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Step 1:  Access Stores/Inventory-Create/Update Orders Screen (SIOEUB) 
 

 

 

 

 
 

Click:  

Select:  

User’s Name 

Select:  

User’s Name 
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Create/Update Orders (SIOEUB) screen will open. 
  

  
 
 
 
 
 
 
 
 
 
 

User’s Name 

Select:  
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Step 2:  Create the Order 
 

 
 

A blank screen will display.  

 

 
 
 

Click:  Add 

User Name 
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Step 3:  Input Order ID  
                **NOTE: There are three types of orders; Warehouse order, Technology order and Transportation order. Example #1 
demonstrates how to create a Warehouse order. Example #2; a Technology order (see pg.16) and Example #3; a Transportation 
order (see pg.21). 
 

Example #1: Warehouse Order

 
 

 

 

 

 

Step 4:  Add a Description

  

Click: Select: Type of order 
such as; SIORDERN (warehouse 

supplies), SI.TECH (Microsoft 
licensing) or SI.TRANS 

(transportation requests) 

Order # will populate. 

Office Supplies 
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Step 5:  Select a Primary Warehouse 

 

 

Step 6:  Input Security Code 

 

 

 

Step 7:  Input Customer ID 

 

 

 

 

 

Office Supplies 

Click: Drop Down Arrow Select: A 
warehouse depending on type of order: 
CTWH (for warehouse supplies), TECH 
(for Microsoft PC license) or TRAN (for 

transportation requests) 

Click: Drop down arrow, 
input/select location. 

Click:   

Office Supplies 

User Name 

User Name 

User Name 
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Data Lookup screen will populate. 

 

 

Input: Your location name 

Click:  Select: Location                        

Click:  
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Step 8:  Enter items needed.  

 

 

Items field will populate and ready for entries. 

 

 

*Note: For a list of Product IDs; access the SI: Warehouse Catalog located in CDD 
Reports. 

 

 

 

 

Customer ID information 
will populate. 

Click on  Tab 

User Name 

User Name 
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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter quantity needed. 

Enter a “Product ID”; if you 
do not know the product 

ID,   Click on to search. 
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Prod ID Lookup screen will populate. 
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Input a description.  

Click:    

Select from the list. 

Click:  

Click: 
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Repeat for additional items needed. 

 

  

 
 
Step 9: Verifying Encumbrance 

Run CDD Report: Available Balance by FQA and Location  to verify that 
money was encumbered. 

 

 

Input a valid account #. 
Hit: Enter 

The following message 
will display. 

Office Supplies 

**NOTE: DO NOT click on 
To be used for account splits ONLY!  
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Step 10:  Submit Order for Approval

  

Approvals field populates. 

  

 

Click:  Pending Tasks 

Office Supplies 

Click: Drop down arrow 

 

00027983 

00027983 
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Select:

  

Click to submit 
through the Workflow. 

00027983 

00027983 
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Comments box will populate; available for any comments for the approvers. 
  *Note: DO NOT use special characters; such as: #, &, $, @, *, %, etc… 

 

 

 

 

 

 

Click:  

Successful message 
Popup appears. 

00027983 
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Click:  to reload the 
screen to view next 

approver in line. 

00027983 
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Originator will receive an email upon final approval. 

 

 

 

 

 

 

Notice: Next approver in 
line is now – Pending. And 
your comment is displayed 
on the Note field.  

00027983 

User Name 
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Step 11:  Print your Order 

  

 

 

 

 

Click:  

Click:  
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The following popup message bars will appear. 

 

 

Click: 

 

Input: Order ID # 

Click:  
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See example below; for printing/downloading options, click the Adobe icon. 
  

 

User Name 
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Step 12:  Track your Order  

*Access SendSuite Live through Warehouse Website. You may contact Warehouse Dpt. for User Login     
information.
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Example #2: Technology Order 
**Note: For Microsoft Office 365 Licenses ONLY! 
 

 
 
 
 
 

 
 
 

Click:  

Click:             

Select:  

User Name 

User Name 
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Note: “Primary Warehouse” defaults automatically to “TECH”. 

  
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 

Enter: a description 

Enter: Customer ID (letter S plus 
3 digit location#) (ex: S734) 

Enter: Purchase Order # 
(ex: P111111) 

User Name 

User Name 

Click: Drop down arrow, 
input/select location. 
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Click:  

Input: Quantity needed.                
Enter: Product ID      

Click:  
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Data Lookup screen will populate.

 
 

 
 
 
 
 
 

Input: TE Click:           
Select: Office 365 License                       

Click:  
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Next, you will need to add the Purchase Order as an attachment. 

 

 

 

 

 

Click: 

 

Input a valid account#. 
Hit: Enter 

The following message 
will be displayed. 
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Click on:  
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Click on: 

 

Input a title/name.      

Click:  

Click:   Select 
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Select the file.                              
(Will display in “File name” field)       
Click: Open 

Click:  
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Message bar  will populate. 

 

 

You may now proceed to the Workflow approval process. For detailed instructions please refer to Step 10, page 13. 

 

 
Example #3: Transportation Order 

 

 

 

 

 

Click:  

Click:  
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Note: “Primary Warehouse” defaults automatically to “TRAN”. 
 
 

 

 

Click:             

Select:  

Enter: a description 

Click: Drop down arrow, 
input/select location. 
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Enter: Student Travel # from your 
WebTravel Request. (EX: 29165) 

Input: Quantity needed.                
Enter: Product ID      

Click:  

Enter: Customer ID (letter S plus 
3 digit location#) (ex: S734) 

Click: Tab 

User Name 

User Name 



 

33 
 Stores_Inv_Order_NewVersion_2021 

STORES INVENTORY ORDERING 
 

20.11 

 
Product ID Lookup screen will populate.  

 
 

 

TR Options displayed.                

Input: TR             

Click:    
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Note: Verify the trip location for the Product ID you selected. 

 
 
 
 
 
 

Select:  Trip Type                    

Click:   
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You may now proceed to the Workflow approval process. For detailed instructions please refer to Step 10, page 13. 

 

 

 

 

 

Click: 

 

Input a valid account#. 
Hit: Enter 

The following message 
will be displayed. 

 TR005812 
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Notes: 
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