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Physical Inventory Counts and Physical Inventory
Journal

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

Purpose of this document

This document outlines using the “Physical Inventory Journal” and a separate document exists for the
“Warehouse Physical Inventory Journal” use. Both are used to record inventory counts in Ceres.
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Purpose

The Physical Inventory Journal is used for cycle counting and full physical inventory counts. In Ceres
there are two journals used for this purpose:

- Physical Inventory Journal
- Warehouse Physical Inventory Journal

Either journal can be used for cycle counting and full physical inventory. The Physical Inventory Journal
is supported by the ADCS handhelds. Check with your Ceres consultant or the Service Desk for the
best journal to use to support your Ship Option. The Ceres Inventory Workflow document has more
information on Ship Options.

This document outlines using the Physical Inventory Journal and a separate document exists for
Warehouse Physical Inventory Journal use.

Ceres object release 4.00.00 and 4.01.03 is required for the functionality documented in this procedure.

Physical Inventory Count Recommendations

Post as many Agency Orders as possible that have been shipped to more accurately reflect your
inventory totals. Also, post as many Donation & Purchase Orders as possible for the product that has
been received and put-away.

It is suggested that you run the Item List Report, ltems on Hand Report, or Availability Status Report
prior to generating a count journal. The Availability Status report generally shows you Product still to
be received and/or distributed, along with Qty on Hand. Save or Print report.

a. You will need to run this report by Location. The Physical Inventory Journal is
Location-specific, so you can only view the count for a single location at a time. This
will make comparing quantities easier.

b. You may also wish to filter for either Qty. Remaining >0 or Qty. on hand >0 (depending
on the report) to limit the results of your report.

Note: You can run this report after your physical inventory is posted, to compare
before & after totals.

A procedure titled “Year End Checklist” provides detailed recommendations for related tasks to
execute prior to a full physical count.

Setup - Inventory Setup

Ceres allows the ability to perform cycle counts with items open on pick documents within certain
restrictions. Complete physical inventories will require that all picks be posted or deleted prior to
beginning the physical inventory process. Cycle count inventories will proceed with open picks for the
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location being counted. During the physical inventory journal creation you will specify whether or not
you are performing a physical or cycle count.

Once a cycle count has been initiated for one or more items, creation of picks will respect a parameter

based on the inventory setup card. To access the Inventory Setup card go to Departments = Financial
Management = Inventory = Administration = Setup = Inventory Setup.

Inventory - Microsoft Dynamics MAY

o - Finance Company » Departments » Financial Management » Inventory »
Departments Inventory

4 Financial Management

General Ledger
Cash Management

Cost Accounting

Shipment Report
Inventory Value - Donated/USDA
Inventory Costs - Purchased

Cash Flow Administration
Receivables

Payables Analysis & Reporting
Fixed Aszets Setup

. Analysis Types

Matriks Doc

Invt. Analysis Line Templates
Invt. Analysis Column Templates

I Agencies & Receivables Analysis View Card Inventory
I+ Purchése Setup
I Donation =
I Warehouse Item Charges

Human Resources Ttem C?tEQ':'”ES
b Roadnet Rounding Methods

Da_n Phys. Invt, Counting Perieds

b Appian Cycle Count MNotification Setup
I Administration Grocery Rescue Import Setup

Vouware Setup
Item Values
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On the the ADCS FastTab you will find the Cycle Count Notification setting.

Edit - Inventory Setup EIIEI
- HOME 0
Y 2 Goto
@ |~_C"-1 X 4 Previous

View Motes  Links Refresh Clear
Filter P MNext

Inventory Setup

General v s
Location v
Dimensions v
Numbering v
Kitting v
ADCS |
Auto Transfer Journal Posting: In-Transit Location: INTRAMSIT -
Mazx. Pick Labels per ltem 2 Lot Match Required: 0
ADCS Pick Posti Consolidation Temnplate: ITEM -
Cycle Count MNetification: Consclidation Batch: COMNSOL -

Warning
o

This field has three options to choose from and the pick generation process will function accordingly
when if the pick that is being created contains an item on a cycle count:

Blank — The user receives no warning and the pick will be created.

