
Individual Issue

Overview
The Warehouse Management module Individual Issue process provides the ability  to search 
existing issues and begin the process of issuing equipment and personal gear to a member. 
Users can also track those items from the time of issue until it is returned. 
The Warehouse Module also offers Quick Issue. A Quick Issue allows members to pick their 
assets before an issue is created. Like shopping at a grocery store, members pick their assets 
and then bring them to the ELMS agent for issue. The agent scans the ICN barcodes with a 
ELMS supported tethered scanner, and the issue is complete. 

Navigation
Materiel MGMT> Individual > Issue > Individual Issue page

Procedures

Search for An Individual Issue             

One or more of the Search Criteria fields can be entered to isolate the results. By default, all 

results are displayed. Selecting  at any point of this procedure returns all fields to 
the default "All" setting.

Note 

If using a CAC, select the CAC field and scan the member's CAC with a ELMS supported 
tethered scanner. Otherwise, follow these steps:

 1. In the Search Criteria box, narrow the results by entering one of the following optional 
fields.
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 2. Select  . The results display in the Individual Results grid.

Create a First-time Issue for a New Member (without a CAC)

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select . The Enter the EDI PI pop-up window appears.

 2. Select  . The Add Member Profile pop-up window appears, with the Browse 
Member Profile pop-up window in the background.

 3. Select .  The Individual Issue page appears.. 

Create an Issue for an Existing Member (without a CAC)

 1. Select  . The results display in the Individual Results grid.

 2. Select  next to the member's record.  The Individual Issue page appears.
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Create an Issue From Scanning the Member's CAC

 1. Select . Using the ELMS supported tethered scan-
ner, scan the CAC's barcode. The EDI PI appears in the CAC field.

 2. Select  . The results display in the Individual Results grid.

 3. Select  next to the member's record. The Add an Individual Issue screen 
appears.

Update an Individual Issue

 1. Select  . The results display in the Individual Results grid.

 2. Select  next to the member's record. The Add an Individual Issue screen 
appears.
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Update a Member for an Individual Issue 

Navigation

MATERIEL MGMT > Individual > Issue >  >  > Individual Issue Mem-
ber page

Procedures

                 Update a Member for an Issue             

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select  next to the desired record. The Individual Issue Member page 
appears. 

 A. Use  or  to assist with the UIC entry. This is a 6 alphanumeric character  field.

 2. Select . The Add an Individual Issue screen appears.
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Add an Individual Issue 

Navigation

Materiel MGMT> Individual > Issue >  > Individual Issue Member page 

Procedures

                 Process an Individual Issue             

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Verify the information on the Individual Issue Member page.

 2. Select . The Individual Issue grid appears.   

 A. Select . A new row appears at the top of the grid to add an asset to the 
issue.

 B. Select  at the beginning of the row. The asset is added to the issue and high-
lighted in green.

 C. Repeat steps A and B until all desired assets are added.
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 D. For certain stock numbers,  appears in the Picked QTY column.  

 E. Select . The Individual Issue Electronic Signature pop-up window 
appears.

Note 

If there are items that are not available and need to be backordered, the Pro-
cess BackOrder pop-up window appears first:

 

 l
Select . The backorder is confirmed, and continues on to the Indi-
vidual Issue Electronic Signature pop-up window.

 l
Select . The backorder is denied and returns to the Individual Issue 
grid.

 l
 displays the Signature Pad Form pop-up window.
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 1. Use either the mouse or the stylus to sign the Signature Pad.          

 2. Select either: 

 l
 to confirm the signature. The pop-up window closes, 

and the DW Form 04I generates for printing.

 l
 to erase the signature and reattempt.

 l
 to close the window and return to the previous page. 

 l
 displays the pop-up window of the document for printing with a 

Print dialog box.  
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Process a Quick Issue

 1. Verify the information on the Individual Issue Member page.

 2. Select . The Individual Issue grid appears, and the status of the Individual 
Issue goes to "Picked".   

 3. Select . Using the ELMS supported tethered 
scanner, scan the ELMS generated ICN barcode, serial number barcode, or UII asso-
ciated with the asset to automatically add it to the grid. 

 4. Select . The Individual Issue Electronic Signature pop-up window appears.

Update an Asset in an Individual Issue

 1. Select  next to the member's record. The Add an Individual Issue screen 
appears.

 2. Select  next to the item's record.  changes into  and 

.

 3. Select . The asset is revised and highlighted in green.
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Add Attachments to an Individual Issue 

Navigation

MATERIEL MGMT > Individual > Issue >  >  >  
> Attachments for Issue NBR pop-up window

Procedures

                 Attach a Document to an Issue             

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select  to add any additional files to the record. The Attachments for 
Issue NBR pop-up window appears. 

 2. Select  to add any additional files to the record. The Attach Files pop-up win-
dow appears. 
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 A. Select . The Windows Choose File to Upload pop-up window 
appears.

 B. Select . The file name appears in the bottom of the window.

 C. Repeat Steps 2 - 6 to attach multiple documents.

 3. Select . The Attach Files pop-up window closes, and the attachment(s) 
appears in the Attachments for Issue NBR pop-up window.
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