Tennessee Department of Health
Receipt, Stage, Store (RSS)
Warehouse Taskforce

TNCRN Inventory Management

PICKING
Step-By-Step & Quick Guides

Updated 8-29-12
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Tennessee Department of Health - Strategic National Stockpile
Receipt, Stage, Store (RSS) Warehouse :: Job Action Sheet

Picking Unit

Assigned location Receipt, Stage, Store (RSS) Warehouse

Functional area Operations

Reports to Materials Management Branch Lead

Supervises Picking Unit support staff

Job description Provide overall supervision and control over picking and palletizing SNS supplies.

Equipment Needed Kenwood Radio, TNCRN Inventory Management Handheld, Pallet Jack

Q Sign-in/Check-in with Logistics Section Chief at RSS Warehouse

L Ensure proper RSS identification

QO Receive briefing from Materials Management Branch Lead and ensure knowledge of incident
Q Review SNS Plan and job action sheets
a

Determine staffing needs (schedule/shifts) and acquire appropriate staff resources. Develop

Beginning of Shift on-site staff assignments.
Duties

O

Brief direct reports to establish chain of command

o Ensure all personnel are equipped for duty

o Distribute job action sheets and documents to review
Provide briefing to Material Management Branch Lead

Conduct Just-In-Time Training to Picking Unit staff as needed

Identify and report safety issues
Acquire equipment and supplies required for RSS functions

Assist with Receiving Unit as needed

00000

Communicate understanding of information provided from Inventory Control on picking

tickets. Supervise proper completion of picking tickets.

O

Communicate and ensure with Quality Control that information listed on picking tickets

Job Duties . . ) .
matches material accompanying the ticket prior to shipment from warehouse

O

Supervise support staff. Conduct staff briefings as needed.

U

Make decisions and solve problems in the absence of or as directed by the RSS Materials
Management Branch Lead

O

Keep RSS Materials Management Branch Lead informed of developments, progress, and
problems

Brief incoming RSS Lead

Sign-out/Check-out with RSS Materials Management Branch Lead

End of Shift Duti
d i Return any RSS equipment and radios

CLCoOO0OOo

Participate in After Action Review or Hotwash, as needed

Updated 8-31-12
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Receive shipment
from CDC or vendor

(IM) from incoming
packing lists. Enter

Verify items are in
Inventory Mar, sgement

Unload trucks, stage
product, verify quantities
against incoming packing

list. Copy of packing list to
Inventory Control

Assign products to
warehouse location and
move products to that
location

i g i ottt ppta;: el

Enter received quantities
and locations into
Inventory Management (IM)

via handhelds in STOCK
ADJUSTMENT

Indicates item to be done
the TNCRN Inventory

Management software

Receiving Unit notifies
Inventory Control that
quantities and locations
have been entered.

v

RSS DACO notifies the
SHOC product is ready and

Print Location Labels for
Receiving and Carton

Input orders & drop orders
to create pick tickets

Notify Picking Unit that

When orders are picked,
Create Chain of Custody

new ._”_ﬂ_mﬂm:m_qm; LTINS g | abels for Picking through g through ORDER ENTER, osdevare _ﬂmw_& tobe P and Bill of Lading forms
nventory s from the SHOC PRINT-LABELS ORDER MANAGER picke and send to Distribution
Control S S B UL | _ -
I
]
_u_na:m_ Unit
! i Picking Unit Lead picks the — ;
RECOMMENDATION sch ke and () Carton Labl orters i the ventory Gl et Bl ol i
Load only one order per carton per P to the pallet or shipment. Management (IM) to create P Asant D_é i A e Aﬂ—__m_ — "
: ! | ship-to site (or muttiple cartons). MAKE SURE THEY ARE THE acking lists via handhelds and sent to Quality packing lists to Quality
g P g A A
Picking | DO NOT MIX ORDERS. SAME NUMBER. through STANDARD PICK ssurance ssurance Unit
Stay within 4'x4'x4'
i
| v
Review cartons for Through SHIP TO DOCK,
accuracy against pick . ; mark the order as Attach packing lists, s
. ! | tickets and packing slips. —— mmcﬂ“__”,_wnﬂﬂﬂ“mﬁ%”“”“mm “Shipped” in Inventory shipping information, then * cm__,..mqm_.:w_,_nmﬂ. paliegeto
Quality | Make corrections as L Management (IM) to finalize wrap pallets bl
Assurance necessary the order.
—— —— _
: v v
'y . Receive completed orders Load pallets onto trucks. Notify Inventory Control of s
- Plan delivery method and : i ¥ :
’H» Yoiite T M”_vq E—— Coordinate truck size and from Quality Assurance, Give driver routing shipped items, estimated mﬂm%ncmnm. aa_?”m a_wz
- l Plan truck loading wnraa.m P type, drivers, security |p verify shipments are | information, Bill of Lading B time of arrival, driver's ti »o n_mn:_u.am: ._.w_s_._
Distribution First In, Last Out (FILO) escorts. properly wrapped and and/or Chain of Custody name, security escort mmn":_m m_c 5 :BQ _._q_.umm.
' § identified. forms name. ThronIE), seoutity
— — — —— — — — — — — — — — — o L ———
Requests supplies. Inputs orders into TNCRN, if Notifies the end point of _
Coordinates arrival at the ; Coordinates which sit : i i otifies the end point o
RSS Warehouse. > mmncmmmw trucks with ¢ open nmﬂmﬂaqﬂ“m " internet connectivity Gets copy of packing slip 4 shipments with estimated
Activates RSS & security escorts. m__.onmzosm. possible between all from RSS DACO. delivery times, driver ID,
State Health YWarahouse Tasklarce: locations. security ID

