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[tem Journal - Adjusting Quantities

Owner of this document is: Scott Wiacek — swiacek@feedingamerica.org

Purpose of this document

This document describes Adjusting Item Quantities which is useful when recording disposal or other
types of adjustments.

Copyright © Feeding America 2014, All Rights Reserved.

This document may be printed and reproduced only by Feeding America and member organizations.

Item Journal — Adjusting Quantities Page 1 of 6 Last Reviewed 2/15/2018


mailto:swiacek@feedingamerica.org

Table of Contents

PURPOSE ...ttt et e e et oo ettt e e e e e e et et e e e e e e e e e e e s 3
CREATING AND POSTING ITEM JOURNAL ADJUSTMENTS ...coiiiiiiiiiiieiee e 3
RELATED TOPICS: .ottt ettt e et e e e e e o e et e e e e e s s e e et e e e s e ssbre e e e e e e e e saarnneees 6

Item Journal — Adjusting Quantities Page 2 of 6 Last Reviewed 2/15/2018



Purpose

Item Journals are used to conduct several types of transactions. This document describes Adjusting
Iltem Quantities which is useful when discrepancies arise between the quantity in Ceres and the actual
guantity in the warehouse. This may also include adjustments done because of disposal of product
(TRASH). See related documents for additional information on these tasks.

Ceres object release 4.00.00 is required for the functionality documented in this procedure.

Creating and Posting Item Journal Adjustments

1. The Item Journal can be accessed from Departments 2 Warehouse = Inventory = Tasks.

Inventory, Tasks - Microsoft Dynamics MNAV

° b Finance Company » Departments » Warehouse » Inventory » Tasks

Financial Management

Inventory, Tasks

B
> Agencies & Receivables
b Purchase BOM Journal
I» Donation
; Itemn Reclass. Journals
4 Warehouse
Orders & Contacts Phys. Inventary Journals
Planning & Execution Revaluation Journals

Gooeds Handling Order by O...
Gooeds Handling Multiple Q...

4 Inventory

Allocation Journals

Leased Storage Journal

Reports

2. If using multiple Item Journal Templates, select your template from the Item Journal Template List
and click OK:
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Itemn Journal Template List ?@
Bl o (7]

m £ Refresh
MNotes . Clear Filter
Show as X .
Chart |;:|>L|nk5 % Find

Item Journal Template List ~

Type to filter (F3) MName M

MName Description

HITMRCLS Item Reclass Journal
KITITEM Kitting Itern Journal
SALRCLS Salvage Reclass Journal

3. If using Item Journal Batches, select your Batch from the “Batch Name” field at the top of the Item
Journal form and click OK.

A Edit - tem Journal - INV WO - Inventary Write-Off ===
- HOME =~ ACTIONS  NAVIGATE Q
x b 2 Explode BOM —
Ttem Journal Batch (-2 3]
L‘ ﬁ;ﬂ EGet Standard Journals... S -ouna e =
Delet Post Postand
elete ost Pestand oy iimensions - HOME = ACTIONS (7]

ﬂ | .# Edit Journal s
5% Edit List [} Post [} Show as Chart Notes .
Batch Mame: NV WO - New e . .
X Delete i&=8 Post and Print [ Links )
Line Mo. N Code Po Entry EBin Code
Item Journal Batches - Type to filter (F3) Name | 3| v
0 8/14/201
Mo filters applied
Name Description Mo. Series Posting Mo, Reason Code  Re
Series Ce
M
CONSOL Consolidate Pallets DUML-GEN 1C3 |
DEFAULT Default Item Journal UNL-GEN ALLOC |
nventery Write- Off UML-GEN DC10 |
Vox Vowware Journal UNL-GEN |
XBEGBAL Beginning Balances UML-GEN XBEGBAL |

Note: The following columns may be in different locations on your window or may not be showing.
If you wish to add any that may be missing, please do so before continuing.

4. Fill in the “Posting Date” field with the date you wish to show the adjustments as being made.

5. Fillin the “Entry Type” field with either ‘Positive Adjustment’ or ‘Negative Adjustment’, depending
on whether you wish to increase or decrease the quantity on hand.

