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VM3COP29.07 – Humanmed – Booking In Stock 
 
Humanmed stock generally arrives on a pallet or via UPS; all items need to be booked in 
at the same time. Booking in Humanmed stock requires a lot of checking and attention to 
detail. 
 

1. Locate the delivery note, which should be 
attached to the pallet or box. In this image it can 
be seen on top of the pallet in a red docket. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Carefully unpack the pallet/box and place the 
individual items on the racking named, “Goods In 
– Stock to be Processed”, located in the Goods 
In corridor. 

 
 
 
 
 
Note: If any items are damaged in transit, take photographs as soon as possible and email 
them to Humanmed AG Germany to advise. 
 

3. Match goods against the delivery note using the part numbers and quantity. Tick the 
line on the delivery note if all is correct and make notes of the lot numbers, 
manufacture dates and expiry dates. See Figure 1 in the appendix. 

 
Note : Not all items have a lot number, manufacture or expiry date. If any of these details 
are missing, do not include them. 
 

4. Using the PC located in the Goods In corridor, log in to IntraStats. 
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5. Click on the ‘Stock’ icon and from the, ‘Goods In’ list, click on, ‘Deliveries’. 

 
 

6. Select the, ‘Shipper’, ‘Condition’ and ‘Number Boxes Delivered’ from the drop down 
menus. 

 
 

7. In the, ‘Senders/ Contact Name (if not PO / SRS / DSR)’ field, type, “Humanmed 
Delivery *delivery note number*” E.g. “Humanmed Delivery 1731698” 

 
 

8. In the field entitled, “Other Notes”, type the part number and quantities of all items 
received. Press, ‘Enter’ after each part number/quantity so the products appear on 
separate lines. 

 
Some items on the delivery note display as 
single items, e.g. 500001 on the delivery note 
shows a quantity of 50. A check of the goods 
reveals that there are 10 boxes of 500001-5 
(packs of 5) Enter the goods in to the, ‘Other 
Notes’ field as they are packaged. 

 
The same part number may appear twice on the same delivery note due to having different 
lot numbers, or manufacture/expiry dates. See line 5 and 15 on figure 2 in the appendix. 
Line 5 shows a quantity of 2 have been delivered, 5 have been ordered but 0 are 
remaining, line 15 contains the other 3 with a different lot number. All 5 can be written in to 
the, ‘Other Notes’ field on the same line. 
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9. Enter the shipper’s tracking number; this can be scanned 
from using a barcode scanner to minimise mistakes. 

 
 
 
 
 
 
 
 
Note : Pallets don’t always have a tracking number. If no tracking number is present, type, 
“Pallet” in the tracking number field. 

 
 

10. Check that everything has been entered correctly, and then click, “Continue”. 

 
 

11. From IntraStats, click on the Stock Book icon, from the, ‘Humanmed Stock Book’ 
list, click on, ‘Purchase Orders’. 

 
 

12. From the list entitled, ‘Outstanding Orders’, find the correct line and click on, 
‘Receive Goods’. 

 
There should only be one line here but there are exceptions. If there is more than one line, 
click, ‘Receive Goods’ and locate the list that contains the part numbers you have 
received. 

 
 

13. Fill out all of the available information that was written on the delivery note.  
• Check the quantities listed are accurate in the, ‘Qty Received’ column 
• As Humanmed has one stock location, type 33682 in the ‘Location’ field for 

all items. 
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• The manufacture and use by date must have the correct format as shown in 
the image. E.g. yyyy-mm  

 
• Click on the, ‘Expire Date’ fields, then locate and 

click on the correct date on the calendar to fill 
them out. This ensures that they appear in the 
expiry date list. 

 
 
 
 
 
 
 
 
If any of the items were damaged in transit or missing from the 
box/pallet, they cannot be booked in and need to be removed from 
the displayed list.  
 
If the whole quantity of a part number has been damaged or is 
missing, the entire line must be removed. Click the red X on the 
required line. Be aware that once clicked, it cannot be unticked and 
you would need to speak with the I.T. department to rectify this. 
 
 
If a partial amount of the received quantity of a part was 
damaged or missing, don’t remove the entire line but reduce 
the quantity of that part you are booking in. 
E.g. if 6 x 675010-5 were delivered but 2 were damaged in 
transit, reduce the, ‘Qty Received’ column to 4. 
 
 
 
 
Check your work. When you are satisfied that everything is correct, 
click, ‘Commit to Barcoding’. 
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14. You will be presented with a list of all part numbers being booked in. 
Click on one of the part numbers and a new tab will open.  

 
 
 
 
 
 
 
 
 
 
 
 
15. Locate the line you have just booked in by reading the, ‘Date received’ column, this 

will usually be the top line. From the drop down menu, select, ‘Tracking label Zebra 
small description’ and click, ‘Go’. 

 
 
 

16. From the new page, press, ‘Print’, this will download a 
PDF of the labels.  

 
Click on the PDF to open it. 

 
 
 

17. When it opens, click, ’File’ then ‘Print’ or press Ctrl+P 
to open the print dialog.  

 
 
 

 
 
 
 
 
 
 

18. From the drop down menu, select, ‘Zdesigner ZM400 
300 dpi (ZPL)’ and click, ‘Print’. This should print the 
correct quantity of labels, one for each box. 
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The labels will print from the label printer, the larger, 
EAN barcodes on the right of the image are not 
required and can be disposed of. 

 
 
 
 
 
 
 
 
 

19. The labels need to be attached to the boxes of the 
correct part number as shown on the label. Labels are 
affixed to the top left of the front of the box as 
standard. However, if there is a label already there, it 
can be affixed to the top right or another location as 
required. 

 
 
 

20. Take the labelled boxes to their physical location in 
stock room 13, stock location 33682. They should be 
shelved in numerical order where size and space 
allow. 

 
 
 
 
 
 
 
 
 
 

21. Along with the Humanmed Delivery Note, there will be an Entry Certificate. If any of 
the parts are missing, cross the line out. If any of the quantities are incorrect, cross 
out the number and hand-write the correct quantity received. See Figure 3 in the 
appendix. 

 
 
 
 
 
 
 
Appendix 
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Figure 1 
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Figure 2 
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Figure 3 
 

 


