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On the Right Path to getting started with STS: 

     

 
  

•Move Inventory 
Using the Check 
Out / Scan Out / 
Return   OR  
Transfer 
Function 

•On the PC Or on 
the Handheld 
Terminal

Move Inventory

•Generate Reports:

•From The Check Out 
Function:  
Consummables Reports 
& User Receipts

•From the Inventory 
Screen,  Inventory by :

• Location

• Part Number

• Availability

• Below Re‐Order          
Point

• History Reports

Monitor Inventory

• Edit Check  Out/ 
Check  In 
Records

From the FILE Tab 
Menu •Requisition 

Inventory

•Issue Purchase 
Orders (POs)

•Receive Materials

•Transfer Materials 
to Storage or 
Usage Locations

Replenish/Procure 
Inventory
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 I. Move Inventory:  Check Out, Scan Out, Return, Report 

Move, using the Check Out Functions 
 

o On the PC  
 Check out items Singly, with optional:  Work Order, Account Number, 

Serial Number 
 

                         
 

 Scan out items singly, or as a group, with optional:  Work Order, 
Account Number, Serial Number 
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 Return Items to Inventory 

 

                         
 
 
 

 Generate Consumables Reports and User Receipts 
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 Edit Check Out/History from FILE Tab Menu | Edit Check Out Records 
 

                         
 
 
 
 

o From the Handheld Terminal Screen 
 

 Check out items Singly, with optional:  Work Order, Account Number, 
Serial Number 
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 Return Items to Inventory 
 

                                        
 
 

 
 Synchronize Mobile Terminal Data with STS PC Application 
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II.  Manage Inventory:  Assess, Report, Procure,  
      Receive, Transfer 

 
Assess, using the Inventory Functions 

 
o  From the Handheld Terminal Screen 

 
 Count Inventory 

 

                   
 

o From the PC 
 
 Count Inventory 

 Setup Inventory Groups 
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 Count Inventory 

                                 

 
 
 
 
Generate Inventory Reports 

 
o From the Parts Function – Inventory and History Reports 

 
 Part Inventory (F3)…. Select Inventory Reports 
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        Select Report Option | Select Date Range 
    Generate Report 

 

                                    
 
 
 

 Part History (F4)…. Select History Reports 
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        Select Part (or Check All)  | Select Date Range 
        Generate Report 
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Procure 
 

o  From the PC Application 
 

 Requisitions 
 Request Quotes from Suppliers based upon user Requisitions 
 Or, simply request Quotes on items needed  for inventory 
 Then, Generate and Issue POs 

 

 
 

 
 POs (Purchase Orders) 

 Issue Purchase Orders based upon Requisitions or Quotes 
 Or, directly generate POs from the Purchase Order screen, 
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 Receipts (Receiving) 
 Receive materials based upon issued POs 
 Or, receive directly,  using only supplier and receiver information 

 

 
 
 

 Transfer  
 Transfer materials to appropriate locations for putting into stock, or 

releasing for outgoing shipments. 
                                                                                                                                             

 


