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3 Incoming, Reference Guide     
 
Objective:  Upon completion of this unit, the student will be able to process a 
return and a workorder, and receive incoming RFI items. 
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Return Worksheet           
 

 
 
From the ICBS Main Menu: 
 Go To: Incoming 
 Select: Return 
 Click On: Return Worksheet 
 

 
 
This option allows you to print a return worksheet form used for checking in all returned 
cache items. 
 
This report will display all items issued and returned to either an account code or an order 
number.   
 
If no parameters are entered, a blank return worksheet will print. 
 
If the With Components option is checked, the kit contents for all kits will be listed 
directly below the kit. 
 
If the With Property Numbers option is checked, all outstanding property numbers will 
print. 
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Exercise 3A: Print a Return Worksheet       
 

1. Access the Return Worksheet menu option. 
 
2. Retrieve the order number from the previous exercise in Unit 2. 

 
3. Print the return worksheet. 

 
4. Exit and return to the main menu. 
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Returns              
 

 
 
From the ICBS Main Menu: 
 Go To: Incoming 
 Select: Return 
 Click On: Return  
 

 
 
You must first select the order type, Incident or Other before any other field.  Then select 
the Search or Bypass option.  Once you begin entering information, you cannot change 
the order type unless the Order Number field is null.  Once you begin entering items, you 
may override the search option for each line item. 
 
The Cache I.D. field should be the cache that the items are being returned to.  The ICBS 
application will automatically default to the main Cache I.D. 
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Returns, contd.           
 

To process a new return, press enter and the system will automatically generate a new 
temporary return number.  To display a pending return, enter the pending temporary 
return number and press enter.  
 
When searching for a pending return, use at least one of the following search criteria: 
Order Number, Account Code, or Customer I.D.  A LOV option is available for all of 
these fields.  The return process will search against the order number in the header. 
 
If an accountable item is entered, an accountable item window will display listing all 
items issued to that order number.  You may select the accountable item(s) that will be 
returned. When finished, click on OK to get back to the main return form. 
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Returns, contd.           
 

If a kit item is entered and a quantity is entered in QTY WO, an alert box will display 
allowing you to return kit components.  To access the Comments field and enter data, 
press CTRL-e. 
 
Search Returns 
The Search function will check all returns by order number against the posted issues to 
ensure an exact item for item match.  The return search will run according to the 
specified criteria given when the return was generated.  If the item cannot be returned, 
you will be given the option to enter another order number and run the search process 
again.  At this point, you may leave the Order Number field specified in the header 
information for the current screen.  A LOV option is available to look up a different order 
number. 
 
If the search is unsuccessful, you will receive an error message on status bar located at 
the lower left corner of the screen. 
 
Bypass Returns 
The Bypass function will not search cache items, instead it will automatically return all 
cache items entered, using the criteria entered in the header screen. 
 
After all returned cache items have been entered, you may click on Pending, Post, or 
Cancel.  If you select the Pending button, the return will remain in pending status 
allowing you to make changes at any time.  If Post is selected, the return will be process, 
incrementing all quantities. No changes may be made to posted returns via the Return 
screen.  If Cancel is selected, the form will cancel all information entered since the last 
save. 
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Returning Kits          
 

When an accountable item is entered, a list of all property issued to that order will 
display.   
 

 
 
Scroll through the list and select or enter the property number(s) to be returned. 
 
Select one of the two options available for returning property, i.e., Qty W.O., or Qty RFI. 
When done, execute the process and all quantities will autofill. 
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Returning Kits contd.          
 

If a kit item is entered and a quantity is entered in QTY WO, an alert box will display 
asking if you want to “Open Kit Component Items?” Answer Yes or No to continue. 
 

 
 
 
If YES is selected, a window will display the kit content items.   
 

 
 
Available fields include QTY RFI, QTY W.O., and QTY Unserviceable.  At this point, you 
may enter any changes.  If there are quantity changes to individual items, a return credit 
will be made for each item being returned but not for the kit itself. 
 
If only components are being returned and not the kit itself, do not enter quantities in the 
QTY RFI, QTY W.O., and QTY Unserviceable fields. 
 
If you are returning several of the same (as kits and/or kit components), you may enter all 
data on the same line, but it is suggested to enter them on separate lines to avoid data 
input errors. 
 
