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Welcome 
Welcome to InventoryControl Web.  Below is a list of the available help topics: 
  
Logging In 
Home Page 
Manage Filters Page 
Working with Lists 
Inventory List Example 
Item List Example 
Pick Order List Example 
Purchase Order List Example 
Transaction List Example 
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Logging In 
After entering the URL of InventoryControl Web you will be presented with the Login page. 
  

1. The Login page of the InventoryControl Web application is where you will enter your user name 
and password.  An example of this page is shown below: 
 

 
  

2. Enter your User Name and Password, then click the Login button.  The User Name and 
Password are the same as your InventoryControl User Name and Password (set on the Security 
Privileges > Add/Edit Employee screen in InventoryControl). 
 
Click the Help link to access this help file. 
 
The Home page will appear.  Please refer to the topic Home Page for more information on this 
page. 

  
Return to Contents List 
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Home Page 
The Home Page displays all current alerts in InventoryControl.  This information is pulled directly from 
your InventoryControl database.  One or more of these alerts will appear with a number in the Count 
column if any of the alerts exist in InventoryControl.  You can view a list by clicking on the link.   
  
The alerts include: 
  
Items Understocked (By Location) - This list displays all items that are below their minimum stock 
levels grouped by location.  The Minimum Stock Level can be entered on the New/Edit Item screen > 
Location tab. 
  
Items Understocked (By Item) - This list displays all items that are below their minimum stock levels 
grouped by item.  The Minimum Stock Level can be entered on the New/Edit Item screen > Location 
tab. 
  
Checked Out Items Past Due - This list displays all checked out items that are past their due (check in) 
date. 
  
 
Pick Orders Past Due - This list displays all Pick Orders that have passed their due date. 
  
Items with Expired Date Code - This list displays all Items with Expired Date Codes.  Date Code is one 
of the tracking field options available on the New/Edit Item screen.  Please note that this list will only 
appear if you have enabled the Enforce Datecode option on the InventoryControl software Options 
screen. 
  
Items with Negative Quantity - This list displays all items with negative quantity.   
  
Below is an example of the Home Page.  Notice that items that appear underlined are links and contain 
Counts.  Click on the link to view the list of items.  For example, in the image below, there is one item 
Understocked by Location.  The user can click on the Items Understocked by Location link to view the 
understocked item. 
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Below is an example of the Items Understocked by Location list: 
  

 
  
After viewing the list, you can export it to a .csv file by clicking the Export button, or click Back to return 
to the Home Page. 
  
Return to Contents List 
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Manage Filters Page 
InventoryControl Web allows you to set filters on your lists so you can view the displayed information as 
needed.  You can save these filters for each list so you can apply them as needed. 
  
Using the Manage Filters Page: 
  

1. There are two ways to access the Manage Filters screen:   
  

a. If you have a saved filter for the list you are trying to access (Transaction, Inventory, etc.) 
you will be taken to the Manage Filter page first.  Click Search then the Manage Filter 
page appears. 
 

 
 
  

b. You can select the Manage Filter button on any List page. 
 

 
 
  

Below is an example of the Manage Filters page: 
 

 
  

2. In the My Saved Filters section you will see any filters you have created and saved on the 
search pages.  If the filter is marked Default, this is the default filter for the indicated list.  If the 
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filter is marked Global, all users who login to InventoryControl Web can see and use this filter. 
 
You can: 
 
Access the List screen using the filter by clicking the Magnifying Glass icon. 
 

 
 
 
Access the List screen with no filter by clicking the Don't filter.  Just show me the full list. 
link. 
 

 
 

  
Deleting Filters: 
  

1. Access the Manage Filters page using one of the methods described above. 
  

2. Click the X icon next to the filter you want to delete. 
 

 
 
 
 
 
 
The following message screen will appear: 
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3. Click OK on the message screen. 
 
  

Return to Contents List 
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Lists Examples 

Viewing Inventory 

InventoryControl Web allows you to view your current list of Inventory.  This list can be filtered as needed. 
For detailed information on setting filters, saving, etc., please refer to the Working with Lists topic. 
  
Accessing the Inventory List Page: 
  

1. To view your current inventory, click Lists > Inventory.  If you currently have a filter set for the 
Inventory page, you will first be taken to the Manage Filters page.  Below is an example of the 
Inventory List page. 
 

 
 
Notice that if the list is not filtered, the page will state "The list is not filtered".  If you are viewing 
the list with a filter, the filter name will appear here. 
 
If the list contains multiple pages, you can select a page number to view using the drop down 
menu in the Page field.  The total number of pages also appears here.  For example, in the 
example below, we are viewing page 1 of 4. 
 

