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How to Enter a Material Stock Request 

How to Enter a Material Stock Request 

Procedure 

 
In this topic you will learn How to Enter a Material Stock Request. 
 
Note: The Inventory Business Unit ID(s), Requester Names, and other Codes and Item 

number(s) provided in this topic are to be used for purposes of this exercise only. When working 
in Production, the information entered will be dependent on the facility at which the end-user is 
employed. 
 

Step Action 

1.   Click the Inventory link. 
 

2.   Click the Fulfill Stock Orders link. 
 

3.   Click the Stock Requests link. 
 

4.   Click the Material Stock Request link. 
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Step Action 

5.   Inventory Business Unit 
 
Your Inventory Business Unit should default into the Business Unit field. If it does 
not, you may either enter it or select it by using the drop-down arrow next to the 
Business Unit field. See below for a list of Inventory Business Unit IDs. 
 
Enter the desired information into the Business Unit field. Enter "HPWHS". 
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 Note: The following is a list of the Inventory Business Units that 
should be entered into the dialog box, depending on the HCSD facility at 
which the end-user is employed. 
 
HPLMC - HPWHS (Huey P Warehouse) and HPCMS (Huey P Central 
Medical Supply) 
WOMMC - WMSTR (W Moss Storeroom) and WMDTR (W Moss 
Dietary) 
UMCLA - UMWHS (University Medical Warehouse) and UMDTR 
(University Medical Dietary) 
EKLMC - ELWHS (Earl Long Warehouse) 
LJCMC - LCWHS (Leonard Chabert Warehouse) and LCSPD 
(Leonard Chabert Sterile Processing) 
LAKMC - LKWHS (Lallie Kemp Warehouse) 
WSTMC - WSWHS (Washington-St. Tammany Warehouse) 
MCLNO - MCWHS (Medical Center Warehouse) 
 
Note: An additional Inventory Business Unit for MCLNO will be re-
opening in the near future. The Inventory Business Unit ID for the 
facility will be UHCMS (University Hospital Central Medical Supply).  

 
Step Action 

6.   Order No. defaults as Next and will remain as default. 
 
Request Type defaults as Internal Issue and will remain as default. 
 
Click the Add button. 
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Step Action 

7.   Click the Collapse button to expand your work space. 
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Step Action 

8.   The Name Field 
 
The Name field is a required field and is case sensitive. Either the Department ID or 
the Requester's User ID will be entered into the Name field. This identities the 
person or department requesting an item be shipped from the warehouse. 
 
Enter the desired information into the Name field. Enter "KOCONN". 

9.   The Location Field 
 
The Location field is also a required field. Either a alphanumeric Dept ID or a seven 
(7) digit numerical Code will be entered into the Location field. This identifies the 
department requesting the item be shipped from the warehouse and to which the item 
will be charges. 
 
Enter the desired information into the Location field. Enter "2069400". 

10.   Click the Override ChartFields link. 
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Step Action 

11.   The Dept Field 
 
The Dept field is the same as the Location field. You will enter either the 
alphanumeric Department ID or the seven (7) digit numerical Code that identifies the 
Department requesting the item be shipped and to where the item will be charged.  
 
This is the only information entered on the ChartField page. 
 
Note: If you do not enter the Dept prior to entering the Item information, you must 

enter the Dept information on every line of the MSR. 
 
Enter the desired information into the Dept field. Enter "2069400". 

12.   Click the Ok button. 
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Step Action 

13.   There are two new search options available to find the correct Item ID. They are the 

Look Up Item ID button and the Item Search/Item Link button. They are located 
directly after the Item ID box, respectively.  
 
Both will be demonstrated here. 
 
Click the Look up Item ID button. 
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Step Action 

14.   The Look Up Item ID page displays. You can search by any or all of the criteria 
listed.  
 
Note: The % is a wildcard when searching and may be used when searching for an 
Item ID. 
 
Click the Cancel button to return to the Stock Request Summary page and the 
demonstration of the Item Search/Item Link button. 
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Step Action 

15.   Click the Item Search/Item Links button. 
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Step Action 

16.   A link identifier page displays. 
 
Click the Item Search link. 
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Step Action 

17.   The Item Search Criteria page displays. 
 
When working in Production, you will enter available information and click the 
Search button to locate the Item ID. 
 
Click the Return button to the Stock Request Summary page. 
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Step Action 

18.   Enter the desired information into the Item ID field. Enter "100109". 
19.   Enter the desired information into the *Qty Requested field. Enter "1". 
20.   Click the Refresh button to populate the UOM field. 

 
Note: It is very important to crosscheck the UOM that displays with what the 
Business Unit ordered. 

 
21.   If you have multiple items you wish to request, you may enter additional items to the 

Stock Request Summary page. 
 
Click the Add multiple new rows at row 1 button. 
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Step Action 

22.   A prompt box displays.  
 
When working in Production, you will enter the number of rows you wish to add and 
click OK. The default setting is "1". Enter the information for each additional item 
using Steps 13 through 22. 
 
Click the Cancel button to return to the Stock Request Summary page without 
adding a row. 
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Step Action 

23.   Available to Promise  
 
The Available to Promise button provides information regarding the availability of 
stock for the item requested so that you may complete your issue. By selecting 
Available to Promise, a second PeopleSoft page opens. Your original MSR page is 
still active and may be re-selected from your task bar. 
 
Note: The first time this is done, you must allow pop-ups that will reset the MSR and 
cause you to lose what you have keyed. 
 
Click the Available to Promise button. 
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Step Action 

24.   The Item/Product Availability page displays.  
 
Click the Maximize/Restore button to expand you work space. 
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Step Action 

25.   Review the Item, Unit and Quantity for accuracy and availability. Check the 
Available Qty of the item to determine if sufficient quantity exists to satisfy your 
request. 
 
Click the Close button to close the Item/Product Availability page. 
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Step Action 

26.   Upon completion of entering and reviewing your information, click the Save button. 

 
27.   In the upper right-hand corner of the page, a Printer icon displays and the Report 

Manager displays blue and becomes a link. 
 
Click the Print button. 

 
28.   Click the Report Manager link. 
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Step Action 

29.   The View Reports page displays. 
 
Note: The Status shows as "Processing" in the Report List.  
 
Click the Refresh button to update the report Status. 
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Step Action 

30.   Note: The IN Material Issue Document displays blue and becomes a link. The 
Status in the Report List has updated to "Posted". 
 
Click the IN Material Issue Document link. 
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Step Action 

31.   A new window opens and the MATERIAL ISSUE TRANSACTION DOCUMENT 
displays. 
 
Click the Maximize/Restore button to expand you work space. 

 
32.   Print the MATERIAL ISSUE TRANSACTION DOCUMENT. Use the Printer 

icon located under the Address box on your browser. 
 
Click the Close button to close the window and return to the View Reports page. 

 
33.   This completes How to Enter a Material Stock Request. 

End of Procedure. 
 


