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FINDING YOUR STORES INVENTORY ORDER IN IFAS

Have you had a day when you thought you were goirtg get an order and it did not
arrive? This step by step instruction will show youhow 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 tabét or notebook and
keep all of your order numbers on that tablet likeyou do your work orders so
that you can refer back to it at a later time if neded.

2.) Make sure you press “CAPS LOCK”".

Let's get started.....

The first thing you will need to do is to log intathe IFAS system.

(Remember: IFAS User and IFAS Password are the sanas the User Name and
Password that you use to log onto your computer).

Connect to ifas

IFAS User: [Fredsmith12

IFAS Password: |u"u|

F Login

?Help

In the next screen you will need to select the apgpable user group tab.

SunGard Bi-Tech Dashboard

Lee's Summit R-7 Schools

Home | All | Building Manager Supervisors
Home r-  gje Content Change Layout

WorkFlow Tasks _~ MMM Weather -

ﬁ No Tasks Outstanding Weather Report for Lee's Summit, MO {64086)

s Weather Provided by The Weather Channel

Tuesday, Aug 5

F'] 0 Low: 70°
High: 33%
-} %, 4

Isolated T-Storms Tonight: @ Scattered T-Storms

View Forecast

Zip Code: |64086 Change Zip |
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Select the “Requests Items, Lookup Orders, Changer@®ers from SI” under the Sl
Tasks Tab as shown below.

SunGard Bi-Tech Dashboard

Lee's Summit R-7 Schools

Home | All

Building Manager Supervisors

PR and PO Tasks = PR and PO Reports =

» Enter a Purchase Reguest e PO3001: Purchase Order Status Inguiry
# Receive Items on Purchase Order s Vendorlisting (PEID) Name and Address Listin

51 Reports =

e SI Order Status Summary
e SI: Stores Order Status (Long)
e 510004: Inventory Catalog - All
e S10002: Inventory Catalog - Custodial
s 510001: Inventory Catalog - General
.
.
-
-

# Requests Items, Lookup Orders, Change Orders from SI |

510003: Inventory Catalog - Health
S10005: Inventory Catalog - Lights
S1: Sales Per Location

SI: Product Usage Per Month

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

/2 5I0EUB - Create/Update Ordets - SunGard Bi-Tech - ifas - Windows - _crnet Explorer ] = |D|ﬂ

&) 4 [ @ Record 1 0f 17 =

Links
) Description: ICUSTODIAL SUPPLIES Year: INONE l Status: IEI
Primary Warehouse: IGEN l Sec Cd: |320 l Route: I
Secondary Warehouse: I l Price Code: I_ Order Total: $67.13

Reports Mail tems

17 Entity List o Requested By: IDEBORA WILLIAMS Requested Date: IO?/O?/EOOBI Required Date: IO?,’:LO/E 003.
ORDERID  CUSTOMERID ST& Approved By: IBSI Approval Date: IOTMQ;"ZOOBI

Worldflow
Attachments

Tools

Wo0oo2s2 L013 FL

W0000253  L036 FL

W0000289 046 FL Customer D: [Lor7 l Addr IEI Contact. [WILLARD SCOTT
0000299 L320 FL .

W0000323  LO56 FL SUMMTTECANOLOGY ACADENY EndUse.l

W0000359 L85 FL Belloo SFRE csonerro [
WO0000360  LO86 FL 777 N BLUE PARKIWAY .

W0000408  LOSE PN LEES SUMMIT MO 840 l.hsc:l

W0000410  L046 FL

W0000425 1320 N Order Codes

:xggggigg ::g;g Eh Prep ID: I Transaction Code: IEI I_l I_l I_l I_l I_l
:Eggggggg tgg; EI'_"‘ Pick Ticket: [PR000C Transaction Format: |El |_l |_l |_l |_l |_l
WO000520  LD46 FL Purchasig PR |

Wooooe22 LD46 FL
W000083s L320 MW

Click on the “Binoculars / Find button” at the top of the page and select the_“Find /
Search” button from the drop down menu. By selectig this option you will notice
. Il'-'i.I = Iﬁ

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 thempress “Enter”.

/2 SIDEUB - Create/Update Orders - SunGard Bi-Tech - ifas - Windows Internet P _.arer

=[oix

® 4 b i Find Mode =

S Order 1D: | W0000252 Year:l l Status: I_l

Worlkflow

Description: |

Primary Warehouse: l_l SecCd l_l Route: l_
Attachments l_ I_
Secendary Warshouss: Price Code: Qrder Total: 267.13
Tools = me—
Main tems

Reports

Requested Date: l Required Date: I l

17 Entity List 2 Requested By: |DeboraWiliams
ORDERID  CUSTOMERID STA' Approved By: Approval Date: l
Woo00252 L013 EL

W0000253  L086 FL

W0000289 L0468 FL A l Addr |_l Contact:

0000299 L320 FL l—
End Usze:

Wo0003z3  L0s6 FL e

0000359 L085 FL cosomerpo: [

WO0000360 L0OBE Fl=
W0000408 L0326 PN Wisc:
W0000410  L046 Fl

W00004e5 L320 NW Order Codes

4;’ tg;g Eh PrepID:l— Transaction Code: I_I I_l I_l I_I I_l I_l

: Dﬂgggg tgg; L\Jl‘_'“" Pick Ticket: Transaction Format: I_I I_I I_l I_l I_l I_l
0000820 L043 fL PuchasngP [

W0000635 L320 NW

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 ushe number 0 and not the letter O.) If

you search by name using the_“Reguested By” you Wisee a list of all the orders you have
placed. These will be located on the left hand sid# the screen in a column.

i /- SIOEUB - Create/Update Orders - SunGard Bi-Tech - ifas - Windows Internet Explorer

E

Links
’W Order 10: I Description: I Year:l l Status: I_l
’T Primary Warehouse: l Sec Cd: I l Route: I BCE Eact'l('rtoprt:ter
acnmenis re urn
Secondary Warshouge: l Price Code: l_ Order Total: FL Filled
Tools -
NW New
Reports Pendin
Entity List 2 Requested By: I Requested Date: l Required Date: I l
ORDERID  CuSTOMERID STATUS Approved By: | Approval Date: l
Wo000252 L013 L. 5
W0000253 LOSG FlL
W0000289 046 FL Customer I | l Addr |_l Contact: | L
Wo000299  L3z20 Fi= (=]
End Use:
W0000323  LO56 FL Sl
W0000359  L0as Fl= CustumerPO:I C
W0000360 L0as 5
W0000408 56 PN Mizc: I
4G FL:
L3z20 NW Order Codes
L0z FL I— : :
L0g5 PN Prep ID: Transaction Code: I_l I_l I_l I_l I_l I_l
Lo87 NW SR I : 3
Logs L Pick Ticket: Transaction Format: I_l I_l I_l I_l I_l I_l i
LO46 FI= Purchasing PR: I
L046 FI& L
L320 NW
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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 youvould like, it will be
highlighted in yellow, to select that order, doubletlick on it.
Note: before moving on to the next screen you willeed to know the meaning of the
“Status” codes. Example: BK — Back Order

CR —éthit Return

FL -led

NW —\Me

PN —féleng

These codes will help you know the status of yourder.

Next you will need to click on the items tal¥
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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 thenlget the “Show Grid” option.

/

A new screen will appear. This is where you see af the items in that order that
you have selected. If you are searching by “Request By”, you can select other
order numbers in the left column of the screen anthe 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 colunm, all of the supplies that you had
requested for that order will appear in the screerto the right.)

The codes above reflects what the status of youraer is. When you are finished,
you will need to “X” out of this screen in the uppe 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. \



