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Create a Counter Release 
 

A Counter Release is created to release stock parts to a technician.  A Counter Release can be created from a 
Pick Ticket or done directly to release stock parts to a technician (and charged to a Work Order/Phase). 

 

1. From the menu, under Inventory Management – Counter Release 

 

2. Click Counter Release hyperlink and then click  

a. Alternatively, you can click  from the menu. 

 

3. This will bring you to the Counter Release screen. 

 

4. You will need to fill in: 

a. Warehouse 

b. Released By 

c. Released To 

5. If there is an existing Pick Ticket to use: 

a. Click  
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b. You will get a query screen you can use to find the Pick Tick you need.  (If you know the Pick 
Ticket number, put in the Transaction field.) 

c. Click  

 

d. You will get a list of eligible Pick Tickets. 

 

e. Click the checkbox of all the Pick Tickets items you want to release. 

 

f. Click  
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g. Update any fields on this screen as needed. 

 

h. Click the Line Item hyperlink and enter the quantity to release. 

 

i. Update the other fields on this screen – bin, work order, and phase – as needed. 

 

j. Click  

 

k. To complete the Counter Release click  

 

6. When there is no Pick Ticket and you just need to add drawn stock, you can manually add new line items: 

a. If all materials will be released to the same Work Order and Phase, you can select the Work 
Order and Phase in the Default Work Order box.  If there is only one Phase on the Work Order 
it will automatically populate. 

 

b. To pick stock items, click  
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c. Search for the stock item using the Part field, click  

 

d. On the Inventory Part Profile screen, enter the criteria necessary to find the stock item you are 
looking for.  Click  to execute the query. 

 

e. Click the Part hyperlink to add the part to the Counter Release Line Item.  Clicking the hyperlink 
will return you to the Counter Release Line Item. 
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f. Enter the Released Quantity. 

g. If this is the last part you want to add, click .  To add another part, click . 

 

h. To complete the Counter Release click  
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