Below are instructions on how to use the "BNL Pick Ticket System".  If you have any questions or problems using this system, call Ron Ondrovic at x4553 (PPM Div.) or x5522 (BSD/ITD Help Desk).

BNL Pick Ticket System

  
· You will access the BNL Pick Ticket by selecting PeopleSoft Financials from the BSD Home Page http://www.bsd.bnl.gov/sysapps.htm 

· Once logged on to PeopleSoft, the navigation to the BNL Pick Ticket is INVENTORY-> Fulfill Stock Orders-> BNL Pick Ticket
· To add a new Pick Ticket, mouse click on the ADD tab, then click the ADD button.  The system will assign you the next available Pick Ticket ID when you finish and save your work (example: P0001234567).  The '9999999999' you see in the Pick Ticket ID when you start, just signals the system that you want the next Pick Ticket ID
· Contact:  Your Name
· Approver:  This field is used for restricted items only.  If you need to purchase any restricted items and have authorization to do so, type your life # in this field. 
· Then type any special instructions:  (example:  Type your activity # or project name.  The receiving report only prints your project # and any special instructions.)
· Then type Project #

· Tab over to type your Activity #.  (Click on 
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 to give you a list of Activity #’s for the Project # typed.)
· Then type in the Stock Number in the blank field under item

· Tab over to type in the quantity

· Click the 
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 button to add another stock item to your order

· Click the 
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 button to delete a stock item from your item

· When you have finished typing all the stock items that you need to order, click the 
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button.  Once you click the 
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button, your will then receive your Pick Ticket Number and your order will be submitted.

· Then click OK.

The new Pick Ticket panel provides the ability to review old Pick Tickets.  On both the Add a New Value and the Find an Existing Value tabs, you can search for old Pick Tickets by supplying the Pick Ticket ID Number (drop the 'P' and leading zeroes) that you want to review.  On the Find an Existing Value tab you also have the option of reviewing all of your pick tickets by clicking on the Search By down arrow, selecting EmplID, and entering your employee id.

Also, there is an “Inventory Stores Catalog” listed on the Procurement and Property Management Home Page http://intranet.bnl.gov/ppm/ under Property Management.  This BNL Online Inventory Catalog lets you search for stock items by stock number or by description.  The “On Status” column lets you know if a stock item will be “A” for Active Stock Number or “I” for Inactive Stock Number.
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