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New Inventory Tracking Sheet

+ Updated format to

easily track orders - : - [ SHEETNOMBER |
a n d d I St r I b u t e d DATE ORDEF?NO :\-'EPDOR QTY. DATE : gTY UEIAA:KOHDER HNAME/TITLE DI DATE QTyY BALANCE | COMMENTS
_2/2(20 100 LABBN 100§ 210/2005 160 0 | 100 00 R

program materials

* Excel spreadsheet

* Blank printable form
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Blank Inventory Sheet

° P I t t b | k Welcome Baby Inventory Sheet
r I n O u a n . . . } ITEM } SHEET NUMBER
S h e et tO k e e p h a rd [ oare ] DRDEORRNDDERED vvvvvv aTv DATE RECE{!\:EDWWEDISTR‘BUILE; aTY BALANCE | cOMMENTS |

copy of inventory
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Using the Excel Inventory Sheet

 For the inventory
tracking to work

Welcome Baby Inventory Sheet

| ITEM | SHEET NUMBER
. | This Emetional Life DVD | 1 |
correctly, starting DDERED RECEVED— DTS TRGOTED
J DATE ORDER NO| _ VENDOR aTy DATE GTY |BACKORDER NAME/TITLE DATE QTY | BALANCE COMMENTS
272/2015  No0 LABBEN 100 2/10/2015 00 [s] 100 i

balances MUST be
filled in the received
and distributed
sections under
quantity

 Tabs located on the
bottom separate
each program
material

 BEYERETEREEEENEREERNEEEE e reRas o m Ve m e "

This Emotional Life DVD N Parent Kit = Englch Niw Pacent K2 - Spansh Boppy Pillows Codrnet Latchirs (packs) Pug Prateaors (packs) I T Y |
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Using the Excel Inventory Sheet

e Orders should be
tracked under the

“ORDERED” column.

« Once an order is
received, it should
be entered into your
“RECEIVED”
column.
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Welcome Baby In

3

4

5 ITI
6 This Emoti
7

8 ORDERED RECEIVED

9 DATE ORDER NO VENDOR QTyY DATE QTY |BACKORDER
10 2/2/2015 100 LABEN 100 2/10/2015 100 0]

i This Emotional Life DVD

MNew Parent Kit - English | MNew Parent Kit - Spanish | Boppy Pillows | Cabinet
lee,c |



Using the Excel Inventory Sheet
MUST be accounted for

TEM SHEET NUMBER
tional Life DVD 1
* Include Name/ Tlt|e, DISTRIBUTED
. NAME/TITLE DATE QTY BALANCE COMMENTS
Date, Quantity and 100 100
Rachel Smith, Parent Coach 2/20/2015 5 95| Prenatal Visit
Gloria Allred, Parent Coach 2/24/2015 2 93 |Prenatal Visit
CO m m e nts Fiona Day, Parent Coach 2/24/2015 3 20| Prenatal Visit

« Balance is automatically
updated when an item is
checked out

e Comment should
iIndicate how the item

was distributed
Ex) Visit Type
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Saving the Excel Inventory Sheet

Sheets should be saved
for each month

DO NOT record multiple
months in one sheet

Use Save As to create a
new document for the
new month

Excel inventory sheets
will be due with
inventory form.
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Save as type:

Authors:
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Save As

| Site Inventory Reports
. WE Ordered Materials

1

@7 WB Blank Inventory Sheet Final

7| WE Inventory Sheet Printed Materials
| WB Inventory Sheet Program Materials

Microsoft Ex
Microsoft Ex

(v} Search Inventory 2
.‘j{E - |i:|
Date modified Type
2820151230 PM  File folder
272015 1203 PM File folder
218720151014 AM  File folder
12/2G/2014 8:00 AM  File folder
12/29/2014 810 AM  File folder
12/29/2014 B:10 AM  File folder
272015 341 PM Microsoft Ex
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Questions?
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" Thank
You!

. 000
first5la



