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Adding Inventory 

Once the client site is established in Vertére Inventory Manager (VIM), you can enter newly received product as well as in-scope items already located on-site. 

 
This reference explains: 

 How to Generate Pre-printed Inventory Tags 

 How to Add New Inventory  

 

1 Overview 
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You may choose to prepare rolls of pre-printed invento-

ry tags.  This is particularly effective when integrating 
existing inventory found in labs within your organiza-

tion. 
 

To generated pre-printed inventory tags: 

A. Select Tags from the left menu. 
B. Click the Reserve Tag tab. 

C. From the Tag Type drop down menu select Inven-
tory Tag.  The Next available tag and Starting 

tag field is automatically populated with the next 
unique barcode sequence available for printing. 

D. Identify the number of tags to be printed in the # of 

tags to reserve field.  
E. Click Reserve Tags.  Click Continue to proceed 

with the request. The system begins processing the 
request (can take approximately one minute). 

F. A dialog box will appear asking if you wish to print 

the tags.  Click Yes, print. 
G. You must change the Template to the template file 

established for printing reserve tags. 
H. Click OK to print the tags. 

 
 

 

 

2 Generate Pre-Printed Inventory Tags 
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3 Add Inventory 
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Adding Inventory 

The process for adding new products in the inventory that already exist in the 

Enterprise Catalogue is as follows:   

A. From the Chemical  menu option select Add.  

B. Search for the product—the most effective searches are by Product Num-
ber, by Vendor or Chemical Name.  NOTE: If the product is not found, it  

must be added to the Enterprise Catalogue before proceeding.  Refer to the 

reference sheet entitled Enterprise Catalogue for direction.  Once added, 
continue with this section. 

C. Click the checkmark icon for the matching product line item. The Item Add 
screen appears with Enterprise Catalogue detail automatically populating some 

of the inventory level fields. 

D. From the Location  drop down menu, select the location of the product.  If 

the location has a Point of Contact  specified, the PI  field will auto-

populate as will the Group if they are attached as the prime for the group.   

E. Add Barcode.  If using pre-printed Inventory tags, click in the field and scan 

in or type the tag #.  If system generated, click the Barcode button.  The 
system will generate the next available unique tag for the product.  

F. Click Save. 

G. For system generated tags, click Print Tag to print the inventory tag. 
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4 Add Multiples 

If you are entering multiples of the same product going to the same location/PI, 

use the Add Many function: 

A. Complete all steps in Section 3 above.  

B. Click Add Many.  In the screen that opens, identify the number of  additional 
items to be added, click the Print Tags for New Items check box, then click 

Ok.   
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