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Manage PPE Inventory

If your Organisation has enabled the PPE 
Inventory module, it’s very important to 
keep the available stock of PPE items up-
to-date so that available items can be 
allocated to People or Vehicles, but 
unavailable ones cannot.

This guide explains how to view, edit and 
delete stock levels for existing items in 
the PPE Inventory.

Introduction
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To view available stock levels of a 
particular PPE item, begin at the PPE 
Inventory.

This can be found under Assets in the 
Menu Bar.

PPE Inventory

‘PPE Inventory’
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The register shows key, summary 
information for all PPE items where stock 
levels have been recorded.

To determine availability of an item, 
locate the item by browsing or searching 
the register.

The register shows the total number of 
items in stock.

For more details, click ‘Actions’, then 
‘View’.

View Inventory

‘PPE Inventory’
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The register now shows a more 
comprehensive breakdown of which sites 
hold stock of the item and the quantity 
available in each combination of size and 
colour.

If the inventory data needs to be adjusted 
(for example a quantity is incorrect), click 
‘Edit’ to enter Edit Mode, then simply 
click ‘Actions’, then ‘Edit’.

Edit Inventory
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Make the necessary adjustment and click 
‘Save Inventory’.

Edit Inventory cont.
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To add stock level data for a combination 
of site, size or colour not currently in the 
inventory, click ‘Add’ and supply the 
details.

Add Inventory
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If a mistake has been made and you wish 
to delete a particular entry altogether, 
choose ‘Actions’, then ‘Delete’.

Note that available stock levels are 
automatically adjusted when PPE is 
allocated or returned.

Delete Inventory
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When a Worker or Contracted Worker 
leaves your Organisation, it is important 
to ‘return’ any PPE via the PPE Tab before 
archiving their record, otherwise the item 
will not be reflected back into available 
stock.

Help with this is available in the Support 
Portal.

Returning Inventory