Kits that were issued with shortages or substitutions must be entered as individual items 
or as a workorder (WO). 
 
If NO is selected, the user may process the item as a kit by entering the cache item 
number and the appropriate quantities as RFI and W.O.  If quantities are returned RFI, the 
kit item will be immediately returned to inventory. 
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Returning Kits, contd.          
 

Kits With Accountable Property 
This process is automatically executed when a kit(s) with accountable property have been 
returned by entering a Cache Item Number. 
 
You will first be prompted for the accountable property number.  If the kit is being 
returned Not RFI, press Cancel then enter a quantity in QTY WO. When returning kits 
with accountable property, you must return all property items separately.  They will not 
display in the contents list. 
 
 

► Note:  When returning a kit with sub kits (e.g., a cache van), you must 
return any sub kits that are not RFI as separate line items and bypass 
the search.  This will not be a problem because standard pricing 
ensures that the incident will be credited by the correct amount.  The 
system does not breakdown every sub kit within a kit contents screen 
and accountable property items/kits will not display in the kit contents 
screen.  These property items/kits must be entered on separate lines.   

 
The easiest way to return kits with sub kits such as a cache van is to 
bypass the search process, return all accountable property items first, 
then all sub kits—starting with the lowest level kit and working 
backwards to the main kit itself. 
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Exercise 3B:  Process a Return (Bypass)       
 

1. Access the Returns menu option and process the following return. 
 
2. Click on Incident and Bypass radio buttons.  Allow the system to 

automatically generate the temporary return number. 
 

3. Enter your Cache I.D. 
 

4. Use the LOV option to access the order number you created in unit two. 
 

5. Credit all returns listed. 
 

6. Enter the items indicated in the table below. 
 

► Note:  Pop-up menus will display for kits. 
 

► Six Belt Weather Kits (#1050) were returned, and additional parts of 
another kit. 
 

 
Cache 
Item 

 
 

Desc. 

 
 

U/I 

 
Qty 
RFI 

 
Qty  

W.O. 

 
Qty 

Unserviceable 
0105 Fusee BX 3   
0146 Pulaski EA  145 15 
0171 Shovel EA 10   
0579 Shirt, Large EA 15   
1016 Hose, Garden LG 57   
1149 Pump, Backpack EA 25   
2021 Jeans PR 20 25 4 
1238 Hose, 1”x100’ LG  23 5 
1050 Kit, Belt Weather  KT 5 1  

      
 NFES #1050 Parts:     

1155 Anemometer EA 1   
1814 Compass EA 1   
1156 Psychrometer EA 1   

      
 

7. When the return has been completely and correctly entered, Post and 
print the return. 
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Correct a Processed Return         
 

 
 
From the ICBS Main Menu: 
 Go To: Incoming 
 Select: Return 
 Click On: Correct Processed Return  
 

 
 
The Correct Processed Return function is available to Manager and Assistant Manager 
administrative roles only. 
 
If a return has not been posted, it may be edited via the return screen.  Once a return has 
been posted, the Correct Processed Return function is the only way corrections can be 
made. 
 
To begin making changes to a processed return, enter the return number in the Return 
Number field.  A LOV option is available to search the processed returns.  After selecting 
the number, the return header information will autofill. 
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Exercise 3C: Correct Process Return        
 

1. Access the Correct Process Return option. 
 
2. Retrieve the return used in the previous exercise by entering the return 

number. 
 

3. Process the following corrections: 
 

0146, Pulaski , QTY W.O. = 147 each 
0171, Shovels, QTY RFI = 12 each 
 

4. When done, click on OK. 
 
5. Print the return and return to the main menu. 
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Workorders            
 

 
 

From the ICBS Main Menu: 
 Go To: Incoming 
 Select: Workorder 
 

 
 
When cache items are returned to the QTY W.O. field in the return screen, a workorder 
number will be automatically assigned by the system in the return process.  This number 
may then be queried in the workorder or query areas of the application. This number will 
be the same as the generated return number. 
 
To query an existing workorder, enter a valid temporary return number or workorder 
number.  All items belong to that number will display.  A LOV option is also available for 
these fields and the accountable property numbers. 
 
A workorder can be assigned to a person or shop and the Required Date field may be 
entered.  There is a LOV option available for the Assign To field.  The Required Date will 
autofill to the current date and can be modified. 
 
