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Section 1.
Introduction
Purpose of the Report

This report summarizes the availability and value of stock by item. Data displayed on the report include item/item description, status, UOM, and quantity available.

The report is used to review and monitor the availability of items.
( User must specify Request ID, Business unit, Item Options
Type of Report
Structured Query Report (SQR); Format - Portable Document Format (PDF) or CSV (MS Excel)
Legacy SAAAS/CAS Reports
N/A                                                                                                                                     
Role(s) Needed to Access the Report
 Agency Inventory Reviewer 
Navigation Path to the Report
Main Menu > Core-CT Financials > Inventory > Manage Inventory > Reports > Stock Status 
Suggested Run Times

Ad hoc

Section 2.
Report Request Parameters
General Notes:
· Select an existing Run Control ID or enter a new one

· For reports that are run on a regular basis, user should select a Run Control ID naming convention that can be easily identified (e.g., Stock_Status)
· An asterisk * preceding the field name indicates input is required
	Parameters                                                                                       see screenshots below

	In This Field
	Enter
	Notes

	* Request ID:
	enter an alphanumeric request name in this field
	user defined

	* Business Unit:
	type your Business Unit or use the lookup to select
	user must enter Inventory business unit

	* Item Options:
	click the radio button 
	if Specific Item or Range of Items is selected, then a looking glass will appear; click the lookup for a list of inventory items and select

	   


	click the plus sign 
	optional – to open more than one instance of report criteria on a single run control

	[image: image6.wmf]
	push the save button to save report parameters
	save reports that you want to run on a regular basis

	
	push the run control button
	· click on the select box for report 

· leave the server name blank

· select format – format is PDF 
· push the OK button



Report Request Parameters
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Process Monitor
	Process Monitor                                                  

	In This Field
	Enter
	Notes

	  Process Monitor
	click the Process Monitor link 


	· to view the processing status of the report

· push the refresh button until the Run Status is “Success” and the Distribution Status is “Posted” 

· click  the Details link

· click the View Log/Trace link

· click the report name link to display results


Section 3.
Example(s) of Report Output
Example of rows generated for a Stock Status report with the suggested parameters. 
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Figure 1 – INS5400 report in PDF format
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Report ID:
Bus. Unit:

Item:
Item/

Description

CM_2157_1008614

EN22 9V INDUSTRIAL BATTERY
CM_2157_1008615

EN911.5V AA INDUSTRIAL BATTER
CM_2157_1008616

EN92 AAA INDUSTRIAL BATTERY
CM_2157_1048595

HP 94 BLACK ORIGINAL INK CARTR
CM_2157_104859%

HP 95 TRI-COLOR ORIGINAL INK C
CM_2157_1048646

HP 424 BLACK ORIGINAL LASERJET
CM_2157_1048648

HP 49A BLACK ORIGINAL LASERJET
CM_2157_1048650

HP 11A BLACK ORIGINAL LASERJET
CM_2157_1048651

HP 11X HIGH YIELD BLACK ORIGIN
CM_2157_1048725

DVD+RW - 4X - 4.7GB/120 MINU
CM_2157_1048736

CD-R - WITH JEWEL CASE - BRAND.
CM_2157_1049109

DESKTOP TAPE DISPENSER - HOLDS.
CM_2157_1076298

CANON BLACK TONER CARTRIDGE -
CM_2157_1082329
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Figure 2 - INS5400 report in Excel (csv) format
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