Warning — The user will receive a warning and has the option to continue creating the pick or
not.

Error — The user will receive an error and wil not be able to create the pick

Warning message:

Microsoft Dynamics NAY @

'T Tterr 100014 exists on Physical Inventory Journal Batch=DEFALLT
L for Location=01 Continue?

o) Che )
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Error message:

Microsoft Dynamics NAV =

@ Iterm 100014 exists on Physical Inventory Journal Batch=DEFAULT

for Location=01

Note: ADCS and VOX will respect these warning or error setting.

Creating and Posting Physical Inventory Journal Entries

1. The Physical Inventory Journal can be accessed from Departments = Warehouse = Inventory
- Tasks = Phys. Inventory Journals.

[
h Inventory, Tasks - Microsoft Dynamics NAY

G A Finance Company » Departments » Warehouse » Inventory » Tasks

Inventory, Tasks

Item Reclass. Journals

Warehouse
Orders & Contacts Phys. Inventory Journals

Planning & Execution Revaluation Journals
Geoods Handling Crder by Order
Geoods Handling Multiple Orders

4 Inventory

I Financial Management

I Agencies 8 Receivables Item Journals
b Purchase BOM Journal
l> Donation

a

Allocation Journals

Leased Storage Journal

Reports

2. Select the Item Journal Template you wish to use
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Item Journal Template List = @
Bl o (7]

@ Onebote £ Refresh
MNotes . Clear Filter
o Show as

L Trhet [Dilinks % Find

- Show Attached Page

Item Journal Template List ~

Type to filter (F3) Mame A

MNarme Description

m

PHYSICAL Phys. Inventery Journal

1

| ok || Cancel |

3. Inthe Journal select the batch name from the options in the Batch Name field or create a new one.

4. To populate the Physical Inventory Journal click Home - Calculate Inventory process.

Edit - Phys. Inventory Journal - KAN - Inventory Cycle Count - Kansas

Bl -ove  acmons  wawias
x E+ IE & Caleulate Inventory.., E IH]

= Print..
Delete Post Post and . . Phys. Invt. Count Refresh  Find
Print J» Dimensions - Variance

5. This will bring up the Calculate Inventory Page. Select or set filters in the various fields as
necessary.
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Edit - Calculate Inventory

Bl ~cons
T

Clear
Filter

Posting Date: 8/18/2014

Document No.: 1PJ-00009
Items Mot on Inventory:  [7]
By Dimensions:

Calculation Method: Cycle Count

Item

Show results:

m

X Where Mo, = is
Add Filter

[10018]

Limit totals to:
X Where
X And

Location Filter v is

Bin Filter hd

Add Filter

KAMN

5 Enter a value,

Posting Date: In the field, enter the date for the posting of this physical inventory journal.
Ceres automatically enters the system date in this field, but you can change it to the date to

which you wish to post.

Document No: Here you can specify which document number will be entered in the document
no field on the journal lines created by the batch job. Ceres automatically enters the next
number from the number series that is setup on journal template, but you can manually

change it.

By Dimension: Select the dimensions you want the lines to be grouped by. Note: If you are
using bins in the location, Dimensions will not be posted on the physical inventory ledger
entries, the item ledger entries, or on the value entries.

Calculation Method: Specify whether or you are performing a complete physical inventory or
cycle count. Physicals are only allowed when all warehouse documents have been posted.
Cycle Counts are allowed with open warehouse documents with certain restrictions. The
inventory setup above details the options available when performing cycle counts with open

warehouse documents.
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Microsoft Dynamics NAV @

You cannot Calculate Inventory when there are unposted Invt. Picks

for Location KAN.

The following error message will appear if un-posted Inventory Picks exists and you select a
Calculation Method of Physical Inventory when running the Calculate Inventory function.
Instead you can select a Calculation Method of Cycle Count to populate the Journal when un-
posted Inventory Picks exist.

