
INVENTORY
PART REQUESTS - CHANGE WAREHOUSE

If there is no stock in the warehouse selected on the part request, stock can 

either be transferred to the requested warehouse, or the requested ware-

house can be changed as explained below. 

This process can only be done for part requests linked to the underlying work 

order on a Call or Project. 

The warehouse can never be changed for an OTC (over the counter) invoice 

part request.

CHANGE WAREHOUSE FOR PART REQUEST LINKED 
TO CALL

Ribbon Select Service > Calls

 l The Call Listing screen will be displayed.

SELECT SITE

 l In the Information panel, select the particular Site that you wish 

to work in.

 o In this example, KwaZulu-Natal is selected.
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SELECT CALL

 l The list of all New Calls will be displayed.

 l Click on the row of the Call linked to the part request.

 l Click on Edit.

 l The Call maintenance screen will be displayed.
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SELECT WORK ORDER

 l Click on the Work Orders tile.

 l The Work Orders for Call Ref [ ] screen will be displayed.

 l Click on the row of the work order that contains the part request.

 l Click on the Parts tile.
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SELECT PART

 l The Part Requests for WO Code [ ] screen will be displayed.

 l Select the row of the part request that you wish to change the 

warehouse of.

 l In this image this part has originally been requested from the KZ 

Electronics warehouse.

CHANGE WAREHOUSE

 l Click on Change Warehouse.

 l A Change Warehouse message box will pop up asking -

 l Are you sure you want to change the warehouse on 

part no. [ ] to a different warehouse?

 l Click on Yes.

 l A Select the new warehouse pop up screen will appear.

 l Select the row of the part request that you wish to change the 

warehouse of.

 l In this image, KZ - Over the Counter has been selec-
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ted.

 l Click on OK.

 l A Change request warehouse message box will pop up informing 

you that -

 l The part request warehouse has been changed to KZ 

- Over the Counter.

 l Click on OK.

 l The Warehouse Name column will now display the selected ware-

house name.

 l Click on Back or Close the screen when you are done.
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CHANGE WAREHOUSE FOR PART REQUEST LINKED 
TO PROJECT

Ribbon Select Maintenance / Projects > Projects

 l The Project Listing screen will be displayed.

 l Ensure that you select the relevant Site.

 l The status must remain at Open.
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SELECT PROJECT

 l Select the row of the project that contains the part request.

 l Click on the Work Orders tile.

 l The Work Orders for Project Ref [ ] screen will be displayed.

SELECT WORK ORDER

 l Select the row of the work order that contains the part request.

 l Click on the Parts tile.
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 l The Part Requests for WO Code [ ] screen will be displayed.

SELECT PART

 l Select the row of the part that you wish to change the warehouse 

of.

 l In this image this part has originally been requested from the KZ 

Main warehouse.

CHANGE WAREHOUSE

 l Click on Change Warehouse.

 l A Change Warehouse message box will pop up asking -

 l Are you sure you want to change the warehouse on 
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part no. [ ] to a different warehouse?

 l Click on Yes.

 l A Select the new warehouse pop up screen will appear.

 l Select the row of the warehouse that you wish to 

request this part from.

 l In this image, KZ Electronics has been selected.

 l Click on OK.

 l A Change request warehouse message box will pop up informing 

you that -

 l The part request warehouse has been changed to KZ 

Electronics.

 l Click on OK.
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 l The Warehouse Name column will now display the selected ware-

house name.

 l Click on Back or Close the screen when you are done.
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