
How to Register, Deactivate and 
Reactivate a Tray

1 Click "Setup Page"

2 Click "Register Tray"

https://scribehow.com


2 Click "Register Tray"

3 Click "Register New Tray"



4 Place the New Tray with the RFID tray sticker on it, into the enclosure.

5 Click "Scan"

Once you enter a tray number, it cannot be changed. Note: Leading with Zeros should be 
utilized for proper sorting on lists and reports. Example: If you have more than 10 trays 
use one zero (01, 02). If you have more than 100 trays use two zeros (001, 002).

6 Select the Tray Type (formulary) from the dropdown box.



7 Enter your new Tray Number

8 Click "Save"



There are two ways to deactivate.

9 #1) Navigate to the "Register Tray" page under Setup and search for the Tray Type

10 Click "Deactivate" next to the tray you wish to deactivate.

How to Deactivate a Tray



11 Click "Deactivate"

12 Click "OK"



13 #2) Navigate to the "Tray Formularies" page under Setup and search for the Tray
Type

14 Click the Deactivation toggle under actions.

15 Click "Continue"



How to Reactivate Trays

There are two ways to reactivate trays.

16 #1) Navigate to the "Register Tray" page under Setup and search for the Tray Type

17 Search for the Tray Type and Click "Show Inactive Trays"



18 Identify the Tray you want to reactivate and Click "Reactivate"

19 Click "Reactivate"

20 #2) Navigate to the "Tray Formularies" page under Setup and search for the Tray
Type



21 Click the "last page" button.

22 Click the reactivation toggle.

All deactivated trays will be on the last page



23 Click "Continue"

Replacing a Tray Tag

24 Click "Replace Tray Tag" next to the tray you are replacing the tag on.



25 Be sure your new tray tag is on the tray then Click "Scan"

26 Click "Save"



27 A green notification will pop up in the top right corner letting you know that the
edit you made was successful




