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FINDING YOUR STORES INVENTORY ORDER IN IFAS 

 
 Have you had a day when you thought you were going to get an order and it did not 
arrive? This step by step instruction will show you how to look for your order in the 
IFAS system.  
 
There are a few things to remember: 

1.) You should always write your order number on a tablet or notebook and 
keep all of your order numbers on that tablet like you do your work orders so 
that you can refer back to it at a later time if needed.  

2.)  Make sure you press “CAPS LOCK”. 
 
Let’s get started….. 
The first thing you will need to do is to log into the IFAS system. 
(Remember: IFAS User and IFAS Password are the same as the User Name and 
Password that you use to log onto your computer). 
 

               
In the next screen you will need to select the applicable user group tab. 
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Select the “Requests Items, Lookup Orders, Change Orders from SI” under the SI 
Tasks Tab as shown below. 

 
 
(Remember the “Order Numbers” that were mentioned in the previous page? This 
is where it is located when you are placing an order.) It is important to write these 
down each time you place an order. 
  

 
Click on the “Binoculars / Find button” at the top of the page and select the “Find / 
Search” button from the drop down menu. By selecting this option you will notice 

that the program has cleared all fields.           
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You can search for your order by typing in your “Order Number” in the                                                            
“Order ID” box then press “Enter”, OR you can do a search by name in the 
“Requested By” by typing your name in the box then press “Enter”. 
  

 
Note: If you submit a search by the “Order Number” that will be the only record that you 
will see. (When using this option make sure you use the number 0 and not the letter O.) If 
you search by name using the “Requested By” you will see a list of all the orders you have 
placed. These will be located on the left hand side of the screen in a column.  
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If you would like to look at all of your orders, this is the method to choose. Move 
your mouse or cursor over the order number that you would like, it will be 
highlighted in yellow, to select that order, double click on it.  
Note: before moving on to the next screen you will need to know the meaning of the  
“Status” codes. Example: BK – Back Order  
                                            CR – Credit Return 
                                            FL – Filled  
                                            NW – New 
                                            PN – Pending 
 

 
These codes will help you know the status of your order. 
 

 
 
Next you will need to click on the items tab. 
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In the “Items” tab you will need to click on the “Options” icon that is located just to 
the left, near the center of the screen and then select the “Show Grid” option.  
             

   
 
A new screen will appear. This is where you see all of the items in that order that 
you have selected. If you are searching by “Requested By”, you can select other 
order numbers in the left column of the screen and the screen will show all of the 
items that you requested to purchase for that order. (See example below.) 

 
(By clicking on the order numbers in the left column, all of the supplies that you had 
requested for that order will appear in the screen to the right.) 
The codes above reflects what the status of your order is. When you are finished, 
you will need to “X” out of this screen in the upper right hand corner. Then you will 
“Log Out” by clicking on the “Keys” icon and then “ X” out of the program in the 

upper right hand corner.   


