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JROTC

Introduction

The JROTC Uniform Inventory Database is a MS Access database. Look for the JRTOC icon on your desktop. The
database has modules for you to enter Uniform, Equipment, & Books records, records for each Cadet, and Checkout
records for uniforms and equipment that are checked out to each cadet. You can print a variety of reports (to the
printer or PDF) to list the uniforms, the check-outs and the items that have not been returned.

Each Uniform record has many fields to describe it with the option to add a picture.

Uniform Storage

How to Start:

. Bring uniforms to Tagging Station to apply the barcode tag.

Return

uniform to
Storage

Database Station

A
Enter uniform data
and link photo

Bring uniform
to Tagging
Station

—_

2. Move to Photo station if you haven't taken photos yet.

3. Move to Database Station to enter data into database.

4. Return Uniforms to Storage.

hd Bring uniform
“toPhoto Station

Bring uniform to q
Database Station

Take photo and save to computer
(or grab a photo from the
uniform supplier’s website)




How to Add Uniform Records

1) Click the [Add Uniform] button. Each uniform record has a unique Tag ID. You
will have the chance to enter a new Tag ID for the Uniform or accept the next number
in the sequence. If you are entering a new number you can type it in or scan the

barcode tag of the Uniform.

Add Uniform

5 Add New Uniform - O X
Add New Uniform
Enter New Number: |

- or- Next Tag ID in sequence: 0106

Filter for Prefix? O

Current. Tag ID Numbers @ @

2) Enter the Uniform Name, Description, Size, etc.
3) The data in the Drop-Down boxes - such as Uniform Type - are based on tables
that you can update. (See Utilities).

C”S’.ROTC [Chavsearh ][ Sewen ‘ ‘EHI HZ HI‘ | Add Uniform | | Copy Uniform | | save | | saveand close |

Uniforms ——— == 1] = 1 I

Tag ID: ‘0001 ”E‘ Uniform Name: ‘Blue Short Sleeve Shirt ‘ Current Location: }Checked-in | e

Description: Blue Short Sleeve Shirt |l

niform Type (Shirts - Short Sleeve | category: | 1+ Image Controls . .
— | oo | = ’ Note: Each uniform piece

Color: [Blue | Color Pattern: Solid |

Fabric: ~|Cotton Blend

Size: M [, Gender: [Male 77: Condition: |Excellent ;‘
Qi | Mutrple ]2 Do Not Return? [l
Source: |Uniform Store

| Date Acquired: 2022 | Special Features:

Cost: | $2500 | Replacement Cost: | $3500 | Rental Fee: |

$0.00 | Dry Cleaning Fee

Cleaning Code: ~ |4-Machine Wash OK - Mild Detergent, No Bleach, Dry on Low temp

~| M Includs on
| ™ checkour?

Storage Location: |JROTC Classroom v|+| Details: |Rack1

Notes:

Include Notes

Check =l =
o [ < Refresh image - |
Cadet Checkout History ons| Classes | Dry Cleaning History | Discard/Lost Notes ‘
CA\Uniform Inventory Resoure 5 iform { z
Check-Out v Q%  Return Check-in Fhotos\Blee ROTC Shirtipg
Name: Contact: Date: "ot Bemed b ot Date: Checked Out 2
— Image Controls
Cindy JONES 530-777-4440 12/11/2024| 1 1| 2/4/2005 | 2/23/2025 D1 [ViewCheckout] [View Cadet |
Ranger Smith 2232025 1 1| 2/27/2025| 2/23/2025 O [View Checkour] [View Codet | | Loadphote |
George Jetson (999) 555-2222 1/31/2025 11 2/25/2025 O [ViewCheckout|  View Cadet | ‘ Faormin ‘
O [View Checkout | View Codet | ‘71‘]“"‘ out ‘
| zoomrr |
l Full Screen ‘
| < View Fie size >
[inm, B
| < Refrest image > |
| <Deletephoto > |
Delete Uniform Discarded: O Updated By: | | Date Added/Updated: | 4/4/2024)

that is checked out should
have it's own unique Tag ID
and a Quantity of 1. If the
item is not to be Returned
(such as a T-Shirt) - mark the
“"Do Not Return” check box.
When a “Do Not Return”
item is checked out the
"Return Status” will be “Do
Not Return”.

4) Load a photo in using the [Load Photo] button next to the image frame. You can select a photo file from the
Browse window. The file name and the path to the file are stored.

Copy a Uniform Record

If you have many uniforms of the same type - like
shirts, pants, etc. You can create a single record with
all the details filled in and then make as many copies
as you need. Once you have created the copies you
can update the records to enter the size or other

details.

