Date Needed 4/28/2021 12:00:0(| Est Delv Date 4/30/2021 12:00:0(| Received 0
Status Backordered Vendor Tracking # Comment Fake Crder Fake Order |
Status History Delivery Address |DVS Operations 6310 SE Convenience Blvd. Ankeny, 14 50021 | | Change |
Vendor Label # Quantity Linit Tuna Ran % End # Irue Lacatinn Date Received
Add Row (Paper) — =
Date Received Received To
= (4/27/2021 ¢|Dv5 - Operations Storeroom | V|
Quantity Per Packet Ifthe quantities listed are different than
175 whatis actually packaged then you must
Quartity Per Lot modify the inventory configuration.
1575
Quantity Quantity per Packet(s)  Number of Packet(s)
| | | | |
Vendor Label #
| | [ Increment
< Title Control Mumbers >
Pattem Last Control #
—— |
Beg Control # End Control #

VRT Ordering, Receiving, & Managing Inventory within ARTS
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9. Receive in a full box at a time or if the control numbers are all in consecutive order box to box do
them all together. (Below is receiving in one box, 1575, 175 per packets with total number of nine
packets.)

10. Put in the Quantity and Quantity per Packet(s) then tab over. The number of Packet(s) will autofill.

Receive Orders o || = ER
Vendor Inv Location Group (®) Standard
Order tems  Order tem Detail
Order ktem #  |G05462 Location Group Qovs Class And Type Title-Title Stock Approved 3150
Courtty Date Needed 4/28/2021 12:00:0(| Est Delv Date 4/30/2021 12:00.0( Recsived 0
Status Backordered | Vendor Tracking # Comment Fake Crder Fake Order |
Status History Delivery Address |0\u"S Operations 6310 SE Convenience Blvd. Ankeny, 1A 50021 | Change
Vendor Label # Quantity nit Tuns poation Date Received
Add Row (Paper)
Date Received Recsived To
- |4f2?f2|}21 v #‘OVS - Operations Storeroom ~ ‘
Quantity Per Packet Ifthe quantities listed are different than
175 whatis actually packaged then you must
Quartity Per Lot modify the inventory configuration.
1575
~
Quantity Quantity per Packet(s) Mumber of Packet(s)
[1575 | [178 EE |
Vendor Label #
‘ ‘ [ Increment
Title Control Numbers
Fattem Last Control # L
Print Recel® | [y | = i
Beg Control # End Cortrol #
| 55555500| | Cancel

o | |

11. Title Control Numbers Pattern put in eight # signs. This means eight numbers.

12. In the Beg. Control # put the first control number from the very first package.
13. Tab over and the End Control # will show. If it does not match the control number in your last

package double check packages. Always check each package to verify the numbers. Do not add the
alpha or the 0/zero before the eight numbers.

11/3/2022
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14. If the numbers are correct select Continue.

Receive Orders EI@

Vendor Inv Location Group (®) Standard

Order kems  Order ttem Detail

Order tem # 605462 Location Group ~ [OVS Class And Type | Title-Title Stock Approved 3150
County Date Needed 4/28/2021 12:00:0(| Est Delv Date 4/30/2021 12:00:0(| Received 0
Status Backordered Vendor Tracking # Comment Fake Order Fake Order |
Status History Delivery Address [OVS Operations 6310 SE Convenience Blvd. Ankeny, IA 50021 | | Change |
Vendor Label #  Quantity Date Received
Date Received Received To
+ |4f2?f2021 It|C)\|'S - Operations Storeroom | ~ ‘
Quartity Per Packet Ifthe quantities listed are different than
175 whatis actually packaged then you must
CQuartity Per Lot modify the inventory configuration.
1575
Quartity Quartity per Packet(s)  Number of Packet(s)
[1575 | [ | »[s |
Vendor Label #
| | [ Increment
& Corfrol NUmbers
Pattem Last Control #
Pint Receil  [nmmmemn | S
Beg Contral # End Contral #
[55555500] |
\_

15. Select Save.

Receive Orders EI @

Vendor Inv Location Group (®) Standard

Standard Register () Special

Order tems  Order tem Detail

Order kem # 605462 Location Group ~ [OVS Class And Type | Title-Title Stock Approved 3150
County Date Needed 4/28/2021 12:00:0(| Est Delv Date 4/30/2021 12:00:0() Received 1]
Status Backordered Vendor Tracking # Comment Fake Order Fake Crder |
Status History Delivery Address [0S Operations 6310 SE Convenience Blvd. Ankeny, 1A 50021 | | change |
Vendor Label # Quantity Unit Type Beg # End # Inv Location Date Received

175/ Packet 55555500 55555674 OVS - Operation... | 4/27/2021

175 | Packet 55555675 55555849 OVS - Operation... |4/27/2021

175 | Packet 55555850 55556024 OVS - Operation... |4/27/2021

175 |Packet 55556025 55556199 0OV5 - Operation... |4/27/2021

175 |Packet 55556200 55556374 0OV5 - Operation... |4/27/2021

175 | Packet 55556375 55556549 OVS - Operation... |4/27/2021

175 | Packet 55556550 55556724 OVS -Operation... |4/27/2021

175 |Packet 55556725 55556899 0OV5 - Operation... |4/27/2021

175 | Packet 55556900 55557074 OVS - Operation... |4/27/2021

Print Receipt Unfilled Backordered Order Complete _

16. If there are more packages on this order (which is fine), this message will appear.

VRT Ordering, Receiving, & Managing Inventory within ARTS



17. Select OK.

Receive Inventory

o Quantity received is less than quantity ordered (FYI).

18. Select Yes.

Confirm Save

J This will save the order you have received. Do you want to
continue?

19. The first screen in Receive Orders will appear.

20. The order was received successflly to the County Storeroom.

Receive Orders o] & [

Vendor Inv Location Group (®) Standard
|513r1dard Reqgister | R | |OVS | i | () Special I Continue I | Resst |

Order kems | Order tem Detail

Order Item # Spedal Order Plate #  Class And Type Order Date Date Needed  Status County Approved
605462 Title-Title Stock 4f27/2021 4/28/2021 Backordered

11/3/2022
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Title Stock Moved from the Storeroom to the Printer

1. Inventory > Mange Inventory.

2. Location > County .

3. Physical Inventory Location > County — Primary Storeroom
4. Inventory Class > Title

5. Select Continue.

-

Manage Inventory E [=] @
Inventory Search
Location Physical Inventory Location Inventony Class Invertory Type
OVMCS - Primary ~ | |D'u'5 - Operations Storeroom ~ | |'I'|ﬂe ~ | | ~ |
Plate # Vendor Label # Received Date From  Received Date To Standard tems

| | w ™ Special ltems Feset

View Inventory  Adjust / Detail

Inventory Summary
Controling Org/fLocation Inv Class Inv Type Std/Spec  Qty On Hand ‘

6. Title Stock total quantity on hand will appear. Double click on the highlighted area.

Manage Inventory E”F”EI
Invertory Search
Location Physical Inventary Location Invertory Class Inventory Type
OVMCS - Primary ~ | |D'|.|'S - Operations Storeroom ~ | |'I'|ﬂe ~ | | ~ |
Flate # Vendor Label # Received Date From  Received Date To Standard tems

| | hd v Special tems Reset

View Inventory | Adjust / Detail

Inventory Summary OWMCS - Primary
Controlling Org/Location Inv Class Inv Type Std/Spec  Qty On Hand
OVMCS - Primary Title Title Stock std | 2100 ]

P
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7. This will cause the packages to show in the Inventory Sets for Title Stock area.

Manage Inventory E=n R g

Inventory Search
Location Physical Inventory Location Inventory Class Invertory Type
OVMCS - Primary | e | |D'u'5 - Operations Storeroom | e | |'I'|ﬂe | ~ | | | e |
Plate # Wendor Label # Received Date From Received Date To Standard ftems
| | | Special tems I Continue I | Resst |
View Inventory  Adjust / Detail
Invertory Summary OVMCS - Primary
Controlling Org/l ocation Inv Class StdfSpec  Qty On Hand

CS - Primary

Invertory Sets for Title Stock

LotID Wendor Label # Location Beg # End # Qty (ea) T
100... OWMCS - Primary, OVS - Operations Storeroom 21463351 | 21463525 175
100... OYMCS - Primary, OVS - Operations Storeroom 21463176 | 21463350 175
100... OVMCS - Primary, OVS - Operations Storeroom 21462826 | 21463000 175
101... OYMCS - Primary, QVS - Operations Storeroom 22693426 | 22693800 175
101... OYMCS - Primary, OVS - Operations Storeroom 22693251 | 22693425 175

\\1!3 1.. OWMCS - Primary, OV5 - Operations Storeroom 22693076 | 22693250 1?51).,

| | Vl Mowve Inventory
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8. Find the control numbers to be moved to the printer (keep in numeric order).

