 MATRAC Inventory Software Program Information   
 The purpose of the program is to keep track of deployable supplies and equipment.  All SMAT monies are run through Mission including purchases, funding, and budgeting.

All grant purchased equipment and supplies are entered into the program along with sources and costs.

All state donated equipment and supplies are entered into the program but because they are donated there is no cost or source associated with them in the entry.

Since books, office equipment and office supplies are not considered deployable they are not entered into the program.

“Regional projects” are not entered into the program.  These are state grants for providing equipment to local agencies on a “permanent loan” basis.  MATRAC serves as a pass through agency for these projects.

 Asset tags are used on any equipment that is worth more than $500 or if we have multiples of an item that cumulatively cost more than $500 (i.e. 10 cots at $250 each).

The program does not generate any forms for doing a physical inventory other than printing out trailer contents and checking them.

Setup of Program:

Explanation of Main Form/Cover Page of  Program:

File Maintenance: Getting ready for an incident, the word maintenance has no other meaning than inventory.  This is where all inventory is entered.
Action : Used during an incident to keep track of what is being used.

Reports and Queries: Used for getting information to reorder, information about what is available and where it is.

File Maintenance Column: Where all supplies and equipment are entered into the system


Add an incident: Where a new incident can be entered.

Enter current incident: Where you can look at already entered incidents, if you are adding a new one you also need to choose it in enter current incident.

SMAT Inventory Program Use Premises
1. All equipment and supplies will be entered into the “Items” section of the program.  They will be further designated by type and bin number within that program.

2. All deployable equipment with asset tags will also be entered into the “Asset tag” section of the program.

3. All items will be assigned a type and a bin.

4. Type fields will consist of:


S=Supply



E=Equipment



EA=Equipment with asset tag


P=Pharmacy

5. Bin Designations:


D=Decon, DR= red bins, DY=yellow bins

G=General bins



G100’s=Trailer#1

G200’s=Trailer#2

G300’s=Warehouse

DEP=Deployable equipment not assigned to a trailer located in warehouse

         (this includes most equipment that needs battery charging)

NA=virtual bin for items too large for regular bins, the number is followed by the      trailer#.(i.e. NA1 for trailer #1)

C=Communications for communications room equipment that is not deployed (deployable comm. equipment will be listed as DEP) 
Entering Information Into the Program:

All new equipment and supplies are entered in the “File Maintenance” section of the main form (starting screen).

For supplies and equipment without an asset tag the item must be entered into both the item section (where the quantity is entered) and the bins section where the bin is assigned, the location given, and the bin designated as full.  

When the item also has an asset tag it must also be entered into the asset tag section as well as the item and bin sections.  When entering a new asset tag be sure to put the item# (different than the asset tag#) in the comments section for easy cross reference.

To move something, for example from the warehouse to a trailer, go to bin maintenance and change the location.

To delete equipment or supplies they need to be deleted in items, bins and, if they have an asset tag, in the asset tag sections.

Using the Program During a Deployment
To use the issuing and reordering capabilities of the program under the action and reports and queries section you must create an incident, choose it and then work within it.

In the file maintenance column choose “add an incident” then give the incident an unused number and a description, usually a location.

Under the action column choose “issue a bin” or “issue an item” if it is something which is not in a bin.  If you need to find an item number to issue it use the query section to locate the item and its number.  After you have issued something you can keep track of what you have issued by looking at the “supplies used” and the “reorder report” or you can also use the “transactions by date”.  
Once something is issued it needs to be reordered and when it arrives received.  This is done using the “reorder” and “receive” functions under the action column.  The “reorder report” mentioned above serves as a guide of what needs to be reordered.
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