Cache items may be placed on a workorder without generating a return, e.g., an item on 
the shelf that damaged and needs refurbishment.  Press Enter while in the Workorder 
Number field and the system will generate a new workorder number.  This method may 
be used when items in stock are in need of repair or update.  The cache items will be 
moved from RFI to W.O. status. 
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Workorders, contd.          
 

Workorder Kits 
If workordering a kit item, a menu will display asking if you would like to enter kit items 
for workorder or return. 
 
When the kit is repaired, return to that kit item within the workorder, press enter and the 
workordered components will display.  Select the items that were repaired.  If all items 
are selected, the kits will be returned RFI. 
 
Selecting the Repair Parts button will display allowing you to enter the items used to 
repair the workordered items.  The quantities entered here will decrement the inventory 
for those items and the cost will be charged to the customer and will show on the 
workorder document. 
 
Press OK to process or close the workordered items and generate a return. 
 
Press Cancel to exit the workorder without saving any changes made during the current 
session. 
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Exercise 3D: Process a Workorder From a Return      
 

1. Access the Workorder menu option, process and assign the workorder 
from the previous return for Exercise 3C. 

 
2. Assign the workorder using the following information: 

 
A. Enter your Cache I.D. 
B. Use the LOV option to access the workorder number processed in 

Exercise 3C. 
C. Assign all items to R&R Shop. 
D. Enter a Required Date that is one week from today. 
E. Press the OK button and exit the workorder screen. 
 

3. Process the workorder using the following information: 
 
Cache 
Item 

 
Desc. 

 
U/I 

QTY 
RFI 

QTY 
Unserviceable 

 
0068 Kit, First Aid KT 3 1 
0520 Kit, Helicopter Support KT 1  
0709 Generator EA 2  
 P/N: 393124, 393125    
0870 Kit, Pump Mark III KT 2  
 W.O. P/N: 382154, 382156    
 
4. When done, finalize and print the workorder to the screen. 
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Receiving Incoming RFI Items         
 

 
 
Cache items may be received in various ways.  These methods include items on a 
purchase order, RFI items on a requisition, or other incoming cache items.  Receiving 
options include: 
 Receipt by Purchase 

o By Purchase Order 
o By Purchase Order Item 
o By Requisition 
o By Requisition Item 

 Receipt Not by Purchase 
 
A valid Cache I.D. must be entered. The primary cache will default but may be modified.  
The Cache I.D. entered should be the I.D. where the item quantity will be credited.  
 
The QTY Requested or QTY Purchased field displays the original quantity requested on 
the purchase order for each cache item.  The QTY Received To Date field displays all 
quantities processed as received.  The QTY Outstanding field is the number of items due 
in for that particular order.  These three fields are not modifiable. 
 
The QTY Received must be entered.  A quantity less than or greater than the QTY 
Outstanding may be entered.  When the QTY Outstanding reaches zero that line item will 
be closed and no other receipts may be processed against it.  The quantity received will 
decrement the quantity due in. 
 
Accountable property may be received through this process. However, kits with 
accountable property may NOT be received through this process. If the cache item is 
accountable, the Accountable Inventory screen will display allowing all information 
pertaining to the property number to be entered. 
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Receiving Incoming RFI Items, contd.        
 

 
From the ICBS Main Menu: 
 Go To: Incoming 
 Select: Receiving 
 Select: Receipt by Purchase 
 Click On: By Purchase Order 
 

 
 
The receipt by purchase order process is used to receive items on a purchase order and 
update the inventory. 
 
A valid Cache I.D. and Purchase Order Number must be entered.  A LOV option is 
available for the Purchase Order Number field.  The Cache I.D. field will default to the 
primary cache if nothing is entered—this field can be modified. 
 
When a valid Purchase Order Number is entered, all items that have a quantity due in 
greater than zero will display for the specified purchase order number.  A QTY Received 
must be entered for each cache item being received.  One transaction will be written for 
each line item received.  If the QTY Received field is left blank, no receipt will be posted 
for that item. 
 
The P.O. QTY field displays the original quantity on the purchase order for each cache 
item.  The QTY Received To Date field displays all quantities processed as received.  The 
QTY Outstanding field is the number of items that are due in for that particular order.  
The P.O. QTY, QTY Received To Date, and QTY Outstanding fields cannot be modified 
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Receiving Incoming RFI Items, contd.        
 

