
Steps to process a Material Request: 
 

CREATE MATERIAL REQUEST 

 

Path: Work Management->Material Request 

Create New Record 

Complete the required fields and any additional information, then click the Plus sign to add Line Items 

 
 

 

Choose the type of material requested; most often “Add Stock Part by Warehouse”, click Done 

 
 

Choose a Part, and the following fields will be automatically completed after clicking the Zoom saucer: 

Description, Warehouse, & Commodity.  Enter a Quantity, click Done or click the Plus sign to add another Line 

Item 



 
 

 

If the part number is unknown, click the Zoom saucer next to Part to bring up the search screen.  Click the 

Search magnifying glass 

 
 



In the Search screen, select “contains” from the dropdown next to Description.  Enter the search criteria. 

 
Execute the search 

 
 

Choose the part from the search results.  Use the navigation arrows at the bottom to view additional pages of 

search results 



 
 

 

 

 

Change the status to FINALIZED, click Save.  Click the Print button to print the record. 

 

 
 

 

The preview screen will appear, click Print to view it as a PDF 



 
 

 

Click the Print button on the PDF to bring up the standard Windows Print dialog to choose the destination 

printer.





CREATE PICK TICKET 

 

Path:Inventory->Pick Ticket 

Create New record 

Enter Warehouse MAIN, Work Order # and Phase #, click Load Material Request 

 
Select the Line Items to add to Pick Ticket individually, or Select All, click Done 

 
Change the Pick Ticket Status to Finalized, click Save. 



 
 

 

Click the print button to print the record 

 
 

 

The preview screen will appear, click Print to view it as a PDF 



 
 

 

 

Click the Print button on the PDF to bring up the standard Windows Print dialog to choose the destination 

printer. 

 
 

 

 

CREATE COUNTER RELEASE 

 

Path:Inventory->Counter Release 



Create New Record 

Enter the Warehouse MAIN, click Load Pick Tickets 

 
 

 

Select the Transactions to add to the Counter Release individually, or Select All, click Done, click Save 

 
 

 

CREATE COUNTER RETURN 

 

Path:Inventory->Counter Return 

 


