
Resource Guide

Barcode Label on Storage Box

Multiples / Disposables Options
Uniform Inventory Record

Multiples:

Most items in the Uniform Inventory are quite valuable and have an individual inventory tag ID.  But
some items like ties or gloves or other small items are not worth tagging individually but are still
checked out to students/performers and need to be tracked.

For those items that are inventoried but not tagged there is the option to classify them as a
“Multiple”.  All items, for example a box of ties, will have the same ID number assigned.  On the
Uniform Inventory screen there is a field called “Multiple ? “ with a T (check box symbol).  If the
Multiples box is checked then you can enter a quanity,“Qty” amount.  If there are 45 ties in the box,
then the Qty would be 45.  The “Qy Available” field is calculated based on the original quantity
entered and the number of ties that are checked out.  As the ties are checked back in the “Qty Avail”
is increased.

To help with the Checkout and Check-in of items that are multiples - which may or may not have an
inventory tag with a barcode - you can print out a large tag to put on the front of the box and a
report with just the Multiples Items and their barcode.  Either the label or the report barcode can be
scanned to do a checkout / check-in.
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1 - Box Report - Summary

2 - Box Numbers

5 - Report with Multiples Tag Barcodes
3 - Box Titles (can be 2" x 4" labels
or Business Cards)

4 - Label with Barcode

Disposables:

Some items are purchased by the school to be distributed with the uniform but are not expected to
be returned.  This may include gloves, socks, leotards, etc.  These items are considered ‘Disposable’. 
You may have 50 pairs of gloves at the beginning of the season.  You check out 45 pairs to your
students and you will have only 5 pair remaining.  The Quantity field starts out at 50 but as each pair
of gloves is checked out the Quantity is decreased by one pair.  On the Checkout screen for the
student who checks out the gloves, the Check-in Date is filled in automatically when the gloves are
checked out so you don’t have to worry about it when the rest of the uniform is checked back in.

Special Labels and Reports for Multiples and Disposables:
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