
INVENTORY DATA ENTRY PROCEDURES 
 
 
Description on the startup process of inventory Data Entry:  
 
Access to Enter POs/Acq. Cards for Equipment Purchases: 
 

• Enter the ‘Enter POs/Acq. Cards for Equipment Purchases’ column in the 
homepage.  A window called “Enter Network Password” as shown below appears 
which asks for the special User Name and the Password the first time the selection 
is made  during any browser sessions.   

• Enter the personal User Name and the Password assigned which gives access to 
enter the purchase orders.  

 
                                                                   
 

          Fig 1     
                      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Inventory Menu Selection: 
 
      http://www.ece.msstate.edu/~chapman/pwp/myinv.php   
                       

• Choose the Action to be performed in the Inventory Menu Selection and click      
             Submit Choice button as in Fig 2 
 
 
 

Fig 2. 
 

 
 
 
 
 

 
 
 
 
 
 
 
 

http://www.ece.msstate.edu/~chapman/pwp/myinv.php


 
Enter PO: 
 
• We now have the Enter Purchase Order window where we enter the Purchase 

Order information. Enter the P.O. Number, given in the top right most corner of 
the Purchase Order Form,  Vendor, Quantity, Description, Amount , Manufacturer 
and the Person Responsible  in the Enter P.O. Form and click Submit P.O as 
shown in fig 3  (when there are more than one purchase product enter the products 
simultaneously by only changing the description)  
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INVENTORY DATABASE PROCEDURES 

 
• Open the property Database, go to Queries, choose new Inv Query and open it. 

 
• Check for the entered data and click the design icon. Enter the P.O. No in the   

     P.O. field.  
  
 

  
     Fig 4 
  

     
 

  
 
 
 
 
 
 



 
 
ECE:acq card fr new Inv Query: 
 

• Once the data entered is checked, go back to the property database, choose  
 reports and open  ECE:acq card fr new Inv Query as shown in the fig 5. 
 

• Take print outs of the Acquisition forms. 
 
 
 
  
  

       Fig 5            
 

 
                        
 

 
 
 
 
 
 
 



Print out of the labels: 
 

• Make labels by opening the label program, dymolbl. It opens up the DYMO 
Label templates.  

• Change the description on the label by clicking on the text and modifying to 
the required Text Settings. 

•  Change the bar code by clicking on the barcode and modifying to the required 
Bar Code Settings.  

• Take printouts of the labels. 
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Fig 7 

 

 
 
 
 
     Fig 8 
 

 
 

    
  
 
 



 
• The Acquisition forms along with the labels are then sent to workshop. 
                                                                                                                       
• When the item is delivered the ECE inventory label is sticked to it in a 

conspicuous location where it is easily visible. 
 

• The rest of the requested information which were not filled in the Acquisition 
form, the ones which are checked are filled as shown in the form below and it is 
returned back to the Property Manager. 

 
 

 

 
 
 

 
 
 
 
 
 
 
 
 



• The completed  Equipment Acquisition Card is then checked. The Equipment 
Acquisition Card is as shown in the fig  
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