 
 
Be aware that you may need to scroll to see all of the columns in the list.  To scroll, use the bar at 
the bottom of the list.   
 
Note: If the list is too wide to view all at once on your screen, you can hide unwanted columns by 
following the instructions in the Hiding Selected Columns section in the Working with Lists 
topic. 
 



 

10 
 

  
InventoryControl Web User Manual 

 
  

2. You can set Filters for the list as needed. 
  

 
  
  

Viewing Items 

InventoryControl Web allows you to view your current list of items.  This list can be filtered as needed. 
For detailed information on setting filters, saving, etc., please refer to the Working with Lists topic. 
  
  
Accessing the Item List Page: 
  

1. To view your current items, click Lists > Item.  If you currently have a filter set for the Items List 
page, you will first be taken to the Manage Filters page.  Below is an example of the Item List 
page. 
 

 
 
Notice that if the list is not filtered, the page will state "The list is not filtered".  If you are viewing 
the list with a filter, the filter name will appear here. 
 
If the list contains multiple pages, you can select a page number to view using the drop down 
menu in the Page field.  The total number of pages also appears here.  For example, in the 
example below, we are viewing page 1 of 4. 
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Be aware that you may need to scroll to see all of the columns in the list.  To scroll, use the bar at 
the bottom of the list.   
 
Note: If the list is too wide to view all at once on your screen, you can hide unwanted columns by 
following the instructions in the Hiding Selected Columns section in the Working with Lists 
topic. 
 

 
 
  

2. You can set Filters for the list as needed. 
  

 
  
Return to Contents List 
  

 
  



 

12 
 

  
InventoryControl Web User Manual 

Viewing Pick Orders 

InventoryControl Web allows you to view your current list of Pick Orders.  This list can be filtered as 
needed. 
For detailed information on setting filters, saving, etc., please refer to the Working with Lists topic. 
  
  
Accessing the Pick Orders List Page: 
  

1. To view Pick Orders, click Lists > Pick Orders.  If you currently have a filter set for the Pick 
Orders List page, you will first be taken to the Manage Filters page.  Below is an example of the 
Pick Orders List page. 
 

 
 
Notice that if the list is not filtered, the page will state "The list is not filtered".  If you are viewing 
the list with a filter, the filter name will appear here. 
 
If the list contains multiple pages, you can select a page number to view using the drop down 
menu in the Page field.  The total number of pages also appears here.  For example, in the 
example below, we are viewing page 1 of 4. 
 

 
 
Be aware that you may need to scroll to see all of the columns in the list.  To scroll, use the bar at 
the bottom of the list.   
 
Note: If the list is too wide to view all at once on your screen, you can hide unwanted columns by 
following the instructions in the Hiding Selected Columns section in the Working with Lists 
topic. 
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2. You can set Filters for the list as needed. 
  

 
  
  
Return to Contents List 
  

 
  

Viewing Purchase Orders 

InventoryControl Web allows you to view your current list of Purchase Orders.  This list can be filtered as 
needed. 
For detailed information on setting filters, saving, etc., please refer to the Working with Lists topic. 
  
  
Accessing the Purchase Orders List Page: 
  

1. To view Purchase Orders, click Lists > Purchase Orders.  If you currently have a filter set for the 
Purchase Orders List page, you will first be taken to the Manage Filters page.  Below is an 
example of the Purchase Orders List page. 
 

 
 
Notice that if the list is not filtered, the page will state "The list is not filtered".  If you are viewing 
the list with a filter, the filter name will appear here. 
 
If the list contains multiple pages, you can select a page number to view using the drop down 
menu in the Page field.  The total number of pages also appears here.  For example, in the 
example below, we are viewing page 1 of 4. 
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Be aware that you may need to scroll to see all of the columns in the list.  To scroll, use the bar at 
the bottom of the list.   
 
Note: If the list is too wide to view all at once on your screen, you can hide unwanted columns by 
following the instructions in the Hiding Selected Columns section in the Working with Lists 
topic. 
 

 
2. You can set Filters for the list as needed. 

  
 

  
Return to Contents List 
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Viewing Transactions 

InventoryControl Web allows you to view your current list of Transactions.  This list can be filtered as 
needed. 
For detailed information on setting filters, saving, etc., please refer to the Working with Lists topic. 
  
Accessing the Transaction List Page: 
  

1. To view transactions, click Lists > Transaction.  If you currently have a filter set for the 
Transaction List page, you will first be taken to the Manage Filters page.  Below is an example 
of the Transaction List page. 
 

 
 
Notice that if the list is not filtered, the page will state "The list is not filtered".  If you are viewing 
the list with a filter, the filter name will appear here. 
 
