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[bookmark: _GoBack]Inquiring on Items Using Word Search Lesson



	Step
	Action

	1. [bookmark: T6_F43]
	Click the Navigator menu.


	1. [bookmark: T6_F4]
	Click the State of Nebraska link.


	1. [bookmark: T6_F6]
	Click the Inventory link.


	1. [bookmark: T6_F8]
	Click the Inventory Setup link.


	1. [bookmark: T6_F10]
	Click the Inventory Master link.


	1. [bookmark: T6_F12]
	Click the Item Master link.


	1. [bookmark: T6_F14]
	Note:  Form options can also be selected by Right- Clicking in the header area.

Click the Form button.


	1. [bookmark: T6_F16]
	Click the Item Word Search menu.


	1. [bookmark: T6_F18]
	Enter the description of the item into the Item Search Text Field. 

Note: This Field is not case sensitive.

	1. [bookmark: T6_F20]
	Click the Find button.


	1. [bookmark: T6_F40]
	Review the fields displayed. 

Note: A program updating the Item Search is run monthly. Items entered into the system will not show in the Item Word Search until the program is run.

	1. [bookmark: T6_F22]
	Click the Close button.


	1. [bookmark: T6_F24]
	Click the Close button.


	1. [bookmark: T6_F3]
	You have successfully completed this lesson.
End of Procedure.
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