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To assign reorder level for items, follow the steps below. 

1. Run HDSchool.  

2. From 4h page of HDSchool, click on Reorder Level. 

 
 

3. You will see the Reorder Management screen with the School and department names on left 

hand side. 

a. Select a department and you will see all the items in your database in the right hand 

side. 

b. Select an item for which you want to assign reorder level. 

c. Click on Assign Reorder Quantity button from the tool strip. 

How to assign reorder level for an item? 
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4. You will see the Assign Reorder Quantity screen as shown below. Enter the values for : 

       
a. Item Minimum Quantity: This is the minimum quantity of stock of an item. If the stock is 

lesser than this value you would need to reorder stock. For instance if you have set the 

minimum quantity to 5, the moment our stock quantity reaches to 4 or less then for It 

would show up in the stock screen if Show only items to be reordered check box is 

selected. If no value is entered it will take zero as the minimum quantity. 

b.  Item Maximum Quantity: This maximum quantity for an items means-- when you are 

reordering you should at least have stock equal to the Item Maximum Quantity set.  

c. Item Reorder Quantity: This is the quantity of stock you need to reorder if stock of an 

item has reached the item minimum quantity. 
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d. Click on OK. 

e. You can click on Update & Continue button, if you want to assign reorder quantity for 

the next item. 

 

5. You can see the assigned reorder level as shown below. 

 
    

 

 


