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Note: The purpose of this step sheet is to demonstrate how to add Serialized and 
Non-Serialized breast pumps and supplies into Cascades inventory. 

 
 

Steps 

Step 1 Assess Search Product 
Inventory 

 
Cascades Screen 

 

From the Home Screen go to: 
• Operations 

o Inventory 
o Search Product 

Inventory 
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Step 2 Add New Item into 
Inventory 

 

The Search Inventory Product 
Inventory screen displays 

 
• If not already listed. 

Select correct agency 
clinic from Search 
location under Clinic. 

 
• Select Add New Item at the 

bottom of the Search 
Inventory Product 
Inventory. 
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Step 3 Add New Inventory Item 
 

 
 

Select Location search 

 

selecting in drop- 
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Step 4: Select Inventory Type 
 

The Inventory Product Search 
screen displays. 

 

 
 

 
 

Select Search and proceed 
to Step 5. 
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Step 5 Select product to add to 
inventory 
• The Inventory Product 

Selection screen displays 
search results for the 
inventory type you selected. 

o In this example, 
Multi-user breast 
pump available 
products displays. 
 The Endeare 

multi user 
pump is the 
product 
selection for 
this example. 

 
• Double select the desired 

product from the Inventory 
Product Selection. 

Or 
• Highlight the product line of 

choice once then scroll down 
and select Add to Order to 
continue adding inventory to 
your clinic. 

• Proceed to Step 6 Add New 
Inventory Item 

 
 
 

Highlight Product you want to 
add. The top line automatically 

appears highlighted. 
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Step 6 Add New Inventory item 
 

• The Add New Inventory 
Item screen displays 

 
• Under Serialized Item 

o  Select ‘Single item if 
not already selected. 

 
• Item Name automatically 

displays from your product 
selection 

 
• Enter the product serial 

number under 
o Manufacturer 

Number 
 

• Enter your State agency- 
clinic code provided by the 
State plus the product serial 
number into the State 
Inventory Number. 

 
• Select Save to add Multi 

user to your inventory. 
Proceed to Step 7 
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Step 7 Add New Serialized 
Product Complete 

 
• Your returned the Search 

Inventory Product Inventory 
page. 

 
• Products now list the total 

quantity entered for pump 
supply. 

 
• The “Serialized Item Saved 

Successfully” message 
displays. 

 
• Select Add New Item to 

continue adding inventory to 
clinic stock. 

 
 
 

Next Section: Step 7a (Optional 
Step) 
Or 
Skip to Section 8 Correcting Multi 
user pump entry if entered into 
wrong clinic 

 
 

• If you add inventory to the incorrect clinic or add wrong item. Use Dispose Of pump supply from 
inventory step sheet and reenter to correct inventory. 



Adding Breast Pumps and Pump Supply into Cascades Inventory 

Adding Breast Pumps and Pump Supply into Cascades Inventory August 2023 

 

 

Step 7a (Optional Step) Add 
Message To Multi User State 
Inventory Number 

 
• Multi User Breast Pumps 

allows a message to be 
entered after the State 
Inventory Number 

 
• Add Message after State 

Inventory Number as in this 
example message displays: 
“ACR8000000 Emp Pump 
Don’t Issue” 

o This message was 
added to alert staff 
that State Inventory 
Number displayed is 
not to be issued. 

 
• When issuing a Multi User 

breast pump the State 
Inventory Number with 
message displays in the 
Breast Pump Assignment 
section under Breast Pump 
Inventory. 
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Step 8 Correcting Add New 
Multi user Inventory 

 

In this example pumps ACR4141 
entered under incorrect clinic. 

 
• Dispose of the pumps than 

reenter pumps into correct 
clinic. 

 
• Cascade remembers the 

disposed pump State 
Inventory Number 
(i.e. ACR4141) 
Displaying an error message. 

 
• Update the State Inventory 

number to appear slightly 
different with same number. 

o In the example, 
change entry from 
ACR4141 by adding a 
space now displays 
ACR 4141. Error 
message disappears. 

 
• Select Save to complete 

adding inventory. 
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Step 9 Add Non Serialized Pump 
and Pump Supplies Inventory 

 
• Repeat Steps 1-4 

 
• Select product from 

Inventory Type drop-down. 
 

• In this example 
o Manual breast pump 

from Inventory Type 
was selected. 

o Inventory product 
selected is Harmony 
(One Handed) 
Manual Pump 

 
• Double select Product Name 

from the Inventory Product 
Selection. 

 
Or 

 
• Select item once in 

Inventory Product Selection. 
Then scroll down and select 
Add to Order to continue 
adding item to inventory. 
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Step 10 Add New Inventory 
Item 

 

Add New Inventory Item page 
displays 
• Under Non Serialized Item 

complete Required fields. 
 

•  Item Name should already 
be entered. If incorrect Item 
select Product ID tab to 
change. 

 
• Add number of products 

available under Quantity. 
 

• In this example, we’re 
adding a quantity of 10 of 
the Harmony-One Handed 
Manual pumps to the 
inventory. 

 
• Select Save Complete 

adding Inventory. 
 

• Proceed to Step 11 
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Step 11 Search Inventory 
Product Inventory Complete 

 
• Your returned to the Search 

Inventory Product Inventory 
page. 

 
 

• The Inventory Search 
Results list the quantity 
entered. 

 
 

• The “Non-Serialized Item 
Saved Successfully” message 
displays. 

 
• Select Add New Item to 

continue adding inventory to 
your clinic stock. 

 
Adding Non Serialized Product Inventory Complete 
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