A quantity less than or greater than the QTY Outstanding may be entered.  When the QTY 
Outstanding reaches a zero value that line item will be closed and no other receipts may 
be made against it.  The quantity received will decrement the quantity due in.  Both 
positive and negative values can be entered for receipts not by purchase.  This allows for 
negative receipts to correct errors, an adjustment must be made for receipts by purchase 
order. 
 
The QTY Received must be entered.  One transaction will be written for each line item 
received.  Each time an item is received, the system will check to see if there is a quantity 
outstanding for that item.  This will update the quantity due in through Purchase order. 
 
The actual cost will be used to calculate the new unit cost during the yearend process.  It 
is vital that this information is entered correctly as it will affect all caches. 
 
The quantity due in will be adjusted accordingly as will the purchase order and 
requisition quantity received.  When the amount in quantity outstanding reaches zero, that 
item will be closed. 
 
Accountable property may be received but accountable kits may NOT.  Accountable kits 
must be received through the Receipt Not by Purchase function.  When receiving 
accountable property, the accountable inventory screen will display to enter all of the 
information pertaining to the property item.  There is a counter at the top that will show 
you how many items have been entered. 
 
Upon exiting this screen, the receipt quantity will be updated.  Once you have entered an 
accountable item and pressed OK, that property item will be posted. 
 

► Note:  When entering accountable items, the Quantity Received Item 
field must be left as zero.  This will be updated after receiving all of the 
property.  Upon entering the accountable inventory screen, all items 
will be posted on the receipt.  You cannot make changes to the 
receiving information once the accountable property screen displays. 
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Exercise 3E:  Receipt by Purchase Order       
 

1. Access the Receipt by Purchase Order menu option. 
 
2. Enter the receipt using the following information: 

 
Purchase Order Number:  2000006 
 

Cache 
Item 

 
Desc. 

 
U/I 

 
Cost 

QTY 
Received 

0171 Shovel, w/sheath EA 15.00 200 
0146 Pulaski, w/sheath EA 20.00 500 
0480 Kit Coffee Heating KT 38.00 2 

 
3. When done, click on OK and return to the main menu. 
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Receipt by Purchase Order Item        
 

 
From the ICBS Main Menu: 
 Go To: Incoming 
 Select: Receiving 
 Select: Receipt by Purchase 
 Click On: By Purchase Order Item 
 

 
 
This process is used to receive items and update the inventory.  After entering a cache 
item in the Cache Item field, all purchase orders that have a quantity due in greater than 
zero for that cache item will display with a line for each purchase order. 
 
A QTY Received must be entered. One transaction will be written for each line item 
received.  Each time an item is received, the system will verify if there is a quantity 
outstanding for that item. 
 
The actual cost will be used to calculate the new unit cost during the yearend process.  It 
is vital that this information is accurate, as it will affect all caches. 
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Exercise 3F: Receipt by Purchase Order Item      
 

1. Enter the following cache item receipt: 
Cache Item:  0709, Generator 

 
Cost:  $1670.00 

 
 QTY Received:  1 ea 
 
 Property Number: 0709-0123 
 
 Purchase Order Number:  200155 
 

2. When done, click on OK and return to the main menu. 
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Receipt by Requisition          
 

 
From the ICBS Main Menu: 
 Go To: Incoming 
 Select: Receiving 
 Select: Receipt by Purchase 
 Click On: By Requisition 
 

 
 
A valid Requisition Number must be entered.  Once entered, all related information will 
display. A LOV option is available for the Requisition Number field. 
 
A QTY Received must be entered.  One transaction will be written for each line item 
received.  Each time an item is received, the system will verify if there are any quantities 
outstanding for that cache item. 
 
An individual line item may be canceled at any time.  This will update the quantity due 
in.  
 
The actual cost will be used to calculate the new unit cost during the yearend process.  It 
is vital that this information is accurate, as it will affect all caches. 
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Exercise 3G:  Receipt by Requisition        
 

1. Access the Receipt by Requisition option. 
 
2. Use the Interrupt function to enter the query mode and run a query on 

Open Requisitions using the following steps: 
 

A. Click on the interrupt icon. 
B. Access the Query option. 
C. Go to the Procurement option and click on Requisition. 
D. Enter your Cache I.D. 
E. Execute the query by clicking on the Query icon. 
F. Use the up and down arrow icons to sort through the requisitions 

and find the requisition shown on the next page. 
 