Item FastTab: This is used if you want to apply filters for example by location or a range of
item numbers.

6. Select OK to run the process.

[] Edit - . Inventory Journal - + Invento cle Count - Kansas
P Edit - Phys. ry Journal - KAN - T 1y Cycle C Ka &
HOME | ACTIONS  NAVIGATE [2)
x L‘ F & Calculate Inventory.. E H
= S Print..
Delete  Post Postand Phys.Invt. Count  Refresh  Find
Print & Dimensions - Variance
Batch Mame:  KAN -
Posting Date  Entry Type Document  ItemNo. Description Location Pallet No. Lot No. Bin Code Qty. Qty. (Phys. Quantity Unit Amount Amount
No. Code (Calculsted) Tnventory)
+ Positive Adjmt. 1PJ-00009 10018 Chocolate Sryup KAN 130500061  LOT-02554  01-100-A 4 4 0 00144 0.00
8/18/2014 Positive Adjmt. IPJ-00009 10018 Chocolate Sryup KAN 130500250  LOT-02636  01-100-A 250 250 0 00144 000
8/18/2014 Positive Adjmt. IPJ-00009 10018 Chocolate Sryup KAN 120303793 LOT-455043  10-123-A 2 2 0 00144 000

7. If CERES4.01.03 is installed the Physical Inventory Journal will contain the Ceres Calculate
Inventory option. The Ceres Calculate Inventory process uses a different method to determine
inventory quantities which can reduce the run time significantly. Either calculate inventory
process can be utilized as they have the same end result.

Edit - Phys, Inventory Journal - K&MN - Inventory Cycle Count - Kansas
- HOME ACTIONS NAVIGATE

X O e

Delete Post  Post and \Ceres Calculate
Print

#jg Calculate Inventory...
kB i

A Print...

XL Dimensions - Variance

Proc

8. To populate the Physical Inventory Journal click Home = Ceres Calculate Inventory process. This
will bring up the Ceres Calculate Inventory Page. Select or set filters in the various fields as
necessary.
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- ACTIONS
T

Clear
Filter

Options
Posting Date:

Document Na.;

Calculation Method:

Edit - Ceres Calculate Inventony

9/22/2015 -
IPJ-00012

Physical Inventory

= [l
[Finance Company - Master. k2

Use Item Default Dim:

Item ~

X Where
Add Filter

Enter a value,

Limit totals to:

X Where Location Filter MEE KAN

x And Bin Filter - s Enter a value,

X And Bin Row No. Filter v s Enter a value.
x And Bin Twpe Filter v s Enter a wvalue.

Add Filter

Ok I l Cancel
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Posting Date: In the field, enter the date for the posting of this physical inventory journal.
Ceres automatically enters the system date in this field, but you can change it to the date to
which you wish to post.

Document No: Here you can specify which document number will be entered in the document
no field on the journal lines created by the batch job. Ceres automatically enters the next
number from the number series that is setup on journal template, but you can manually
change it.

Calculation Method: Specify whether or you are performing a complete physical inventory or

cycle count. Physicals are only allowed when all warehouse documents have been posted.
Cycle Counts are allowed with open warehouse documents with certain restrictions. The
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inventory setup above details the options available when performing cycle counts with open
warehouse documents.

Microsoft Dynamics NAV @

You cannot Calculate Inventory when there are unposted Invt. Picks

for Location KAN.

The following error message will appear if un-posted Inventory Picks exists and you select a
Calculation Method of Physical Inventory when running the Calculate Inventory function.
Instead you can select a Calculation Method of Cycle Count to populate the Journal when un-
posted Inventory Picks exist.

Use Item Default Dim: If this option is selected the Item’s default dimensions will be
populated on the resulting physical inventory journal lines.

Item FastTab: This is used if you want to apply filters for example by a range of item numbers.

