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Inventory Control: Setup


Inventory control is the supervision of supply, storage and accessibility of items in order to ensure an adequate supply without excessive oversupply.
Setup: Item Category 
· Go to Inventory Setup  Setup  Item Category. The Item Category List window appears.
· Click the + button to insert new Item Category.
· Enter the Code for item category.
· Enter the Name of item category.
· Enter the Short Name of item category.
· Enter the Description of item category and ;
· Enter the Sequence No.
· Click Submit to save.
View, Edit & Delete Item Category
· Go to Inventory Setup  Setup  Item Category. The Item Category List window appears.
· In the Code field, click the link of Code. The Edit dialog box will appear, click Continue to edit OR click the Edit button (image) in the Action field of the selected row. The Edit dialog box will appear, click Continue to edit.
· You will be directed to the page to edit all the Item Category information.
· Once completed, click Submit button to save.
· To delete the existing item category, click the Delete button in the Action field situated at the same row of the selected list.
Setup: Item Type List
· In this section, there is no setup task required. System has set the default for Item Type as Product and Services.































 










Setup: Item Setup
· Go to Inventory Setup  Setup  Item Setup. The Item Master List window appears.
· Click the + button to add new Item Setup
· Enter the Item Code, Item Name and Item Description
· Select the Item Category, Item Type, Unit of Measure, and Item Status from the drop down list.
· Set your Reorder Level (Quantity of your item).
· Select Income, C.O.G.S, Inventories, Input Tax and Output Tax from the drop down list.
· To add a picture or an image to the inventory item, click the Browse button, upload the required image (image can be bitmap(*.BMP), JPEG or GIF files and should measure 120 x 120 (e.g.). Once the inventory image appears, click Submit button to save. 
Setup: Location Master
· Go to Inventory Setup  Setup  Location Master. The Location Master List window appears.
· Click the + button to add location master.
· Enter Location Code.
· Enter the Description.
· Enter Phone No and Fax No.
· Enter Address.
· Enter Post Code and City.
· Select Country and State from drop down list.
· Then click Submit button to save.
View, Edit & Delete Location Master
· Go to Inventory Setup  Setup  Location Master. The Location Master List window appears.
· To edit, click Edit button (image) in the Action field of the selected location row. The Edit dialog box will appear, click Continue to edit.
· You will be directed to the page to edit all the Location Master List information.
· Once completed, click Submit button to save.
· To delete the existing location master, click Delete button (image) in the Action field situated at the same row of the selected list. The Delete dialog box will appear, click Delete to delete the row.


































Setup: Unit of Measure (UOM)
· Go to Inventory Setup  Setup  Unit of Measures. The Unit of Measures List window appears.
· Click the + button to add new Unit of Measures.
· Enter the Code and Description.
· Click the Save button to save.
View & Delete Unit of Measures List
· Go to Inventory Setup  Setup  Unit of Measures. The Unit of Measures List window appears.
· To delete the existing UOM, click Delete button (image) in the Action field situated at the same row of the selected list. The Delete dialog box will appear, click Delete to delete the row.
Setup: UOM Conversation List
· Go to Inventory Setup  Setup  UOM Conversion List. The UOM Conversion List window appears.
· Click the + button to add new UOM Conversion
· Select From Unit Measure from the drop down list.
· Select To Unit Measure from the drop down list.
· Enter Unit
· Enter Factor
· Click the Submit button to save.
View & Delete Unit of Measures List
· Go to Inventory Setup  Setup  UOM Conversion. The UOM window appears. 
· To delete the existing UOM list, click Delete button (image) in the Action field situated at the same row of the selected list. The Delete dialog box will appear, click Delete to delete the row.

































· Go to Inventory Setup  Transaction  Location Transfer. The Location Transfer window appears.
· Select From Location from the drop down list.
· Select To Location from the drop down list.
· Enter your Reference.
· Select your Movement Type from the drop down list.
· Select Transfer Date.
· Enter Memo
Items 
· Click Add New Item button.
· Enter your Item Code.
· Enter your Transfer Quantity.
· In the Action field, click (right) button to save.
· Note that, to add new item, you have to select location first.
Inventory Control: Transaction > Location Transfer















Inventory Control: Transaction > Location Transfer Confirm


· Go to Inventory Setup  Transaction  Location Transfer Confirm. The Location Transfer List window appears. 
· Note that, make sure all relevant information given is correct before you proceed to confirm transaction.
· To edit the information, click the link of selected Form No in the Form No. field. The Edit dialog box will appear, click Continue to edit. 
· You will be directed to the page where you can edit the information.
· Once completed, click Update Save button to save.
· Once submitted, you will be directed to the Location Transfer List.
· You can choose either to confirm the entire list or selected list only. If you wish to confirm the entire list, tick the box  on the top right-side of the page OR if want to confirm selected list, tick  the respective boxes of the related rows only.
· Then click Confirm Transaction button to proceed to confirm the transfer.
· Note that, once you proceed for transaction confirmation, editing information is disabled. 


















Inventory Control: Transaction > Item Count and Adjust


· Go to Inventory Setup  Transaction  Item Count and Adjust. The Select Location window appears.
· In the Location field, select the location name from the drop down list. 
· Once the location has been selected, the Item and Count Adjust list will be displayed. 
· To adjust the counted quantity, double-click the quantity in the Counted column corresponding to the row of the quantity on hand.
· The Variance, Cost and Cost Variance will be automatically changed according to the counted adjustment.
· Then click Save button.










Inventory Control: Transaction > Item Count and Adjust Confirm


· Go to Inventory Setup  Transaction  Item Count and Adjust. The Item Count and Adjust window appears. 
· Note that, make sure all relevant information given is correct before you proceed to confirm.
· To edit the adjustment, click the link of selected Form No in the Form No. field. The Edit dialog box will appear, click Continue to edit adjustment.
· You will be directed to the page where you can edit the information.
· Then click Update Save button to save.
· Once submitted, you will be re-directed to the Item Count and Adjustment list.
· Then click Confirm Transaction button to confirm the transfer. 
· [bookmark: _GoBack]You can choose either the entire list or selected list to proceed to confirm the adjustment. If you wish to confirm the entire list, tick the box  on the top right-side of the page OR if want to confirm selected list only, tick  the respective boxes of the related rows only.  
· Then click Confirm Transaction button to confirm the adjustment. 
· Note that, once you proceed for transaction confirmation, editing information is disabled.
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