OSAS

INVENTORY

ENTERING QUANTITIES

There are three different ways to enter new inventory quantities.

Option 1: (This option will allow you to see the adjustment in transaction history)

Go to Inventory

Go to Daily Work

Go to Inventory Transactions

After selecting current year (1) and paging down you will come to a screen with options to Enter  to edit, A for adjustments, S for sale, or P for purchase.

To enter new inventory quantities select A for adjustments.

Status-Enter I to increase the current balance or D to decrease the current balance.

Loc ID – Enter the location ID to increase or decrease the inventory quantity, or hit F2 and select from the list.

Item ID-Enter the inventory ID or hit F2 and select from the list.

Adjust Acct-A GL account number will appear for the inventory item you have selected.  Hit enter to accept this number.

Quantity-Enter the quantity to increase or decrease this inventory items quantity balance.  The bottom of the screen will prompt you for the current quantity on hand and available.

Units-The default unit of measure will appear.  Hit enter to accept.

Cost-The cost of the inventory item will appear.  Hit enter to accept.

Comment-You have an option to enter a comment about the inventory item increase or decrease.  (ie:  09/01/2001-restart inventory)

Page Down.

Repeat this process for all inventory items.

When you have completed your entries, F7 out of the screen and:

Go to Transaction Journal

Pick Location ID From/Thru-Enter the location ID you are working with or hit enter to pick all the locations.

Item ID-Hit enter for both the From and Thru fields to select all the inventory items.

Print by- 1, Item/Location

Print Adjustments-Yes

Print Sales-No

Print Purchases-No

P to print.

Select a printer.

Go to Post Transactions

Have you printed the Transactions Journal and backed up-Yes

Post Transactions, Transfers, or both-If you have only worked in Inventory Transactions, Transactions should appear.  If it doesn’t appear then select T for transactions.

P to print

Select a printer.

Option 2: (There will not be an audit trail for this option)

Go to Inventory

Go to File Maintenance

Go to Item Locations

Item ID-Enter the inventory item ID or hit F2 and select from the list.

Units-The default unit of measure will appear.  Hit enter to accept.

The different locations will appear.  Arrow to the location ID you will be working on and hit enter.

Do you want to maintain-


Local Information-NO


Price Information-NO


Cost Information-YES


Vendor Information-NO


Bin Information-NO


Lot Numbers-NO


Serial Numbers-NO

Hit TAB to the Cost Detail section.



OPTIONS

A to append to enter the new quantity

Init Date-Enter D for today’s date or enter a date.

On Hand-Enter the inventory items quantity on hand.

Unit Cost-Enter the cost of each item.

When the cursor is back to the left hand side hit N for next page and start again.

Hit F3 delete a line item already entered that does not need to be there.  After deleting you can A to append as show above if needed.

When all inventory item quantities have been entered you are finished.  There will not be any journals or posting to do with this option.

Option 3:  Physical Inventory  (This option will also allow you to see the adjustment in transaction history.)

Before beginning the physical inventory process:

Go to Inventory.

Go to Periodic Processing.

Go to Quantity Cross Verification.  This step corrects any balances after looking at the detail.  

Have you backed up-YES

Print Adjustment log only-NO

P to print

Select a printer.

Now you are ready to begin the physical inventory process.

1. Go to Inventory.

2. Go to Physical Inventory.

3. Go to Physical Inventory Selection.

4. Batch ID-Make up a batch ID name.  You may want to make up a batch for each inventory item category.

5. Description-Enter the name of the batch (ie: Inventory 04/29/00).

6. Count Date-Hit D to enter today’s date or enter a different date.

7. GL Period-This will default to the dates GL period; hit enter to accept or enter a different GL period.

8. Location, Item, Bin Number, Product Line-Enter through these fields unless you want a specific location, item number, etc.  If you would like to just do a physical for a certain inventory category, enter the category prefix and hit F2.  Select the first inventory number for that category for the FROM field.  At the THRU field enter the category prefix again and hit F2.  Now page down to the last inventory number for that category and select it for the THRU field.