Copy Uniform

Tag ID:
[

= Copy Individual Uniform

Copy Uniform

Number of Copies; 1

Enter New Number:

-or -Next Tag ID in sequence: 0106

Filter for Prefix? O

Loy

Current Tag ID Numbers

Cancel

Uniform Name:

[Blue short-sleeved shirt

Enter the number of

/ Copies you want

‘\ Enter the starting

number for the copies or
just accept the next
numberinthe
sequence.

&

Click OK when you are
| ready.

|BH35

|Cadet Jacket




How to Search for Uniforms Sessthby Taa D

To Search by Tag ID: Put your cursor in the [Search by Tag ID:] Drop-down box next to the
[Search] Button. Scan the tag with the barcode scanner or type the Tag ID. The Uniform record will be displayed with
the name of the cadet who has checked the uniform out.

To Search by Name, Description, etc.: Click on the [Search] Button. Enter in the Name or Description and press
Enter. Or click on [Advanced Search]. Enter the details to search for and click on [View Search Results]. There are
many reports to display the records found.

Adv Search ‘

] Search for Uniforms - o X Search for Uniforms L View Search Results | ‘Gotey

Search for Uniforms: | Advanced search | | Close | Selich et iors e o Seateh T Ll

B
Find Uniform by Name: Description *:
Find by Uniform Type: l:l Uniform Type: iR R

Category:

Color:

Color Pattern:

Fabric:

On the Advanced Search screen you can search by R

Size *:

many fields in the Uniform record. - Uniform ender

Source *:
Name/Description, Uniform Type, Color, Size, etc. m——
Storage Location:
Storage Location Details:
Current Location: O **noT**
Date Uniform Record Added :  Between: and
Needs Repair:
Needs Alterations:

Do you want to include Discarded items? No

Note: Leave all boxes empty to see all uniforms. * Please enter 1 o 2 words only for best results

How to Add Cadet Records

Note: A Cadet record must be created for each Cadet. While they are enrolled in the program, their record is marked
“Current”. When they graduate or leave the program be sure to uncheck the “Current” field.

From the Main Menu - click on [Cadets]. | Add Cadet |

1) The first screen you see is  caders e e “7* o =)

a list of all Individuals. To R P =]

add a new name, click on = b q =]

the [Add Cadet] button. = = = : =

This will take youto the == 1=

Cadet form. T - T

2) You can enter the - o : ,WZZLF‘TZ .JZ“ ‘“"m‘“m‘”"*;"m@
Cadet's name, contact e
information, school ID, e

graduation year, etc. Each
year they are in the program
their Grade (9, 10, 11, 12)
will be updated based on
their graduation year (after
the school start date -
usually August 1%) .

Uniforms Checked Oue [4)  #of Uniforms STILL Checked Out: [T Replacement o [_wsso0]




How to Create Checkout Record

From the Main Menu - click on [Checkout to Cadets]. Then click on the [Checkout Records] button.

1) On the Checkout screen, click on the [Create New Checkout] button.
2) Select the Cadet’s name from the [Select Name] drop down box.

3) Verify that the Cadet’s contact information is correct.

4) Enter in the Return Due Date

5) Look to the [Uniform] Tab and enter the Tag ID (in the TagID# box) of each uniform piece that is

| Create New CheckOut ‘

| Add Record |

TagiD# (8]

being checked out. You can select it off the list or scan it with the barcode scanner. When an item is =

checked out it is given the Return status of “Issued”. See the Return Status options below.

6) When all items are checked out you can print / pdf a receipt which shows the Cadet’s name, contact information

and all the items they have checked out.