If the list contains multiple pages, you can select a page number to view using the drop down 
menu in the Page field.  The total number of pages also appears here.  For example, in the 
example below, we are viewing page 1 of 4. 
 

 
 
Be aware that you may need to scroll to see all of the columns in the list.  To scroll, use the bar at 
the bottom of the list.   
 
Note: If the list is too wide to view all at once on your screen, you can hide unwanted columns by 
following the instructions in the Hiding Selected Columns section in the Working with Lists 
topic. 
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2. You can set Filters for the list as needed. 
  

 
  
Return to Contents List 
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Working with Lists 
Much of the information on InventoryControl Web is displayed in List format.  You can manipulate the 
data in these lists in several ways that allow you to customize how the information is viewed.  This topic 
provides an overview on how the lists work and contain instructions on sorting, filtering and arranging the 
data in the lists. 
  
The following topics are discussed in this section: 
  
Sorting Columns 
Hiding Selected Columns 
Showing Hidden Columns 
Creating a Filter 
Exporting the List 
Saving List Settings 
  
  
Below is an example of the Inventory List.  You can view an example of each list by clicking on the List 
Example topics. 
   

 
  
  
Sorting Columns: 
  
Most of the columns that appear in the lists can be sorted ascending or descending.  The columns sort 
ascending by default.  To change the sort order, click on the column heading.  An arrow will appear next 
to the column name to let you know in which direction the information is sorted.  The example below 
shows the Oldest Date Acquired column sorted Descending. 
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Creating a Filter: 
  

1. Click the Set Filter button.   
 

 
 
The column names will appear with an Equals sign icon (=) as shown in the example 
below: 
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2. Click on the Equals sign to display the complete list of available filters.   
 

 
 
  

3. Select a filter from the list.  It will now appear in the column header. 
 

 
  

4. Type in the value you want to filter.  To fill in the value, click the cell of the filter just to the 
right of the operator.  A cursor will appear allowing you to type in a value.  In the example 
below, we have set the Item Number filter to Equals 100. 
 

 
 
You can filter as many columns as needed. 
  

5. To remove the Filter, click the Remove Filter button. 
 

Hiding Selected Columns: 
  
You can hide columns that contain information you do not usually need.  When you hide a column, it will 
remain hidden until you manually return it to the List screen by following the instructions in the Show 
Hidden Columns section.  To Hide Columns: 
  

1. Select the Select Columns button.   
 

 
 
This enables the Hide/Show Columns buttons and allows you to select columns to be hidden.   
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Note: Notice that the button now changes to say Sort Columns.  Click Sort Columns to disable 
the Hide/Show buttons and enable the sort feature. 
  

2. Select the columns you want to hide by clicking on the column names.  To select multiple 
columns, hold down the Ctrl key while you are clicking on the column names.  Selected columns 
will appear italicized. 
 

 
  

3. Click the Hide Selected Columns button. 
 

 
 
 
The screen will now hide the selected columns. 

  
 

  
Show Hidden Columns: 
  
To show columns you have hidden: 
  

1. Select the Select Columns button.   
 

 
 
This enables the Hide/Show Columns buttons. 
 
Note: Notice that the button now changes to say Sort Columns.  Click Sort Columns to disable 
the Hide/Show buttons and enable the sort feature. 
  

2. Select the Show Hidden Columns button. 
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The screen will now display any hidden columns. 

 
  
Exporting the List: 
   
Export allows you to export the entire list as an Excel® Worksheet.    To Export:  
 
 

1. When the Export button is selected, a screen appears allowing you to specify where the 
exported data will be saved on your computer.  An example of the Export screen is shown 
below: 
 

 
2. Click Open to open the .xls worksheet or Save to save it to your computer.  Make sure you save 

this to a location you can remember.  If you click Save, you must also choose a name for your 
file.   
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Saving List Settings: 
  
You can save your filters and hidden column settings so that each time you view the list, the information 
is arranged and displayed as you want it. 
  

1. Click the Save Settings button.   
 

 
 
 
The Save Settings fields will display: 
 

 
  

2. Enter a name for these settings in the "Save the grid settings and filtering criteria as" section. 
 Make this a name you will recognize for future use. 
  

3. Select the Make it global to everybody checkbox if you want these settings to be available to 
any user who logs onto the system. 
  

4. Select the Set as my default filter if you want these settings to be the default for this list.   
  

5. Click the Save Settings button when you are done entering information.   
 

 
 
Now when you select Search > Inventory, you will be taken to the Manage Filters page where 
you can choose to view the list with this saved setting, with a different saved setting or view the 
list with no filters. 

  
Return to Contents List 
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