9. Use Tag Numbers?-NO

10. Display Frozen Quantities?-Enter No if you do not want to see the frozen quantities or Yes if you do want to see the frozen quantities. When entering new quantities for an inventory restart it doesn’t matter if YES or NO is selected.

11. Enter Exceptions Only?-When entering worksheet quantities, if you want to only enter those quantities that are different then the frozen quantities enter Yes.  Otherwise enter NO.  Inventory quantity restarts should be NO.

12. Default Frozen Quantities?-If you would like the frozen quantity to appear in the quantity counted enter YES, otherwise enter NO.  Even if YES is entered, changing of the quantity is still an option.  Inventory quantity restarts should be NO.

13. Print Items with Zero Quantities?-YES

14. Freeze Quantities?-YES

15. Page Down
16. Go to Print Physical Inventory Worksheets.

17. Batch ID-Enter the same batch ID that was used in Physical Inventory Selection or hit F2 and select from the list.

18. Print By-Enter selection 1.

19. Select-1, or if you use serialized entry of  inventory items select 3.

20. Print Frozen Quantities?-If you would like for the frozen quantities to appear on the worksheet, enter YES, otherwise enter NO.  Inventory quantity restarts YES or NO does not matter.

21. Page Break on Worksheets?-If you would like the worksheet to have a page break between locations, items, etc, enter YES; otherwise enter NO.

22. Page Down.

The physical inventory is now ready to be taken.  Do not continue until all items have been counted and are ready to be entered.  If you are entering inventory quantity because of a restart you will now be ready to enter the correct quantity for each inventory item.

23.  Go to Physical Count Worksheet Entry.

23. Batch ID-Enter the same batch ID that was used in Physical Inventory Selection or hit F2 and select from the list.

If you answered YES to Enter Exceptions Only enter the inventory item ID of the item that has a different quantity then the frozen quantity.

If you answered NO to Enter Exceptions Only:

24. Select Sort-Enter the same selection that the Physical Inventory Selection was printed by, 1. 

The list of inventory items will appear exactly like the Physical Inventory Worksheet is listed.  Hit enter by each inventory number and enter the inventory item’s counted amount.  If you selected YES to Default Frozen Quantities by hitting enter the frozen quantity will automatically appear in the counted field.  Change the amount if the counted amount is different then the frozen quantity.

If you have an inventory item that is not listed on the worksheet hit A to append and enter the new inventory item.  Hit F6 to set up this inventory item from scratch.

After all counted quantities have been entered:

25. Go to Physical Count List.

26. Batch ID-enter the same batch ID that was used in Physical Inventory Selection or hit F2 and select from the list.

27. Print By-Enter you selection 1.

28. Print Exceptions Only?-NO.

29. Print Lot/Serial Numbers?-NO.  If you are using serialized inventory enter YES.

30. Print Missing Entries Only?-NO

31. Page Down.

32. Go to Variance Report-This is a required report before the inventory can be updated.

33. Batch ID-Enter the same batch ID that was used in Physical Inventory Selection or hit F2 and select from the list.

34. Print the report.

If all inventory reports, count, etc., are correct, the perpetual inventory must be updated.  This takes the quantity entered, adds any purchase orders received since the inventory was frozen, subtracts any sales orders verified since the inventory was frozen and gives an up-to-date inventory quantity for each item.

35. Go to Update Perpetual Inventory.

36. Have you backed up?-YES

37. Have you completed inventory entry?-YES

38. Batch ID-Enter the same batch ID that was used in Physical Inventory Selection or hit F2 and select from the list.

39. Post Variance Amount to General Ledger?-YES or NO.  Even if it is posted to GL the amounts can be edited later in GL.

40. Print the report.  Physical Inventory is complete.
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