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There are two paths to the Restock Form creation page. Note: Either pathway will go directly to the Restock Form to 
create the Restock Order. 

 
Pathway 1:  Click INVENTORY LOCATIONS under the INVENTORY tab on the main navigation bar. 

 

 

If an item needs to be restocked, a green button with the total for that location will appear. Click the RESTOCK X ITEMS 
button. 

 

 

Pathway 2: From RESTOCK X ITEMS from within the inventory location click on the Inventory Location name. 

 

 
From within the specific Inventory Location, click on the RESTOCK X ITEMS button. 
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Submission of Restock Orders is a two-step process: 

Step 1: Prior to creating a restock, users can adjust the quantity to be reordered for each item if needed. Click CREATE X 
RESTOCK(S) to generate the order. 

 

 

Step 2: Click PLACE ORDER for restock to be submitted.   

 

 

To validate or check the Restock submission transmitted or to view the items on a specific Restock Order: 

To see the details of a specific order, while in a specific Inventory Location, click INCOMPLETE RESTOCKS and then click 
the green RESTOCK NUMBER. 
Note: To track the restock, click the CHECK STATUS button. This will return tracking details as the products ship.

 

 

 



  
CREATE AND SUBMIT A RESTOCK ORDER                                                                    

Page 3 of 3 
 

 

In the restock page the ITEMS tab will show all items and quantities ordered on that restock. It is the default tab when 
entering the page. 

 
The Recent Activity tab shows who created the restock, the ordered and transmitted date along with the products and 
quantities that are checked. In. 

 
There will be a green box confirming that the restock was transmitted. 

    

 

In the event a restock fails to transmit, a notification will appear on the Restock show page and users are able to select 
the Resubmit button to process the order. 

 