9. Select OK to run the process.

Edit - Phys. Inventory Joumal - KAN - Inventory Cycle Count - Kansas oo -
BA rove scmons  naveare [Finance Company —Maste Ceres 4 Tt Databese jadeswpros.com [ 73
=i #f7 Calculate Inventory...
X & & oo i
Delete Post Postand Ceres Calculate - Phys. Invt. Count Refresh  Find
Prin Tnventory.. &+ Dimensions iance
BatchName:  KAN -
Line No. Posting Date  Entry Type Document..  Item No, Description Location Co..  Pallet No. Lot No. Bin Code Quantity UnitofMea. — Qty. {Calculated) Qty. (Phys. Inve *
10000: 972272015 Positive Adjmt. [PJ-00012 10018 Chocolate Syrup KAN 1305-00250 LOT-02636 01-100-A 0 CASE 220 1
20000'9/22/2015 Positive Adjmt. [PJ-00012 10018 Chocolate Syrup KAN 1305-00993 LOT-03259 04-122-A 0 CASE 495 i
30000 972272015 Positive Adjmt. [PJ-00012 10018 Chocolate Syrup KAN 1305-01009 LOT-03266 04-122-A 0 CASE 100
40000 9/22/2015 Positive Adjmt. IPJ-00012 10018 Chocolate Syrup KAN 1305-01138 LOT-03368 04-122-A 0 CASE 150
50000 9/22/2015 Positive Adjmt. IPJ-00012 10018 Chocolate Syrup KAN 1305-01139 LOT-03369 04-123-A 0 CASE 450
60000 9/22/2015 Positive Adjmt. [PJ-00012 10018 Chocolate Syrup KAN 1203-03793 LOT-455043 10-123-A 0 CASE 28
70000 972272015 Positive Adjmt. [PJ-00012 10018 Chocolate Syrup KAN 1305-01518 LOT-03607 SHOP-1 0 CASE 100
80000 972272015 Positive Adjmt. [PJ-00012 10018 Chocolate Syrup KAN 1305-01519 LOT-03608 SHOP-1 0 CASE 250

10. Once the Physical Inventory Journal has been generated, print the Physical Inventory Sheet by
clicking Departments - Financial Management - Reports & Analysis > Reports = Physical
Inventory List.

Physical Inventory Counts and Physical Inventory Journal Page 11 of 15 Last Reviewed 2/15/2018



Inventory - Microsoft Dynamics NAV

G A | Finance Company » Departments » Financial Management » Inventory »
Departrnents [ﬂVEﬂtOF‘y’

4 Financial Management

General Ledger Fost Invt, Lost to /L - lest

Cash Management Analysis & Reporting
Cost Accounting Inventory Analysis Reports
Cash Elow Inventory Analysis by Dlirl”ne.nsions
] Inventory - G/L Reconciliation
Receivables Item Dimensions - Detail
Payables Item Dimensions - Total
“F' d Ascets Reports
il Inventory te G/L Reconcile
[» Periodic Activities Inventory Valuation
I Agencies & Receivables In\rentnr}r‘u‘aluatpn - WIP
b Purch Item Comment List
ure _ESE Inventory Labels
i Donation Invt. Valuation - Cost Spec.
I Warehouse Item List
Human Resources I(:Dstihar?:s B’EE'“?D_W” v
b Roadnet tem ge. cmposition - Value
Item Register
I Appian

Item Register - Value

[ Administration Physical Inventory Li
Matriks Doc Status . .
Item Transaction Detail

Location List

11. Set filters as necessary.

Edit - Phys. Inventory List o[22

Bl icons (2]

Options A

Show Qty. (Calculated):
Show Serial/Lot Number:

Item Journal Batch ~

Show results:
X Where Journal Template Name s COUNT

X And Mame = is AN
4 Add Filter
Item Journal Line v

Print... '” Preview ” Cancel
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Show Qty. (Calculated): Place a checkmark in this field if you want the report to show the
qguantity Ceres is showing on hand.

