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WAREHOUSE ORDERS

Warehouse Supply Ordering Steps — UPDATE FORTHCOMING!
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When you are ready to order
supplies from the
Warehouse, log into the
People Soft 8.4 screen.

Enter your User ID: in all
capital letters and enter your
Password. Please keep your
password in a secure place
and enter it exactly as you
have made it — it is case-
sensitive and you will be
closed out from the system
after three attempts to enter
PeopleSoft. If this happens,
call the call center @ 02211.

Click on “Sign In”
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Go to:

Inventory, Fulfill Stock
Orders, Stock Requests,
Material Stock Request

When you click on the
Material Stock Request
link, the following screen
will appear.

Click on Add to start your
ordering process.
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Enter:
Customer Name
Location (school number)

Click on the Override
Chartfield link

Enter your chartfield
account number.

Click on “OK” to return to
the previous page.
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click on the + link next to
the order line.

“&. Add to Favorites

You will be prompted to
enter the number of lines
you wish to add. The
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If you have any questions or have problems with the Warehouse Ordering system, PLEASE feel free to call the
Warehouse at 520-2921 and we will be happy to help you.
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