ern | FACILITIES CONNECT

WAREHOUSE & INVENTORY

WAREHOUSE
UPDATE COUNT TASK

Provides guidance for how to display and update an inventory count

DIRECTIONS:
1 From the Facilities Connect Home Screen, navigate to the hamburger menu:

@ Click on the Inventory section drop-down arrow.

@ Click on the Manage Inventory section drop-down arrow.

Northwestern | FACILITIES CONNECT

Home Home R My Bookmarks

Requests [5] Reminders - Inven... [ w  [=] Quick Find (Inventory) M w [ Inventory Reports [ w

Tasks » Notices ABC Class Analysis

Inventory Primary  InvLloc Product
! Image Item ID Location Name D Spec Nam Part Reorder Report
INVITEM TECH A407-1 P83409 DIRECT ACTU/ Part Transfer Report

1018843 DAMPER AIR W/ UNIVI
-331-2973 Mfr Part#

l P83409 - TECH TECH TECH- P83409 DIRECT ACTU,

able On Ho Stock Part Issues

lable On Hold

On Order per DIRECT DAMPER AIR W/ UNIV

Ve'Cycle Count -331-2973 Mfr Part#

) ) P001050 - TECH A1155 P001050 STOP, WATER
0 - Active Pick Tasks TECH COMPRESSION ANGLE
» Contracts COMP INLET X Mfr Par
» PRand PO P46965 - EVCP CONs- P46965 GLOVES, COA
wv EVCP-CONS- IGN GLOVES, PALM AND FI
IGN 9/L, ANSELL, Mfr Part

[5] PO/ Invoice / Rec... [ w.
P46965 - TECH  TECH CONS- P46965 GLOVES, COA
Purchase Orders ww 16N GLOVES, PALM AND FI
9/L, ANSELL, Mfr Part

PO Invoice
Receipts P031519 - CHCENTRAL  5008-8 P031519 COUPLER, H

2 From the Manage Inventory drop-down menu:

Q Click on Count Tasks.
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Home Inventory 0 Add to Bookmarks | My Bookmarks

Requests [=] Reminders - Inven... [ w [=] Quick Find (Inventory) Ow [=] Inventory Reports [ w

Tasks i .

» Notices Inventory Primary  InvLloc Product ABC Class Analysis @
Maintenance ~ Inventory ! Image Item ID Location _ Name D Spec Nam Part Reorder Report
279 - Items at Re-Ordc

INVITEM TECH A407-1 P83409 DIRECT ACTU, Part Transfer Report
Inventory

0- Consumable On Ho o~ 1018843 f’;\;fzﬁg"7§';f‘ﬁ’é;$v Stock Part Issues
Manage Inventory 0 - Assignable On Hold l P83409 - TECH TECH TECH- P83409 DIRECT ACTU,
Inventon 0 - Items On Order per = DIRECT Pm_nggys\fw/ UNIV.
0 - Active Cycle Count T Part#
Items 0 - Active Pick Tasks jq .Prggl{oso ) TECH AES Eoo%g;gsss.\rgﬁmgfg
» Contracts N COMP INLET X Mfr Pai

Count Tasks » PRand PO

P46965 - EvVCP CONs- P46965 GLOVES, COA
wv EVCP-CONS- IGN GLOVES, PALM AND FI
IGN 9/L ANSFII, Mfr Parl

v1.1 (Updated 03.04.22) © 2022 Northwestern University Page | 1



Northwestern | FACILITIES CONNECT

WAREHOUSE & INVENTORY

WAREHOUSE
UPDATE COUNT TASK

DIRECTIONS:
3 Upon clicking, the Count Tasks will open.

@ Type in the Name or Record ID to find the exact match for your review.

= Northwestern |Facium

Count Tasks +i Add to Bockmarks I My Bookmarks
15 Popup View ~
Apply Filters Clear Filters o T A
Task ID Record ID = Service Provider Status
Contains Contains Contains comeins Contains
O Northwestern Completed 2
O AC ROOM AC ROOM 61117281 Inventory Facilities Warehouse Completed
O B103/3-9 - EVELEC 1000275 68650033 Northwestern Completed
O B125-2-B125-4- EVEL... 1000269 67655835 Northwestern Completed
O B127 - EVELEC 1000268 67444321 Inventory Northwestern Completed
O B303-1- EVELEC 1000287 71298305 Inventory Northwestern Completed
O B305 EVELEC - B305 61103421 Inventory Northwestern Completed
— e i e e i e e [ R PO
4« r »
Items per page: 50  w 1- 50 of 251 items 1 of 6 pages 3

@ Click the count task name that you want to update.
@ The Inventory Count Work Task section opens below.

