
Create a Counter Release (Without a Pick Ticket) 
Summary of Steps 

1. Log into Go Inventory. 
 

2. Tap on “Release” Menu:  and  
3. skip “Search Pick Tickets” 

 



4. Enter Release Details: 
a. Release Description 
b. Released To 
c. Work Order / Phase 
d. Parts 
e. Photo Gallery 

Individual Steps shown below. 

 

5. Tap Done.  Verify ready to Release. 

 



Counter Release in AiM 

The Counter Release will immediately appear in the AiM desktop. 

 

1) Counter Release Transaction ID and Description 

2) Released By Employee 

3) Released To Employee 

4) Released Date 

5) Warehouse where the item was released from 

6) Total Cost 

7) Line Item detail including: 
a) Line Number 
b) Part Number 
c) Part Description 
d) Bin Number 
e) Released Quantity 
f) Returned Quantity 
g) Work Order Number 
h) Phase 
i) Pick Ticket Number 

 



Release Steps in Go Inventory 

Add a description for the release. 

This is not a required field, but it can be useful for identifying 
counter releases, especially in the event of a Counter Return. 

 

 

Tap the “Released To” arrow 
and  

Speak or type the Employee 
Name or ID. 

  



Select the correct Employee. 

If the employee is the only 
one available, then it will be 
picked automatically and this 
step will be skipped. 

Proceed to the next step and 
select the Work Order / 
Phase. 

  

   

Scan or Search for the work 
order phase to charge for the 
parts. 

The work orders will be listed 
in alphanumeric order. 

Tap on the one you want. 

  

 



Tap on the Parts arrow. 

On the Parts screen, tap the 

blue plus symbol (+) to select 
an inventory part to add. 

  

 

Type or say the name of the 
parts you want.  

Tap Search to continue. 

 

  

 



Enter the quantity to release. 

Tap Done to save the release. 

On the Parts page, Add 
another part. 

 

  

 

Sometimes, it may not be 
possible to find a part, even if 
the part number or 
description is very specific. 

When this happens, try 
typing LESS detail before 
searching. 

  

Note: The wildcard character ‘%’ can be used in searches.  For example, “Honeywell%v5011”. 



Find the part you want. 

Note that the part number in 
the description may be 
formatted differently than 
expected. 

Enter the quantity to release, 
then tap Done. 

  

 

If a mistake has been made, 
and you release more 
quantity that is available, 
then the highlighted part will 
be marked with a large red 
dot. 

If you do not fix this error, 
you will receive an error 
message when updating 

 
“Validation Error(s) 

Error Code: 5072 
Released Quantity is greater than 

Quantity On Hand” 
 
Go back and fix the error. 

  

 



To view or Photos of the 
released items to the release, 
tap Photo Gallery. 

To add a new photo, tap the 

Blue Cross (+). 

  

 

You can take a photo from 
your device camera: 

 

Aim and snap the photo. 

Then center and use the 
photo. 

  

 



Or Select from the Photo 
Library 

 

Find and tap the photo. 

Resize as desired and tap 
Choose. 

  

 

Change the Title or the Tags 
as desired. 

Note: this is not a necessary 
step. Changing the title or the 
tags may help later if there is 
a counter return. 

Tap Save to continue. 

Click Right Arrow (<) to 
return. 

  

 



Click Done to finish. 

Verify that the items are 
ready to release by 
responding “Yes” to the alert. 

Important Note: if you tap 
“No”, then the release and all 
its components will be 
deleted. You will have to 
start over to complete the 
release. 

 

  

 

The Counter Release in AiM will be updated immediately and look like this: 
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