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CAPEX Inventory Scanning In WOS 
 

Purpose 

This document outlines the procedure for scanning monthly CAPEX inventory counts into the Work Order 
System. 

 
Tools Needed 

 
Malacrity USB Wireless Barcode Scanner 

 
 

Tablet or Laptop 

 
Procedure 
CAPEX parts are scanned and entered into the work order system by scanning: 

• The barcode of the designated part for non-serialized parts 
• The barcode of the designated part and the serial number for serialized parts 

Parts to be scanned and the scanning method of those parts will be determined and 
communicated to the Field prior to the opening of the scanning window.  
Please note: all serial numbers for serialized scanning must have been entered into the system 
prior to the scanning the part. Serial numbers that have not been entered into the system will 
not be available for entry. 
 

1. Open the Parts Inventory Tracker here. 
• Ensure that you are scanning in an open scanning 

window. 

 
 

 
 

https://arapps.redbox.com/arsys/forms/ars/KOPS%3APIT%3AinventoryTracker/Default%2BAdministrator%2BView/?cacheid=eaaf3d56
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2. Select the condition type: 

• Local warehouse  
• Trunk 

 

 

 

 

 

 

3. Choose the Location Type. 
• Local warehouse 

• Trunk 

 

 

 

4. Select the appropriate warehouse for 
which you are placing the count. If this 
is your designated warehouse, press 
the My Warehouse button. 

 

 

 

5. Press Begin Scan 

 
 
 

6. A table with a list of scannable parts is located at the bottom of the scanning table. 
 

 
 
 
 



Field Operations 
Work Instruction 

Content Owner: FSS Team 
April 23, 2019 

Version 2.0 
Redbox Confidential 

Editing Owner: Pam Jameson 
3 

 

 

 
7. Place your curser in the Scan Part 

Number field and scan the part. 

• Using the provided 
scanner, scan the 
part number barcode on the part. 

• The part will automatically enter into the Scanned Parts list. 

 

8. For Serialized Parts, after entering the part number, the Serial Number field will populate. Scan the 
serial number of the serialized part into the Serial Number field. 

   
• If the part number isn’t in the catalog, you will get an error. 

 

• For parts without a barcode such as the ARCUS board, scan the barcode provided 
in the CAPEX Parts Catalog. 

 

9. Scan each part individually until all parts have been scanned. 
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10. If you accidently scan a part multiple times and the count is wrong, you can select the line of the part, 
then click Delete Selected Line Item. Rescan all the parts for that number again. 

 
 

11. Once all parts have been scanned, press Complete Scan. The Inventory Confirmation pop-up will 
appear. 

 

 
 

12. If any part has a quantity of 10 or higher, please 
verify the count to ensure accuracy. 
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• The bottom table indicates parts that 
should be in your inventory and are 
available to scan, but have not been 
scanned into the tracker. Should you 
find items in this table, please search 
your physical inventory to ensure that 
all items have been scanned ad the 
counts are correct. 

• If a recount is needed, press cancel 
and make any necessary corrections. 

• If the inventory count is correct, press Confirm.  

 

• Pressing Confirm will submit your count. 
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