Checkouts - Uniforms & Equipment Find Receipt #: | [1][ ][> ][] | create New checkout |  [Refresh | [ saveand ciose ]
| SN (CrestesNewiChec Odtl|  Remiehl [Sdweancclod) B
y . e
Find by Name: | Quick Check In ‘ "PrintRecelpt | ["Print Receipt w/ Photos | [ Reports | | Utilties .
Find by Cadet ID: | Menu
Sen D —T N
Select Name:  Rush, Jim 548752 ‘ — H el Contract Date 2/3/2026 Receipt#  Balance Due: | $0,00 @ Status: Open
T 48 .
Date Rental Items Checked Out 2/3/2026" Return DueDate:  2/252026 | “ocone” | TotaliReplacement Cost | ig30si00 | Javiememen
Classes: Deposit: $0.00 | Date Deposit Paid:*
Staff Narme:
Check-Out Comments O Include Comments on Receipt
Nates: O Include Notes on Receipt
Uniform | Equipment |
Uniform Checkout | Refresh | [ Quick Checkin | | List of Uniforms still Checked Out | | Mark ALL Uniforms "Checked In" |
Add Record | Find Tag ID: | ~] Change Status from ‘Checked ' to: [ok
= _ — Check-Out ey
TagID# |¢| Name 3| size:  “ile remed oY, Dater  Retum Due Date: Check-In Date:" [+ |« | Retum Status:
* | /o001 ~ | Blue Short Sleeve Shirt ™M O 10| | 2/3/2026 | 2/25/2026 Issued ‘ View ‘ Delete
Replacement Cost: $35.00 Do Not Return 2 (] Check-In Comments: (U] |Check Ot
30011 Cadet Jacket MEDIUM |OJ 1 |0 | | 2/3/2026 | 2/25/2026 Issued ‘ View | [ Delee
Replacement Cost:  §$255.00 Do Not Return 2.(] Check-In Commients: kg | ey
BLT003 v | Blue belt 1.0 ° 2/3/2026 | 2/25/2026 Issued ‘ View ‘ Delete
Cost: $0.00 Do Not Return 2.1 Check-In Comments: ™ i
Too10 Navy Blue Tie ONESIZE [0 1 0 | | 2/3/2026 | 2/25/2026 Issued ‘ View | [ Delete
Replacement Cost: $15.00 Do Not Return 2.(] Check-In Comments: (i) |Gec Oy
i 1 2/3/2026 | 2/25/2026 ‘ View ‘ Deete |
Replacement Cost: Do Not Return 2 Check-In Comments: (i) [Chork O
# of Uniforms: 4
Delete Checkout Record | =~ Double-click on the date field for today's date

Return Status:

issued []

| DO NOT RETURN |

Mot Returned - Mot Paid
Mot Returned - Paid
Returned - Not Serviceable
Returned - Serviceable

S vtites X [ ManMens S CheckoutMena X [ stofCadets X ] Cadets X
Cadets Search | Find: | v | view ‘an v \ Add Cadet | | Save and Close
Find by Cadet ID: [ Refresh List | | Utiliies | | Create NEW Checkout ﬂ
N t O th c d t Jim Rush | Print Record || Print Payment Due || Print Checkout Summary. |
First name: Jim Last name: Rush | Cadet ID: 548752 | Gender: M Graduation Year: | 2027 _~| Grade: 11 Active: |Yes ~|
reco r-d ou W| I I see t h e Home Phone: Cell Phone: EMail: [JAR@yahoo.com
y Address: | Title: ~]
. t h h b City: State: | | Zip/Postal Code: ]
Items that have been Other Contact Name Contact phone:
. d h d Contact Cell Phone: | | Contact EMail: | Other EMail:
issued to the cadeton | .
th e U n Ifo rm C h ec ko ut Uniform Checkout History | Equipment Checkout History | Book Checkout| Classes | Measurements ——
. sl
. = Date Uniform  qty qty DoNot 20 Date |#| Return Replacement  view check- Load Phote
H |St0 r t a b Tag ID: [+|Uniform Name Out  Rented Rete: Retumz Gt Unitormin— Receipt#  status: [*] st Out Record gt
y . [ frooto Navy Blve Tie 230 | v o O 48| issued 51500 [ Zoom
BLT003 Blue belt 2/3/2026 o O 4 Issued 5000 = Zoonout
s001 Cadet Jacket pp06 | 1 0 O B 4 Issued 25500 | [ Zoom FILE
0001 Blue Short Sleeve Shirt 2/3/2026 o o 48 Issued $35.00 L '} Full Screen
] ‘
" N : L | |<Rotate> R 2
\ T —— sl 7
| < Refresh mage >
[ odeeprote
# of Uniforms Checked Out: [ 4] #of L Checked Out:  [4 Costs: $305.00 Set Photo Path
Photo Location:

Note on Return Status:

The following status types are
available:

Issued: Status given when
uniform is checked out.

DO NOT RETURN: This
status is for uniforms that are
not to be returned - such as
T-shirts.

These other options are for
when the uniform is returned (or
not returned).

Not Returned - Not Paid
Not Returned - Paid
Returned - Not Serviceable
Returned - Serviceable




Print Checkout Record

Once you have listed all the items for a Cadet you can print / pdf a receipt. (The
name of the receipt/contract/etc can be updated on the Checkout Utilities menu.)

The report can be just a list or include photos.

Central High School JROTC

Checkout Receipt

Central High Scheol JROTC

Checkout Receipt

Quick Check In

To Check-in uniforms - Go to [Quick Check-in].

