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Introduction 
 

Website 
Url: ​http://aircentralstore.org 
  
The website of Central Store displays all their information - important contact numbers, 
complete staff list, tender details, new updates, notifications, etc.   
 
Inventory Management System 
Url: ​http://aircentralstore.org/store/dashboard/ 
 
With the help of this software, all of the inventory information is available to each and 
every station of AIR all the time. A station can create a requisition and see the status of 
his request by logging into this portal.  
 
The website and Inventory Management Software (IMS) is built under the able guidance 
of Sh.P.K Singh & Sh. A.M Sharma.  
 
 
 
 
1. How to begin? 
 
Visit ​http://aircentralstore.org​ > Click on Login (as shown in the screenshot) 
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2. About the IMS Dashboard 
 
How to login? 
 
Url: ​http://aircentralstore.org/login 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter the username and password as provided to you and then click on login to see the 
IMS dashboard. (Screenshot of the login page is attached below.)  
On successful login, you will be redirected to the main page of the software ie. the 
dashboard. 
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3. ​Ledgers 
 
Dashboard > Ledger 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can view the list of all the ledgers and filter them based on 
Transmitter/Studio/Others. 
 
What item is at which page number of a ledger?:  
Click on a particular Ledger name under the ‘Name’ field. It will open up the detail page of 
that ledger. You will see the list of the items in that ledger along with the page number 
they are at and their stock status (screenshot attached). 
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4. Creating a Requisition: 
 
Dashboard > Requisition 
 
A station can create a requisition for an item they wish to obtain from the central stores. 

The requisition created by a station has to be approved by the Zonal Office.  
 
 
Creating a Requisition: 

Click on “Requisition” from the dashboard. Click on “Add” on the top right corner (as 
shown in the above screenshot). A form will open up (see below screenshot). Select the 
Ledger of the item, choose the item you wish to obtain, enter the quantity required and 
other details and click on “Save”.  

5 



 

Adding multiple items in a Requisition: 
When you create a new requisition, you will find a “Plus (+)” sign at the bottom of the form 
(see below screenshot). 
 
Clicking on the “+” sign opens up another similar form. Select ledger, item and enter a 
quantity. ​You can add maximum of 3 different products in a single requisition.​ For more 
products, create a new requisition.  
 
 
 
 

Click on “Save” after adding multiple items in the requisition.  
 
 
 
Editing a Requisition: 
Only SuperAdmin (Central Stores) can edit a requisition that is once created. For further 
communications contact Central Stores to edit your requisition. 
 
 
 
 
 
 
 
 
 
 
 
 
Checking the Status of a Requisition: 
Click on the Requisition that you have created. It will show the details of the requisition-  
ie. ​Approval by Zonal Office​, Status from central stores (whether the item has been 
procured/issued or under process​), etc. All the info will be shown in the requisition 
detailed page (see below screenshot) under the Process Status tab. 
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How to add an item which is not present in the Central store’s Item master: 
 

 
 
Click on the “Requisition” from the dashboard. Click on “Add” on the top right corner (as 
shown in the screenshot). 
A form will open up (see below screenshot). Select the “ledger”. Enter the “Item name”. 
Enter the “Quantity” required. Add Image (minimum 1) and fill the other details. Click on 
“save”. 
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5. Stock Status 
 
Dashboard > Stock Status 
 
Click on Stock Status to view the real-time information of Item stock in Central Stores. It 
shows a list of all the items ledger-wise (see below screenshot).  
It also shows if the number of items currently in requisition by other stations and the 
current stock.  
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