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Overview of Inventory Management:

This is the Menu for Inventory .  

1. Inventory Inquiries – These are the inventory balance and value reports and inventory audit
queries.  

2. Inventory Adjustments – These options allow you to define different adjustment types that link
to different General Ledger Accounts. You can do negative and positive adjustments to the on
hand inventory that is tracked in the  inventory audit and impact the General Ledger

3. Transfer Inventory – This allows you to move inventory from one product to a different
product.

4. Change Inventory – You have the ability to upload inventory balances from a spreadsheet
review and change the amounts.  You can update or replace the on hand inventory.

See the Sales and Purchasing Manuals for how receipts and sales impact inventory.

FP_UserManual_Inventory.doc Page 3



Inventory Inquiries:

There are 3 key inventory inquires plus the Information Portal.

Inventory Balance Report

Select Print or Display.  You can select all products or an individual product.  Press Search.

The report displays item balances.
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Inventory Audit 

Select All products or an individual one.  Select item type. You can also select a date range.

This displays the transactions that match the selection criteria.

Click on the transaction number to see the detail of the transaction.
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Inventory Valuation

Select the criteria you want and press Print.

The report shows the value of the on hand inventory using the average price.
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Inventory Adjustments:

Create Inventory Adjustment Type

This option create an inventory Adjustment code.  Give it a short name and description.  Then select the
General Ledger number that will be used when you do an inventory adjustment.

Note, an inventory adjustment is used to increase or decrease inventory and does create a financial
transaction.

Update Inventory Adjustment Type

Click on the Adjustment Code you want to update.

You can update the Adjustment Type or Delete it.
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Inventory Adjustments

Select an item or you can search for an item.  Press Next to continue.

Enter the quantity of the adjustment and select the adjustment type.

Press Adjust Inventory.

Enter a negative number to reduce inventory, positive to increase inventory.

The Inventory Audit report will show your transactions .
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Transfer Inventory:

Transfer inventory allows you to move inventory from one product to another.  Select a from and to
product or you can search.  Press Next to continue.

Enter the quantity you want to move from one product to the other.  When you press Transfer
Inventory, the quantity will be moved from the from item to the to item.  On hand balances will be
updated and a financial transaction will be created.
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Change Inventory:

There are 3 steps to uploading inventory balances to the system: 
1. Upload a file from excel
2. Review the information and change if necessary 
3. Apply the upload by either adding to the existing on hand inventory balance or replacing the

inventory balance.

Upload Inventory Balances

This screen allows you to upload an excel file that contains only 2 columns, item number and quantity.
A negative quantity is ok.  CSV means comma separated variable.  See the section at the back of this
document for how to create a CSV file in excel.
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Click on the browse button to find the file on your PC or network.

Find your file and press Open to upload the file.

The file is ready to upload.  Press Upload File to continue.

The system validates the data as it uploads.  If there are any errors, you will get a message.   Press the
Back button, fix the file and start over.
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You will get this successful completion message when the file is uploaded.

Review Inventory Balances:

This option allows you to review the quantities you just uploaded and change them if you need to.  

Start by selecting the products you want to review.  You can select individual products, All products or
by the type of product.  Press Search to continue.

The upload column is the quantity that was just uploaded from my excel spreadsheet.  You can enter a
positive or a negative quantity.

If I click on the commodity code I can change the uploaded quantity.  Press Update Item to accept your
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change.

The screen has been changed to show the change.  The final step is to Update the quantities to
Inventory

Update Inventory Balance

There are several options for updating the inventory and it is important to understand these options:

5. Replace On Hand Quantity with Uploaded Quantity. – this will replace what ever is the current
on hand balance with the new uploaded balances.  You have 2 options with this:

1. Replace every item – that means that if I did NOT upload a quantity for an item, the system
considers the upload qty to be 0 and any on hand will be reset to 0.

2. For items with upload quantity not equal to 0 (<> means not equal).  For example, only the
5 items with uploaded quantity will have their on hand balances reset be the quantity that
was uploaded.

6. Add Upload Quantity to on Hand Quantity – this option will take the quantity that was uploaded
and ADD it to the current on hand balance.

Select the option you want to use and press the Update button.

You will get a confirmation that the update completed successfully.  If you want to review the changes
that were made,  go to the inventory audit report.

One final thing to remember.  The inventory upload does NOT create a financial transaction.  The
purpose it is make it easy to upload balances during conversion and start up.  If you need a financial
update, you should create a Journal Entry.
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Change Average Cost

Select or search for the product.

The system displays the current average cost.  Enter the new average cost.  Also enter or search for a
general ledger number.  This is the account that will get the adjustment value.  There is no change to
the on hand balance, only to the value of the inventory in the General Ledger.
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Information Portal Reports:

You can drill down on the Inventory value to see the on hand balances and value.
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Financial Impact:

Inventory Adjustments:

If you increase the on hand inventory (positive adjustment) you will get:

1. Debit to Inventory for the value of the adjustment
2. Credit to the GL account linked to the Adjustment code for the Value of the adjustment 

The inventory account that is used :

The Item is linked to a Catalog.  Each catalog has a GL Code linked to it.  In the Administration,
Financial Setups, Sales/Pur GL – for each GL Code you have entered an Inventory, Cost of Sales and
Sales Revenue account.  This is where these GL account numbers are defined.

If you decrease the on hand inventory (negative adjustment):

1. Inventory account will be credited.
2. Adjustment Code account will be debited.

Average Cost Change:

If you change the average cost to higher (positive adjustment) you will get:

3. Debit to Inventory for the value of the adjustment
4. Credit to the GL account linked to the Adjustment code for the Value of the adjustment 

If you change the average cost to lower (negative adjustment) you will get:

3. Credit to Inventory for the value of the adjustment.
4. Debit to the GL account linked to the Adjustment code for the Value of the adjustment.
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