9. Select Move Inventory.

Manage Inventory

(o] & =

Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
OVMCS - Primary | ~ | |D'u'5 - Operations Storeroom | w | |T|ﬁe | ~ | | | ~ |
Plate # Wendor Label # Received Date From Received Date To Standard tems
| | | Special tems | Cortinue | | Resst |
View Inventory  Adjust / Detail
Inventory Summary OYMCS - Primary
Controling Craflocation Inv Class Inv Type Std/Spec  Qty On Hand
OVMCS - Primary Title Title Stock |Std | 2100
Inventory Sets for Title Stock
Lot I Vendor Label # Location Beg # End # Qty (ea) ~
100... A OVMCS - Primary, OVS - Operations Storeroom 21463351 21463525 | 175
100... OVMCS - Primary, OVS - Operations Storeroom 21463176 | 21463350 175
100... OVMCS - Primary, OVS - Operations Storeroom 21462826 | 21463000 175
101... OVYMCS - Primary, OVS - Operations Storeroom 22093426 | 22693600 175
101... OWMCS - Primary, OVS - Operations Storeroom 22683251 | 22693425 175
101... OWMCS - Primary, OVS - Operations Storeroom 22693076 | 22693250 175 s
Xl:DVMCS - Primary OVS - Operations Title Pri.. | w | I Move Inventony ||
Cancel

10. Select Yes.

aaw g LY e d

This will move all selected inventory to the new location you
have chosen. Do you want to continue?

Yes I | Mo
tion Beg # End # Oty ez
25 - Primary, OVS - Operations Storercom 21463351 21463525
25 - Primary, OVS - Operations Storeroom 21453176 | 21463350
25 - Primary, OVS - Operations Storeroom 21462826 | 21463000
25 - Primary, OV5 - Operations Storeroom 22693426 | 22693600
25 - Primary, OVS - Operations Storeroom 22693251 | 22693425
25 - Primary, OVS - Operations Storeroom 22693076 | 22693250

Mave Inventony

=
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11. The screen will change to the below and the Qty On Hand total also changed.

12. Moving the title stock to the printer was successful.

Manage Inventory - - i &3
Inventary Search
Location Physical Inventory Location Inventory Class Inventory Type
|DVMCS - Primary | e | |DVS - Operations Storeroom | ~ | |T|ﬂe | ~ | | | ~ |
Flate # Vendor Label # Received Date From  Received Date To Standard tems
| | | Special ems | Cortinue | | Reset |
View Inventory  Adjust / Detail
Inventory Summary OVMCS - Primary
Controlling OrgfLocation Inv Class Inv Type StdfSpec  Qty OnHand
OVMCS - Primary Title Title Stock EL | 1925
Inventory Sets for Title Stock
LotID  Vendor Label # Location Beq # End # Qty (ea)
OVMCS - Primary OVS - Operations Title Pri... |~ | | Move Inventory
Cancel

11/3/2022
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Title Stock Printed Wrong or Errors, New Title Stock with DOT Changes

1. Go to Inventory/Reconcile Title.
2. Add location and title printer needing adjusted.

3. Click on the row that has the title stock needing adjusted.

[ as! Reconcile Title =] B ]
\
Location Physical Inv Location ‘endor Label #
|ovMCs - Primary ] [ovs -Front Counter Ti... [ v | [Cotiee || Reset Eind Title Control &

Adjust and Reconcile

Next Expected Title Cortrol # | 21456449

Stock Inventory and Adjustments at QVMCS - Primary - OVS - Front Counter Title Printer LUO&7

But... InvID SetID Issued Adjusted Remaining Beg # End # In Printer Date Issued  Reconciled
—_> 4 ¥ 510688 162752; 98 a 77 21456351 21456525 True 5/25/2021
Stock Inv ID # Of Units Beg # End # Created Date Used Status T... |Issued Date Adjusted
425 12{1f2018 Overflow
Add Adustment | Move/Splt INVID 5106881 Expected # Of Issued Revett Save
Cancel

4. Select Add Adjustment.

Move/Splt INV 1D 510688 Expected # Of Issued Revert Save

Cancel

5. Add adjustment using the next control number that would be issued for the New Beg # and then the
New End # to damage out or adjust used stock.
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Location Physical lnv Location Viender Labed #

OVMCS - Primary <] [ovs - Operations Tide ... [~ | | [ Contove || PReset | Find Title Control #

Adpsst and Recancile

[l B The o |

Sinck Inventory and Adustments at OVMCS - Primary - OVS - Operations Tele Pricter LUDSS

