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Inventory and your supply room



a. Routine checks and inventory 

replacement

i. When checking EMS 

inventory on units, if an item 

is deficient, mark the correct 

number of items on the 

inventory

ii. After truck inventory is 

completed, exit the 

inspection and do temporary 

logoff to send the inventory 

to your supply room, items 

will be automatically be 

removed from your supply 

room

iii. DO NOT use “Supply 

request” to move inventory 

stocked at your station.

iv. If an item not stocked at 

your station is marked as 

deficient in your supply 

room, OpIQ will create a 

supply request. Please notify 

your captain so that they can 

process the request from a 

hub station
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Logging Supplies Used



Do not use “Supply Requests” 

for items missing during truck 

check

a. After every call

i. Logging supplies used

1. Under your unit inventory 

inspection in OpIQ 

frontline

2. Click log supplies

3. Enter the call number

4. Enter supplies used

5. Submit call

6. If there are supplies in the 

process of being logged, 

they will be submitted 

when exiting the 

inspection
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Logging supplies on a call (and take 

from a hub)
You would use this if you are restocking after a call from a hub station



i. After a call (like a code)

1. Under your unit inventory 

inspection in OpIQ frontline

2. Click log supplies

3. Enter the call number

4. Enter supplies used

5. Submit call

6. Go to the supply requests 

button

7. Find the request that was 

submitted

8. Change the station to the 

appropriate hub station

9. Hit “submit”
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New PO’s



a. Submitting a PO 

(Should be checked 

daily)

i. Log in to Op IQ 

online

ii. Go to purchasing 

tab → purchase 

orders

iii. Click “new”

iv. Select your 

supply room and 

select the 

supplier as life 

assist

v. Fill in the dept 

code (420-EMS) 

and Budget code 

(6253 – EMS) and 

input the date

vi. If the order is for 

more than $100 – 

save the draft 

and submit for 

approval, EC’s will 

approve the 

order
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Receiving PO’s



Find the correct PO #

a. Receiving a shipment

i. When ANY SIZED order 

arrives at the station it 

needs to be received into 

the OpIQ system

ii. Find the PO # on the 

shipping papers – if no 

shipping papers present, 

see if the order can be 

matched to an open PO by 

the contents of the order

iii. Find the corresponding PO 

and select “receive”

iv. Click the boxes next to the 

items contained in the 

shipment – if the item is 

listed as backordered on 

the shipping papers, do 

not receive the item into 

your supply room.

v. Select “receive” for the 

selected items

vi. If required by OpIQ, enter 

in expiration dates and lot 

numbers (enter lot 

numbers exactly as 

written on packaging with 

capital letters and 

hyphens)



Select the items to receive

Then click receive

a. Receiving a shipment

i. When ANY SIZED order 

arrives at the station it 

needs to be received into 

the OpIQ system

ii. Find the PO # on the 

shipping papers – if no 

shipping papers present, 

see if the order can be 

matched to an open PO by 

the contents of the order

iii. Find the corresponding PO 

and select “receive”

iv. Click the boxes next to the 

items contained in the 

shipment – if the item is 

listed as backordered on 

the shipping papers, do 

not receive the item into 

your supply room.

v. Select “receive” for the 

selected items

vi. If required by OpIQ, enter 

in expiration dates and lot 

numbers (enter lot 

numbers exactly as 

written on packaging with 

capital letters and 

hyphens)



Supply Requests



i. Supply requests are under 

the inventory tab → supply 

requests

ii. Re routing – if your crew 

tells you they have 

requested an item that is 

not stocked at your station

1. Check with the hub 

station you will be 

pulling from to 

confirm they have 

the part on hand.

2. Go to supply 

requests and locate 

the unit and specific 

request and open it.

3. Select the part you 

are requesting and 

reroute to the 

appropriate hub 

station

4. Go back to the 

supply requests and 

find the same 

request, open it and 

approve it.

5. Get the part from 

the hub station
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Cycle Count



a. Cycle count removal

i. Captains and promoted 

personnel can also 

remove inventory from a 

hub station utilizing the 

cycle count feature

ii. After removing the 

inventory from a hub 

station, the captain will 

go into the cycle count 

for that supply room and 

will adjust inventory 

levels

b. Monthly cycle count

i. When a cycle count is 

required, the captain 

under their log in will go 

under inventory → cycle 

counting → supply room

ii. Each item in inventory 

should be physically 

counted and expirations 

dates and lot numbers 

should be updated

iii. Each item in inventory 

should be opened and 

saved whether the count 

changes or not.
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Default Supply Room



a. How and when to change 

default supply rooms

i. If you swap into a 

different 

ambulance, the 

captain will contact 

the EC to change 

the units default 

supply room

ii. If the supply room 

is not changed, the 

ambulance will be 

pulling supplies 

from  the wrong 

location with truck 

checks

iii. EC’s only will go the 

admin menu in 

OpIQ (click the gear 

button) Units → 

Units→ select the 

appropriate unit, 

change default 

supply room
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