3. Write down the requisition number and return to the Receipt by 
Requisition menu option. 

 
4. Access that requisition number and enter the following information: 

 
Cache  
Item 

 
Description 

Unit of 
Issue 

 
Cost 

QTY  
Received 

0022 Bag, Sleeping EA 62.00 100 
0105 Fusee BX 48.00 10 

 
1050 

Kit, Belt 
Weather 

 
KT 

 
38.00 

 
20 

 
5. When done, click on OK and return to the main menu. 
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Receipt by Requisition Item         
 

 
From the ICBS Main Menu: 
 Go To: Incoming 
 Select: Receiving 
 Select: Receipt by Purchase 
 Click On: By Requisition Item 
 

 
 
After entering a cache item in the Cache Item field, all requisitions that have a quantity 
due in greater than zero for that cache item will display with a line for each requisition. 
 
The QTY Received field must be entered.  One transaction will be written for each line 
item received.  Each time an item is received, the system will verify if there are quantities 
outstanding for that item. 
 
The actual cost will be used to calculate the new unit cost during the yearend process.  It 
is vital that this information is accurate, as it will affect all caches. 
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Exercise 3H: Receipt by Requisition Item       
 

1. Enter the following cache item receipt: 
 

Cache Item:  0109, Helmet, Safety 
 

2. Select Requisition Number: 2000034 
 
3. When done, click on OK and return to the main menu. 

 
Cache  
Item 

 
Description 

Unit of 
Issue 

 
Cost 

QTY  
Received 

 
0010 

Reducer,  
1-1/2-1” 

 
EA 

 
20.00 

 
10 

 
0300 

Goggles, 
Safety 

 
PR 

 
2.50 

 
200 

 
1149 

Pumps, 
Backpack 

 
EA 

 
25.00 

 
50 

 
0169 

Shelter, Fire 
w/case 

 
EA 

 
43.00 

 
40 
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Receipt Not by Purchase          
 

 
 
From the ICBS Main Menu: 
 Go To: Incoming 
 Select: Receiving 
 Click On: Receipt Not by Purchase 
 

 
 
This process is used to receive cache items and update the inventory.  Cache items that 
do not exist on a purchase order or requisition are received through this process. 
 
A document number must first be entered in the Document Number field.  This may be 
any sequence up to 15 characters long. 
 
The Document Date field will default to the current date.   The Cache I.D. and Account 
Code fields are mandatory.  A valid cache item must be entered in the Cache Item field.  
The Desc and U/I fields will autofill. 
 
An Actual Cost must be entered.  This is the unit cost for the line currently being 
received.  The system will use this to track the price paid for an item and to calculate the 
new unit at yearend. However, this price will not affect the standard price already 
established for that item.  A negative quantity may be entered to correct a previous 
receipt. 
 
If an accountable item is entered, the accountable inventory form will display.  After 
entering all accountable items, the total amount will be copied to the quantity-received 
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Receipt Not by Purchase, contd.        
 
 
field.  The same applies for accountable kits except that the user may select which 
property number they prefer as the primary number. 
 
The actual cost will be used to calculate the new unit cost during the yearend process.  It 
is vital that this information is accurate, as it will affect all caches. 
 

► Note:  When entering accountable items, the quantity received must 
be left at zero.  This will be updated after all property items have been 
received. Upon entering the accountable inventory screen, all items will 
be posted on the receipt just as if you had pressed the OK button.  You 
cannot make changes to the receiving screen once the accountable 
screen displays. 

 
Once you have entered an accountable item and pressed the OK button, that property 
item will be posted. 
 
Accountable kits are entered the same as accountable property except the kit will not be 
received in until all property items have been entered for the kit.  Each kit must be 
received one at a time. 
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Exercise 3I: Receipt Not by Purchase        
 

1. Enter the requested cache items received via the redistribution process: 
 
Document Number:  C89083 
 
Document Date: Enter the current date (mm/dd/yy) 
 
Cache I.D.:  Enter your cache I.D. 
 
Account Code:  P55555 

 
 

2. When done click on OK and return to the ICBS main menu. 
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