Quick Uniform Check-In

Close

Enter the Uniform Tag ID by scanning it or using o ot Uniform Narber: |

the drop-down list. The Uniform will have a Return
Status of “Returned - Serviceable”. If that is not
correct, return to the Checkout screen and update
the Return Status.

Select the
Tag ID from
the drop-
down list --
or--enterin
theTagID--
or--secan
with the
Barcode
Scanner

Check-In Date:

Check-In Date / Time; 11/5/2022 4:43:05 PM

&) Report of Uniforms Checked In
Today by Starage Location

Check-In Comments:

| | save ‘

List of Uniforms Checked In Today | Refresh List |

Tag ID

Cadet Storage Location: Check-In Date / Time

Printing Reports

All reports can be printed to a printer or PDF file.

You can print lists/reports of the Uniforms from the Uniform Reports screen. You can print lists and

summaries of the items checked out from the [Checkout Reports] screen.

Utilities - Updating Look-up Tables

The title of the database, cadets and all of the drop-down fields on the Uniform and Equipment record

forms are based on tables that you can update.

From the Main Menu - go to “Utilities”

Print Preview Menu

KRR

Previows | MewtPape

Print 1/
Clos=

Print
Dialog
Box

Saveas
POF
{lose Report

Fisst Page I
Last Page |

For the database and cadet titles - go to the Company / Application screen. Select the title you wish from the drop-

downs or add new titles from the main Utilities menu.

For the Uniform (or Equipment) look up tables - go to the [Uniform (Equipment) Utilities] and look for the Uniform
Lookup Tables. You can add or delete items on the lists.



Make a Backup of data

Your data should be backed up frequently to a device that is not part of your PC - such as an external hard
disk or USB stick. The Backup function on the Utilities Menu will give you the option to list the location for
the backup. Here is an example where the backup file was saved to the Z:\Uniform Inventory
Resources\Backup folder. The backup file name has the word “BACKUP” plus the date/time.

Where do you want
the backup stored?

Name of Data File: C‘\Unifmm’lnvenmry Fiesuurces\UnifDrm Inventory hatahase\JﬁO;rt
Uniform Inventory Database DATAONLY.accdb

Select
Filename

Backup Camplet
Inventory Resou

Backup Complete

s

x

~The Backup file is located in the folder Z{Uniform
es\Backup

Backup Utilities _Close |
Date of Last Backup: 6/30/2022 This is the folder

. [ [ % = | Backup

| | Make Backup where the backup \fw” h Wome: | Share
— ‘ be stored. Enterin ] E
| ViewBackupLog the folderyou have emmencpuee copy same ™

Set Backup Options: / setup. cpposra

- T
Folder Name: Z\Uniform Inventary Resources\Backup‘ ‘;mm‘ A Nie

> ThisPC > Public (\mycloudpr2100) @) » Uniform Inventory Resources > Bacl

1Y IROTC Uniform Inventory Database DATAONLY BACKUP 202207061818.accdb  7//2022 4:25 A1 Wictesaft Access

Qpen

Name of backup file with the
current date and time.

\

Note: in version 2026-2 the database can be automatically
backed up on Exiting the database. Go to the Utilities Menu,
Company/Application Information screen and look for the

Backup On Exit option. Select "Yes".

More Questions ??

If you have any questions - please look to these resources for

help:

Look on the Uniform or Equipment record for the

“"How to Begin” button to bring up a quick reference.

Resource Guides -

https://www.costumeinventory.com/support
How to install database on PC / Network
How to resize photos

Tutorials:
Database videos
How to apply Iron-on Tags
How to use the Barcode Scanner

Or - Contact us:
Call: 855-468-8247
Email: info@costumeinventory.com

5] company Setup.

save and Close

JROTC Uniform Inventory Database Setup

Welcome !

Please fill in the information below so that the program can be set up to work with your school.

School Setup

School /
Program Name:

CaxTRAL Hio
Scuoor

Logo:

Contact Person:
Address:
city:

Application Setup
Application Title:

Individuals (People) Title: Ca

SECURITY:

Spell Check:

SalesTax (%) 0.000%
Print Preview Menu:
Backup On Exit? | Yes -

CHS JROTC

JROTC Uniform

Do you want to REQUIRE users to Log-in 7

Do you wan

Startup Date:

Load Image

the tites below.

Garment Title:  Uniform

Checkout Title:  Checkout

Yes

s Equipment Title:  Equipment

Tt to use Spell Check ? Yo

View / Edit Modules and Paths for Photos

niform _dp“
Inventory
A Resources

www.UniformInventory.com

Uniform Inventory Resources is part of Costume Inventory Resources, Davis, CA 95618