@ Click the Launch Window button to openin a new window.
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@ Count Tasks R Add to Bookmarks | My Bookmarks
© |inline View ~
Add | Delete |
Q Inventory Count Work Tasks v Apply Filters Clear Filters S W oL
- o Name Task ID Record ID Service Assignment Class Work Location Service Provider Status
&
Contains Contains Contains Contains Contains Contains cont
3b 5011-7 CHCENTRAL 1000282 69512411 Inventory Northwestern
O B103/3-9 - EVELEC 1000275 68650033 Northwestern corr +
Kl >
Items per page: 50 v 1 - 50 of 251 items 1 of 6 pages
|Bottom

—
Inventory Count Work Task: 1000243-AC ROOM 4] Add To Bookmarks =& Print @) Help

General ~ Work Details ~ Resources ~ Procedures  Dependencies ~ Advanced  Notifications  Notes & Documents Calen Close  Re-Open Save  Save & Close  More X

(Required): Use this tab to enter, review, or change basic information about the task.

- General Accept Start Work Stop Work
S
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ern | FACILITIES CONNECT

WAREHOUSE & INVENTORY

WAREHOUSE
UPDATE COUNT TASK

DIRECTIONS:
4 Upon clicking, a new Inventory Count Work Task window will open:

@ Locate the General Tab and make any desired changes to the count task.

@ Click on the Save button to save your edits.

& Inventory Count Work Task: 1000282-5011-7 CHCENTRAL - Google Chrome - a X

340 To Bookmarks (= Print @) Help

4 Save

ory Count Work Task: 1000282-5011-7 CHCENTRAL

General

(Required): Use this tab to enter, review, or change basic information about the task.

ve & Close More x

Petails Resources Procedures Dy Advanced Notes & Documents Calendar Details Ca.m Close

- General Accept Start Work Stop Work
Task ID 1000282 status Completed
# Task Name 5011-7 CHCENTRAL Assignment Status Completed
Description

Task Relssue Reason

# Currency |US Dollars ~
= Details
Task Type Planned L2 a Task Priority |Routine ol
Service Class | Inventory JO €3 Request Class yeu x]
Primary Work Location Lo
Customer Organization Jolx]

5 Locate the Work Details Tab:
@ Make any desired changes to the count task.

@ Click on the Save button to save your edits.

2l Work Details

(Optional): Work Details for this Task.

HCENTRAL Bookmarks (i Print @) Help

edures D Advanced | Notes & Documents  Calendar Details  Calefgey Close  ReOpe|l Gy [#&Close  More x

= Primary Inventory Location Find  Remove

Apply Filters Clear Filters S w L

o Name Full Path

O CHCENTRAL \Inventory Locations\Northwestern Facilities\CHCENTRAL :
« »

Items per page: 10 v 1-10f 1items 1 of 1 pages

= Inventory Items for Count Add Remove
© Export 1ltotalfound  ApplyFilters ClearFilters

O ! Image  InvItemID Primary Storage  ABC Quantity On Quantity On Hand from Difference Create  Spec Name

Location Area Class Hand from Count (Count - Asset
Record Record)
[ contains | [ contains | [ contains | | contain| | Equats | £quats | [ Equats | [ contains | [ contains

i} P032039 - CHCENTRAL CHCENTRAL 5011-7 9 each | 9]each 0each (O P032039 - CHCENTRAL: COUPLING, 1/2" OD TUBE X 1/2" FPT JAC
i} P032025 - CHCENTRAL CHCENTRAL 5011-7  DClass 4each 4]each 0each O P032025 TEE, PIPE 3/4 IN SCHDA0 PVC SLIP TEE #005995 Mfr Pa
o) P032026 - CHCENTRAL CHCENTRAL 5011-7  DClass 4each 4]each 0each O P032026 ADAPTER, PIPE 3/4 IN MALE PVC SCHA0 Mfr Part# 4360
i) P032028 - CHCENTRAL CHCENTRAL 5011-7  CClass 4each 4]each Oeach O P032028 ADAPTER, PIPE 3/4 IN FEMALE PVCAQ Mfr Part# 435-00
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