Jperations Center

(SHOC)
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Incoming Incoming
Packing Slip  Chain of Custody
10f3 (if needed)

_ 10of1

< B

_:<m=nn.ﬂ< Incoming Inventory List
Packing Slip 10of2
Control 2 of 3
&
Picking
2
U
Quality
Assurance

Distribution

State Health
perations Center Incoming
AMIOO- Packing Slip

3of3

Inventory List
2 of 2

State of TN - RSS War "ouse Paperwork FIOW update 2813

KEY

Copy 1 = where document originates

<

Incoming non-IM Document

3

]

| ALL PAPERWORK
GOES TO INVENTORY CONTOL
AFTER FUNCTION IS COMPLETE.

Incoming
Bill of Lading
(if needed) Inventory Management (IM)
1 0of 1 System Document
3 Other non-IM Document
4 s
Order Pick Ticket Packing List Bill of Lading Chain of Custody
20f3 10f3 103 (if needed) from
; 10of2 Packing Lists
— 10f6
Carton  Pick Ticket
Label 20f3
| 182 of 2 |
Pick Ticket  Packing List Packing Labels
3of3 20f3 i 2 per carton/pallet
Order Packing List Bill of Lading Chain of Custody =~ Routing Times _ Truck Size & Type
30f3 30f3 (if needed) from & Directions Driver, Security Escorl
20f2 Packing Lists tqi2

copies 2to 6

=
T =
Y T

Routing Times  Truck Size & Type,
20f2 Driver, Security Escorl
20f2

Order
10f3
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COUNTERMEASURE
RESPONSE NETWORK
TNCRN Inventory Management Quick Guide — RF Login for Internet Connectivity

This quick guide shows how to navigate the RF (handheld) devices
and steps for logging in where internet connectivity is available.

Parts of the Device - Front
Front Speaker

Touch Screen

| - . Scanner Button (blue)

Power On/Off (yellow)

Qwerty Keyboard

Y & Ld T8 R
Q ERRRT URIRORP
TIIrreeee Enter Key (blue)
yovene LU

o - ) oece Volume Up/Down
- (right side, blue buttons)

Front

Audio Record
(left side, blue buttons)

Parts of the Device - Back

o SRANRMAY Stylus
~ SIS

Back Speaker

Hand Strap
Battery

Battery Release Tab

Back



Keyboard Close-Up

Scanner Button (blue) ﬂltermec CN3 Power On/Off (yellow)

Shift Key
Spacebar

Backspace

Access Orange
Characters (orange)
Click 2x to lock on

Sand ¢

» End
- . ‘
] 05 060.

@

Backlight

0900900009 Escape Key

L

T X-Y X
o0@®

Screen Icons Defined
The battery is full.

The battery is low. You need to replace or charge the battery very
s001n.
The battery is charging.

The volume is turned off. To turn the volume back on, tap this
icon and choose your setting.

The computer is connected to the network.
The computer is not connected to the network.
The 802.11b/g radio is connected to the wireless network.

The computer is connected through the USB port to your
desktop PC.

The iConnect application icon. Tap it to set up Ethernet or
Wireless settings.

g e Q 0 o 0 m @ ’ Enter Key (blue)



Start Menu

Press the yellow power but-
ton to turn on the RF Hand-

held device.
B The unit runs Windows Mo-
i No upcoming appointments bile, so functionality is similar
Devin s | to a normal PC or laptop with
a Windows

operating system.

Calendar Contacts

o Tap the “Start” menu on the
screen with the stylus or

your finger.
Start Menu
T T “
(2 ]’_;dﬂ' e R JER . i -
i Click “GSW Telnet and SSH2
eln d SSHZ
f,if',' “:-'Hs mation from the Start menu.
& . Messaging

” Tasks

- - -

o e InetCE
. pPictures & Videos
= Internet Sharing

== Programs
= Prog

= Settings

Help

jendar Contacls
Calen




lest or Production

You should now have the
choice to select the Test
or Production system.
Test is used for training,
exercises or development.
Production is used during
declared emergencies or
for daily use.

Double click the correct
line.

Credential Information

This screen should be
pre-configured with the
handheld’s credentials.

DO NOT ATTEMPT TO
ENTER ANY INFORMATION
ON THIS SCREEN.

Click “OK” to continue.

It may take a moment to connect to
the database.

Uarehouse Management
System
Uersion 2.6.8

Employee Number:

Password:

Login Type:
CX>No machine
¢ JMachine

Login to application

After the handhelds con-
nect to the database, you
will get the login screen.

Input your user name and
password to login. Press
the blue “Enter” key on the
keypad for “No Machine”.
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