[But... InvID SetID |Issued Adjusted  Remaning  Beg # End 2 InPrnter  Datelssued Reconcled  ~
| &« 530294 173803 175 0 0 23804926 23895100  True s/20/2022 O

a v 530203 17302 175 [} 0 2305101 23895275  True s/f2022 ]

4 v 539202 173601 175 0 0 23805276 23895450  True 5/20/2022

a w 539291 173600 175 o 0 23893451 23895625 True sf20/2022

- v 539200 173599 2 0 87 23895626 23395800  True 5/20/2022 0]

« w 539289 173598 L] /] 175 X3895301 23695975 True Sfa0fa022

a v 53285 173507 0 0 175 23895076 23896150  True s/20/2022

|+ = 539287 173506 o 0 175 23896151 23896325 True I B w B
[StockInvID 2 Of Units Beg = End & CreatedDate  Used Status T... Issued Date Adyusted

52420 9 24209928 25209936 10/19/2021  Used Stock u] w2 |

| Add Adustment | Move/Spit INVID539230  Expecisd # Of lssued (2704 ] Revet Save

6. For Used Stock leave the checkmark in the Issued Box.

7. If damaging the stock out, remove the check.

11/3/2022

Add Adjustment

Add Adjustments for this Inventory Range

Stock Inv 1D
Beg # 21456351 End # 21456525 In Printer
| oo ored 1| Remanng :

Adjustment Information I

T — T B i)

Used Status |Damaged | ~ | [ lssued
] Date Adjusted  [6/24/2021 \ E
| Add Adustmert || Cancel | 0
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8. Before selecting Save, make sure the next Expected Title Control # in the top right-hand corner is
correct. If itis not correct, select Revert. If it is correct, select Save.

B Reconcile Title EII = I@
Location Physical Inv Location WVendor Label #
OVMCS - Primary ~| [ovs -Front counter Ti...[~| | | Continue Reset  Find Title Control 2
Adjust and Reconcile
Next Expected Tile Contral #
Stock Inventory and Adjustments at OVMCS - Primary - OWS - Front Counter Title Printer LUDET
But... InvID SetID |Issued Adjusted Remaining Beg # End # In Printer Date Issued  Recondled
4 = 510688 162752 98 77 0 21456351 21456525 True 5/25/2021 O
Stock Inv ID # Of Units Beg # End # Created Date Used Status T... Issued Date Adjusted
425 12{1/2018 Overflow 0
510688 77 21456449 21456525 6242021 Damaged [} 6242021
Move/Splt INVID 510688]  Evpected # Of lssued [ Revet Save ]
Cancel

9. Select OK. The Title Stock has been adjusted.

Mowe/Split Inventory

o Move of stock completed successfully.

Lo 11 et ) Ed
L —

-

10. Note: If title stock is damaged out, the title number cannot be reused. That title stock will need to be
tracked manually outside of ARTS.
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Updating Title Inventory in Printer

1. Inventory > Manage Inventory.

Console  View ‘Work Management VRT Reports PWD  Plate Merge Customner  MCS

Fast Path ru » Go

2. Add county location and title printer needing to make adjustment.

3. Select Continue.

Locaton PrysicalInv Location Vendor Label #
o - Primry ] | o -rmary e P ] | | Find Title Control &
Title Stock ~ Adjust and Reconcile
Title Sets
|
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4. Highlight the line that shows the package (control numbers) that need adjusted.

Location Physical Inv Location Vendor Label #
Tama - Primary 7| [Tal'nafPri'narv‘l’luePr...q ‘ ‘ | Continue | Reset Find Title Control #
Adjust and Reconcile
et St Tl it
Stock Inventory and Adjustments at Tama - Primary - Tama - Primary Title Printer LUG06
But... InvID SetID |Issued Adjusted Remaining Beg # End # In Printer Date Issued Recondled
- w 517004 166567 175 0 0 25118526 25118700 True 7/13/2022 ]
« w 536860 172857 57 1] 118 023946501 023947075 True 7/25/2022
Stock Inv ID # Of Units Beg # End # Created Date Used Status T... |Issued Date Adjusted
Add Adusimert | Move/Spit INVID 517004  Bepected #Oflssued [232 | Revet || Save

5.
need to be destroyed.

6. Select Add Adjustment.

In the following example the last two pieces of title stock overlap each other, so 25118699-25118700

VRT Ordering, Receiving, & Managing Inventory within ARTS

-Ei Reconcile Title l = \'@"I@
Location Physical Inv Location Vendor Label #
[Ta-na—Prinary T‘ ﬁm—Pri-narvT\HePr...T‘ ‘ | [ Continue Reset Eind Title Control #
Adjust and Reconcile
Next Expected Title Control # |023946958
Stock Inventory and Adjustments at Tama - Primary - Tama - Primary Title Printer LU606
But... InvID SetID |Issued Adjusted Remaining Beg # End # In Printer Date Issued Recondled
A v 517004 166567 175 0 0 25118526 25118700  True 7/13/2022 O
« ¥ 536860 172857 57 0 118 023946901 023947075 True 7/25/2022 |;
Add Adjustment
Add Adjustments for this Inventory Range
Stock Inv ID  |517004
ot [ | oes s prwe
SR o c—
Adjustment Information
% e 7T — T —
Used Status  |Damaged V| [lssued
Mov Date Aduted (272272022 || wet || Save
[ Add Adustment_]|  Cancel | Cancel
|
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7. Add the first control number and the last control number that needs to be destroyed.

8. Remove the check from the issued box.

9. Select Add Adjustment.

Add Adjustment

Add Adjustments for this Inventory Range

Sode o 1
Beg # 25118526 | End#  [25118700 | InPrinter  [Tre
e e R L

Adjustment Information

utty [ | Nowteg? [zsriosm | New i [zri570 |

T

Used Status ‘Desh'oyed :‘ [[] Issued i
Date Adjusted (8/22/2022 v
Add Adjustment Cancel

10. The adjustment will show on the highlighted line and the bottom half of the screen. If correct, select

Save.

11/3/2022
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11. If it is not correct, select Revert to reenter.

a2/ Reconcile Title (=8 =8~
Location Physical Inv Location Vendor Label #
Tama - Primary T‘ [Tama—Pri'nary‘HHePr...q | Continue Resat Find Title Control #
Adjust and Reconcile
Next Expected Title Control #
Stock Inventory and Adjustments at Tama - Primary - Tama - Primary Title Printer LUG06
But... InvID SetID Issued Adjusted Remaining Beg # End # In Printer Date Issued Recondled
« w 517004 166567 173 2 0 25118526 25118700 True 7/13/2022
~ w | 536860 172857 59 v] 116 023946901 023947075 True 7/25/2022 \_.
StockInvID | #Of Units Toeg lend = TCreatedDate | Used SmusT. .. |1ssued [Date Adusted
517004 2 25118699 25118700 8/22/2022 Destroyed | 8/22/2022 |
1
Move/Split INVID 517004 Expected OF kssued [232 Not [ Rever ][ Save ]<J Correct
B ' correct ' ' ]
Cancel
12. Select OK.
Reconcile Inventory
o Reconcile completed successfully.
:
L ™
13. Since the adjustment has been made with the package all used, Reconcile the package. Select the
Reconcile box.
74
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14. Select Save.

15. Select OK.

11/3/2022

Location Physical Inv Location Vendor Label #
[Tama - Primary |~| [rama - primary Titie Pr... [v] | | [ Contue || Reset | FindTitle Control #
Adjust and Reconcile

ot et T Core #

Stock Inventory and Adjustments at Tama - Primary - Tama - Primary Title Printer LUG06

But.. InvID SetlD |Issued Adjusted  Remaining  Beg = End = InPrinter | Date Issued [ Recondled
4 ¥ 517004 166567 173 2 0 25118526 25118700 True 7132022
a w 536860 172857 59 0 116 023946901 023947075 True 7{25]3322
Stock Inv ID # Of Units Beg # End # Created Date Used Status T... Issued Date Adjusted
517004 2 25118699 25118700 8/22/2022 Destroyed m] 8/22/2022
[ Add Agj Move/Spit INV 1D 517004~ Expected #Oflssued [232 | Revet | Save |

Reconcile Inventory

o Reconcile completed successfully.
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16. The package has now been reconciled along with adjustments recorded in ARTS.

Location Physical Inv Location Vendor Label #
[rama - Primary (V] [Tama -prmary Tite pr... [V | | | Coue || Reset | FindTitleControl#
Adjust and Reconcile
et ot T Core
Stock Inventory and Adjustments at Tama - Primary - Tama - Primary Title Printer LUGDG
But.. IvID SetlD Issued Adusted  Remaining  Beg # End # InPrter  Datelssued  Reconcled
~ v 536860 172857 59 0 116 023946501 023947075 True 7/25/2022 m]
StockInvID  #0fUnits  Beg # End # CreatedDate  |Used Status T... Issued Date Adusted
| Add Adustment | Move/Spit INVID 536860 ~ Expected #Oflssued 53 | | Revet |[ sae |
IRESEHIN
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