
Inventory Homepage search and sort functions 

1. Search by Circuit ID or Location

• Search by location will display “A” and/or “Z” location results 

2. Arrange worklist columns by using the sort        function 

3. Download all inventory items into a csv file 

4. Click Notifications to view Notifications Worklist

5. Customize Columns allow users to modify the columns displayed (beyond the default ones) 

Getting Started 

Inventory Decom Program 

Network Management

From the Hamburger menu, 

1. Choose Network Management 

2. Click on Inventory 
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Search Inventory

Things to Know 
1. Inventory availability is based on user roles (must have Quote and Order access). 

2. Max inventory display is 2K, if max is exceeded a file will be provided.

3. Users will receive an email when a new Notification is sent, or comments are added. 
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Inventory Decom Program 

Network Management
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If results exceed the maximum allowance (2,000), users will receive a “File is in process message.”

• An email will be sent when the CSV file is generated

• Click File Name to access/download file 

• File will be available to download for 48 hours. A new file will generate after 48 hours when Inventory is 

accessed again

Search Inventory continued

Notifications Worklist

Click Notifications to view Notification worklist 

1. Click Notifications ID to view notification details

2. Sort worklist columns by clicking on sort icons

3. Download worklist to a csv file 

4. Click Inventory to return to the Inventory list  
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Notifications Details
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Customize Columns 

Click Customize Columns to modify the 

defaulted Inventory List 

1. Choose Available Columns and click the 

right arrow

2. The Selected columns will display the 

requested information 

Click Apply to retain selection(s) 

Note: 

Click Cancel to return to the Inventory Homepage 

without making any changes. 

Click Reset to return to the default (original)  columns
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View Notification Details

1. Download attached files (if needed)

2. Add comments/questions (if needed) 

Click Submit  


