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" Internal Personnel Manual for Inventory Disbursement System

Faculty of Liberal Arts and Management Sciences

This manual aims to assist internal staff in efficiently managing
the inventory requisition system at the Faculty of Liberal Arts and
Management Sciences. The system allows personnel to track inventory
entries and disbursements, generate summary reports, and easily
request necessary supplies.

Disbursement Guidelines

e Personnel can receive materials that have been withdrawn the next
day after submitting the approval request to the Material Officer at
the Faculty Administration Office.

e The Material Officer who oversees the Faculty's inventory reserves
the right to increase or decrease the appropriate amount of materials
from the list of materials to be withdrawn in order to allocate and

service the Faculty's inventory materials to be most efficient and

appropriate for use.
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1.1. Access the Faculty of Liberal Arts and Management Sciences website at
http://lams.surat.psu.ac.th/lamsv2/ . Select a topic and enter the document form.

Click to select the menu from "Inventory Disbursement System" or login via
direct link at http://app.surat.psu.ac.th/stockv2lams/login.php

1.2. Enter the username and password.

app.surat.psu.ac.th/stockv2lams/leginphp
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Note: After studying the manual, please evaluate your understanding of the manual for
further improvement in the future (page 4)



http://lams.surat.psu.ac.th/lamsv2/
http://app.surat.psu.ac.th/stockv2lams/login.php
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Steps for the Material Withdrawal Approval Process
in the Inventory Disbursement System
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2.1 Select the material withdrawal request approval menu. There will be a form to
request to withdraw materials or office supplies.

2.2 Fill in the form, then click save (after clickinging save, the form will display
additional information for withdrawing as per section 2.3)

2.3 Click to select material type, material list, quantity of material to be
withdrawn. As desired and click OK (Iltems that were picked up and clicked OK
will be displayed per item 1 item)

2.4 Click print form. (This will download the materials request approval file) and
print the file. You can sign your name in the form.

2.5 Bring it to the supplies officer to proceed further and complete the material
withdrawal process as required for Faculty of Liberal Arts and Management
Sciences personnel.

Note: Users can view each type of material in the inventory disbursement
system.Page 3
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Access the Faculty of Liberal Arts and Management Sciences website at
http://lams.surat.psu.ac.th/lamsv2/

Next, select a topic and enter the document form. Click to select the menu from "Inventory material

disbursement system" or login via direct link at http://app.surat.psu.ac.th/stockv2lams/login.php

‘_

Enter the username and password of the personnel to log in.

4_.

The main information is to select the menu to request approval to
withdraw materials. A request form will be displayed.

4_

Fill in the form and specify the reason for every withdrawal, and click “Save”

—

Select the list of materials you want to request and then click “OK”

4_

Then download and print the request form, fill in the name of
the person requesting to withdraw materials, and send it to the staff.

Wait to receive the materials in
the next day

4_.



http://lams.surat.psu.ac.th/lamsv2/
http://app.surat.psu.ac.th/stockv2lams/login.php

Types and List of Materials in the Faculty of Liberal
Arts and Management Sciences' Inventory Disbursement System

Note: The types of materials are based on those in the faculty inventory system.

(Office equ_ipments) - )
Paper — . |

(brinting k) <98

Samsung 203 E Ink Cartridge
(For Faculty Finance Staff Only)

Stapler i
° * Allkinds of paper o LAMS brand (S

Staples

e Transparency sheets, ledgers drinking water
Stapler remover

® Reports, signatures e Thermal glass
Paper punch

. e White-brown envelopes * Water bottle

Black paper clips of all
sizes ) e Receiving-sending book records Keeptemperature
Board pins sd’
Stamppads . @ (Glue, tape, wrapping equipment )

Stamp pad refill ink‘ * All kinds of glue

Cutter ~

Pencil sharpener

(Writing and correction equ_ipmenD

e

Date stamps A\l (| e All kinds of pens
Stamp hangers e Pencils

Business card laminating e All kinds of erasers
plastic e Pen refills

5
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Rulers “'4/ e Correction tape

Tape cutters e Whiteboard erasers
CD-DVD @
Batter

atteries CFiles and storage devices)
Plugs

e All types of files

e Clear plastic envelopes

¢ File tongues
e Document baskets and boxes O\
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— ,// Evaluation of Understanding the Inventory Disbursement System Manual
- for Intemal Personnel of the Faculty of Liberal Arts and Management Sciences

https://forms.gle/9swlu2jNNvDJaf5H6



https://forms.gle/9sw1u2jNNvDJaf5H6

