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Using the Inventory Reorder Generator 
 

The Inventory Reorder Generator is used to reorder inventory items in a warehouse.  The generator takes several 
criteria to determine which parts should be checked to see if they need to be reordered.  Purchase Orders can 
then be generated for the parts that need to be reordered.  One Purchase Order will be generated for each 
Contractor that parts need to be order from. 

 

1. From the menu, under Inventory Management – Inventory Reorder Generator 

 

2. Click Inventory Reorder Generator hyperlink and then click  

a. Alternatively, you can click  from the menu. 

 

3. This will bring you to the Inventory Reorder Generator screen. 

 

4. You will need to fill in the Warehouse.  Click the  and select the warehouse. 

 

5. The other fields can be used to narrow the number of Parts that are selected. 



Inventory Management                                                                                                                AiM User Guide 

 

Revised: May 31, 2023                                                                               Proprietary and Confidential | Page 2 

 

6. Click   

 

7. This will executes the query and returns the list of parts that meet the criteria and need to be reordered. 

 

8. You have two primary options at this point. 

a. Clicking  will delete this reorder record from the system and you are done with it. 

b. Clicking  to generate the Purchase Orders. 

c. You will be asked if you want to actually generate the reorders or not. 

 

d. Click  to generate the Purchase Orders. 

 

9. If there are errors, the Generation Error hyperlink will be blue and underlined. 

 

a. To see the error (Generation Error will be in blue text and underlined), click the hyperlink. 
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b. The Reason for the error it provided and will need to be corrected before the part can be 
reordered. 

 

10. If there are Purchase Orders generated, you can find them by going to the Purchase Order module and 
search for them, or by clicking the clicking the Preference hyperlink in the Parts section of the screen. 

 

11. The PO Code is in the bottom lefthand column and is a hyperlink to the Purchase Order that this part is 
one. 
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12. You can use the navigation bar at the bottom of the screen to move to the other Parts on Inventory 
Reorder Generator record. 
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