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Step 1: Click “Menu” after logging into “eServices”
Step 2: Click “Logistics”
Step 3: Click “Operational Resource Management System” (O.R.M.S)

Step 4: Click “Operational Resource Management System” (O.R.M.S) again after 
webpage refreshes
Step 5: Click “Reports”
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Step 12: Print “S? - Inventory Worksheet” for each module from the Reports Module 
to record physical counts of property located at the unit. Visually inspect each item 
to verify its existence, condition, location and the accuracy of the data in ORMS.
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Step 6: Select from drop down box “Select Module” of category (i.e. vehicles) that is 
applicable
Step 7: Select from drop down box “Select Report” of report that is applicable
Step 8: Select from drop down box “Organization” of unit that is applicable
Step 9: Select Appropriate “Format” PDF, Word or Excel
Step 10: Click “Submit” 
Step 11: Open applicable (i.e. vehicles) “S? - Inventory Worksheet” after download 
is complete
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Note: After visual inspection of each item is complete, the next step is ready which 
is to record the physical count results in ORMS (inventory completion) starting by 
logging back into “eServices” if needed.
Step 13: Click “Menu”
Step 14: Click “Logistics”
Step 15: Click “Operational Resource Management System” (O.R.M.S)

Step 16: Click “Operational Resource Management System” (O.R.M.S) again after 
webpage refreshes
Step 17: Select & Click “Conduct Inventory” of category (i.e. vehicles) that is 
applicable
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Step 18: Select from dropdown list “Organization” of the unit that being inventory 
Note: Any pending transactions will prevent you from proceeding. A list of pending 
items will be displayed which must be resolved before you may continue.

Step 19: Select “OK” after reading statement
Note: reminder that you will not be able to perform any transactions in the current 
module in ORMS until inventory results have been recorded and submitted will 
appear on the screen.
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Step 20: Select “Annual” under Inventory Type 
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Note: After webpage refreshes the following or similar example will appear. For 
each item, update the “location” type in field if it differs from your worksheet, 
select a condition from the dropdown list. Selection of “missing/damaged” will 
automatically initiate a report of survey for that item.



Step 25: Click “OK”
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21Step 21: Select from drop down box “Condition” of asset that is applicable
Step 22: Click on the “Verified” box until a check mark is displayed
Step 23: Click on “Update Inventory”
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Step 26: Click “YES” 26



After webpage refreshes the following or similar example will appear to indicate that 
the annual inventory is completed. Double check that the annual inventory is complete 
or to check status of the progression of the annual inventory process.  

By going back into ORMS, under the “Conduct Inventory” module or ORMS 
“Reports” module by repeating Steps 6 through 11 ensuring under “Select Reports” 
(Step 7) select “Annual Inventory Status Report” and download the report to display 
the annual inventory status of applicable unit or units assigned.
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