6. If desired, enter a “Reason Code” to describe why the adjustment is being made. This field is may
be required if Ceres has been configured to require reason codes. Regardless of whether or not
Ceres is configured to require a reason code it is recommended that you use reason codes
whenever possible. Accurate recording of transactions will allow you to run reports by Reason
Code at a later date to help better track your inventory adjustments.
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a. For example, if you are negatively adjusting an item due to a TRASH adjustment, you may
wish to select a Reason Code that corresponds to the type of Trash adjustment you are
making. When you run the Receipts and Distribution report, it will find the transactions
labelled with your designated Reason code for Trash for proper reporting.

7. Enter the Document No. (If you have assigned a document number series for your journal
template or batch, the value will populate for you).

8. Enter the Item No. you wish to adjust or hit F4 to get a list of your items.

9. Enter the Location that the adjustment will take product from (negative adjustment) or put
product into (positive adjustment).

a. If using Branches, be sure to show the Branch Code column and to select the appropriate
Branch.

10. Enter the quantity to be adjusted in the ‘Quantity’ field.

11. If the “Entry Type” is ‘Negative Adjustment’, enter or select the Pallet No. you wish to adjust.
a. If you are not palletizing items, then your Pallet No. field will be blank.
i. Inthis case, you may wish to select the Lot No. you are adjusting.
b. Once the Pallet No. (or Lot No.) is selected, the Bin, Lot and other information from the
original Pallet will auto-fill on the line.

12. If the “Entry Type” is ‘Positive Adjustment’, enter or select the Pallet (or Lot if not using Pallets) for
which you wish to increase the quantity or enter Tiers and Height information to facilitate creating
a new Pallet and Lot.

a. If selecting an existing Pallet/Lot, the other information associated with that original
pallet/lot will auto-fill on the line.

b. |If creating a new Pallet / Lot, be sure to fill in the Bin Code where the product is to be
stored, Lot Consume By Date, Lot Expiration Date, Lot Ship by Date, FBC Product Source,
FBC Product Category and any other pertinent information.

c. Finally, enter the Tiers and Height to determine how many pallets need to be created for
this entry.

d. Click on Actions = Assign Lost to assign a lot number for the positive adjustment line. If
more than one positive adjustment lines exist, the function will create lots for all such lines

Edit - Item Journal - INV WO . Inventory Write- Off EI@
- HOME ACTIONS NAVIGATE 0
l—_i .l. i Calculate Whse, Adjustment... : N L‘ = B 7| = F‘__.
= I3 Get Standard Journals... 8 = = ——d
Create Suggest Explode Test Post Postand = Journal Pallet Break Bulk Movement
Pallets  Lots gom [ Save as Standard Journal.. Report... Print Tag Worksheet
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e. Adialog box will display asking if you want to assign lot numbers. When yes is selected,
the lot number will be generated and a confirmation prompt will display that the
assignment is complete.

Microsoft Dynamics NAV @

Do you wish to assign lot numbers for all positive item journal
lines?

f. If using Pallets, click on Actions = Create Pallets.

Edit - Item Journal - INV WO - Inventory Write- Off EI@
- HOME | ACTIONS = NAVIGATE (7]
.l. & Calculate Whse, Adjustment... E\ . L‘ s B |_L—‘D' ,ﬁ*
|3 Get Standard Journals... . = = =3
Assign| Create Juggest Explode Test Post Postand = Journal Pallet Break Bulk Movement
Lots WPallets /' Lots 80M [ Save as Standard Journal.. Report... Print Tag Worksheet

g. Select to Create Pallets, Print Labels or both at this time. If the labels are not printed now,
they can be printed later using the same function or from a report.

Microsoft Dynamics NAV @

o ) Create Pallets
) Print Labels

@ Create Pallets & Print Labels

[ ok || Concel |

13. Be sure to confirm that all the data has been entered correctly, especially paying attention to the
Posting Date, Entry Type and Quantity and then Post or Post & Print the journal.

Related Topics:

1. Item and Lot Ship By, Consume By and Expiration Dates
2. Item Journal Suggest Lots for Write Off

3. Item Reclass Journal Overview

4. Physical Inventory Counts and Inventory Journal

5. Reason Code Mandatory Overview

6. Warehouse Pallets and Lots

7. Document Management — Matriks Doc

8. FA Reporting

Item Journal — Adjusting Quantities Page 6 of 6 Last Reviewed 2/15/2018