Phys. Inventory List

1 of 1 PSS 1114 - Find | Next
Phys. Inventory List Friday, October 24, 2014
. Pagel
Finance Company KIK

tem Journal Batch: Journal Template Mame: COUNT, Name: KAN

Qty. Qty.
Posting Document Department Project Location (Calcula (Phys.
Date No. Item MNo. Description Code Code Code Bin Code Lot No. Pallet No. ted) Inventory)
09/24/14  IPI-00012 10018 Chocolate Syrup KAN 01-100-A LOT-02554  1305-000 4 *
09/24/14  IPJ-00012 10018 Chocolate syrup KAN 01-100-A LOT-02636 1305-002 250 =
09,/24/14  IPJ-00012 10018 Chocolate Syrup KAN 01-103-B LOT-03259 1305-009 500 *
09/24/14  1PJ-DD012 10018 Chocolate Syrup KAMN 01-103-B LOT03266 1305010 100 *
09/24/14  IP)-00012 10013 Chocolate Syrup KAN 10-123-A LOT-45504 1203-037 ] *

12. When the count is complete, you are ready to populate the physical inventory journal with the
actual quantities counted. This quantity is entered in the “Qty. (Phys. Inventory)” column, not
the “Quantity” column.

Note: When using ADCS, the “Qty. (Physical Inventory)” will default to a value of zero when
inventory is calculated. Otherwise, the field will default to the value of the “Qty. (Calculated)”
field.

13. When you enter the Qty. (Phys. Inventory), the difference between the calculated quantity and
guantity entered will now show in the “Quantity” column as a positive or negative number.

Note: Whatever Dimensions your inventory is counted by should be showing on this screen for
verification of adjustments. As lots are required, be sure to show the Lot No. field as well. If you
use Pallets, show that column.

Edit - Phys. Inventory Journal - KAN - Inventory Cycle Count - Kansas [=] ==
- HOME | ACTIONS — NAVIGATE (7]
x LI =k SCalculate Inventory.. E H
= S Print..
Delete  Post Postand . Phys.Ivt. Count  Refresh  Find
Print &> Dimensions - Variznce
Batch Mame:  KAN -
PostingDate  Entry Type  Document  TtemNo.  Description Location Pallet No Lot No. Bin Code Qty.  Qty. (Phys. Unit Amount Amount
No. Code (Caleulated)  Inventory)
8/18/2014  Negative Adj.. IP-00009 10018 Chocolate Sryup KAN 1305-00061  LOT-02554  01-100-A 4 3 00144 001
8/18/2014  Positive Adjmt. IPJ-00009 10018 Chocolate Sryup KAN 1305-00250  LOT-02636  01-100-A 250 252 p.o144] 003
8/18/2014  Positive Adjmt. [PJ-00009 10018 Chocolate Sryup KAN 1203-03793  LOT-455043  10-123-A 20 29 00144 000

14. When you have finished entering all of the adjustment, be sure to print a test report by going to
Actions—> Test Report. The report will show you all of the adjustments.

Edit - Phys. Inventory Journal - KAN - Inventory Cycle Count - Kansas
T &

Post Post and Phys. Invt. Count
Print - Variance

BBl cove | acrons | navieate

= &

Print.. Calculate Calculate
Inventory.. Counting Period...
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15. Please check with your Inventory Control lead to determine if multiple count passes are required
for Q/A prior to posting all the adjustments.
a. If you wish to show Dimensions, click “Show dimensions” on the Options FastTab. A
second line will be inserted on the report for the dimensions.
b. The report will show you all of the positive and negative adjustments and provide you
with a total by each Entry type at the end of the report.

Inventory Posting - Test

16. Post the Journal by clicking Actions = Post or Post and Print to post the journal.

1 of 27 b W = B M HE - 100% - Find | MNext
Inventory Posting - Test Monday, August 18, 2014
Finance Company Page

KK
tlowrnal Template Nams COUNT
Howrnsl Batch Name HAM
Item Jowrnsl Line: Jowrnal Templste Mame: COUMNT, Jowrnal Batch Mame: KAN
Unit of

Posting Reason Measure Ext. