
 

Work Instructions 

Utilizing Kardex Powerpick to Place Orders 
 

Instructions: Utilizing the Kardex PowerPick System to Operate Vertical 
Lift Modules (VLMs) 

1.0​ PURPOSE: 
1.1​ This document outlines the process of retrieving parts from  
the Vertical Lift Module used by the Shipping Coordinator.  
 

2.0​ SCOPE 
​ 2.1​ This procedure applies to Parts orders placed through the  

System Level Process entitled REM-IMG-SLP-015/02. This procedure  
does not apply to orders from IMG or the Service Department. This 
procedure does not apply to orders regarding parts existing outside 
of the VLMs in CRIB.  
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Logging into Kardex PowerPick 
1.​ Only authorized users are able to log into Kardex PowerPick to operate 

the VLMs. Upon installation, you must open Kardex PowerPick by 
clicking on the icon.  

 
2.​ Upon opening the application, a prompt will appear. To launch the 

program, enter your username password 

 
 
 

 
This is an example of the default toolbar in the Kardex PowerPick System. Not all 
users will have the same default settings, so the toolbar’s appearance may vary for 
each user. 
 
 
 
 
 



 
 

Changing Users:  

 
Upon opening the program, the user can be changed.  

1.​ Open the Application dropdown menu 
2.​ Click Change User to login to the system again under a different username.  

 
 
 
 
 
 
 
 
 
 
 
 



 
 

Order Processing 
The Shipping Coordinator serves as the primary liaison connecting the Parts 
Administrators to the customer. This involves understanding how orders are placed 
and delivered to the Shipping Coordinator for processing. 
 
Below is an example of a Purchase Order form, commonly referred to as a pick 
ticket, which contains vital information for the Shipping Coordinator.  

Pick Ticket Overview 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.​ Order Number 
a.​ The order number refers to the order number created by the Parts 

Administrator. The order number is created after the order is sent to the 
Electronic Accounting System. Then, the order is printed and sent to 
the Shipping Coordinator for Shipping. 

b.​ The order number corresponds to a directory created within Kardex 
PowerPick. The directory contains all of the part numbers contained in 
the order, and upon entering the order number, in most cases, Kardex 
PowerPick will communicate with the VLMs to drive the parts in their 
respective shelves to the Shipping Coordinator. There are some 
exceptions where part numbers must be entered manually. In these 
cases see instructions regarding the Startup function 

2.​ Ship Date/ Warehouse Location 
a.​ Ship Date: This is the date that the purchase order was printed and sent 

to the Shipping Coordinator.  
b.​ Warehouse Location: The Tsugami Parts Department contains two 

main storage areas: The VLMs (often referred to as REMSTAR on a pick 



 
 

ticket) and the CRIB, which is akin to an open warehouse with parts too 
large to store within the VLM (often referred to as OUTSID CRIB- DHR 
on a pick ticket). 

3.​ Part Number 
a.​ Every part within the Tsugami inventory has a unique part number. It is 

imperative that parts are labeled with the correct part number, and 
entered correctly within the Kardex PowerPick System with their 
corresponding part. The part number and part description should 
match how it is identified within the Macola System.  

4.​ Part Description 
a.​ This describes the part in more detail. Many part descriptions are 

identical, so matching the part number to the order is the most reliable 
way to ensure order accuracy. 

 
Processing Orders 

 
Step 1: Identify the order number indicated by the pick ticket 

 
Step 2: Type the Order Number into the Order Processing tab on Kardex and hit 
Enter. 

 
 
 
 
 
 
 
 
 



 
 

Step 3: Use the Task Processor to aid in the retrieval of parts. 

 
Task Processor Overview: 

1.​ Material Name 
a.​ This displays the part number that the Task Processor drives to the VLM. 

When a task is processed, the material name displayed in this window 
changes to reflect the next part in the order 

2.​ Quantity 
a.​ This displays the number of that specific part that must be obtained 

from the VLM.  
3.​ Material Alias 

a.​ This indicates the part number associated with this specific part. This 
part number is entered within the Material Management tab of Kardex 
PowerPick.  

4.​ Material Info 1 
a.​ Provides a description of the part.  

5.​ Task Processor Tab 
a.​ Automatically opens when an order is processed. 

6.​ Location Quantity 
a.​ Refers to the quantity of that specific part stored in the VLM 

7.​ Location 
a.​ Refers to the shelf and specific location within the VLM. In this instance, 

the location VLM2-39/01-01/07 can be broken down as such: 
i.​ VLM2: Within Vertical Lift Module 2 



 
 

ii.​ -39: Located on shelf 39 within VLM 2 
iii.​ 01-01: Located in the first column of shelf 39 
iv.​ /07: Found at a depth of 7 cells in the first column 

8.​ Grid 
a.​ Shows a virtual display of the physical shelf, which reflects the location 

of the part, indicated by a highlighted orange square 
9.​ Shelf Viewer 

a.​ This shows which VLM unit you can find the current part on. There may 
be more than one VLM activated at one time, but the task processor 
can only display one part at a time.  

 
Step 4: Obtain the part using the VLM display screen or the VLM light bar 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 1​ ​ ​ ​ ​ ​ ​ Figure 2 
The VLM display screen shown in Figure 1 includes the part number, part 
description, tray, position, depth, and quantity of the part within the order. In 
instances where the VLM light bar is not functional, this can be used to locate the 
part. The light bar shown in Figure 2 displays the quantity, position, part number, 
and description of the part.  
 
 
 
 
 
 
 
 
 
 
 



 
 

Step 5: Confirm that the part has been taken from the VLM 
Selecting “confirm” in the task processor will automatically remove the quantity of 
that part taken from the inventory record. There are 2 ways to confirm that a part has 
been removed: 

1.​ Click the Confirm icon in the Task Processor tab. 
2.​ On the underside of the VLM, press the button directly after retrieval.  

 
 
 
 
 
 
 
 
 
 
 
 

 


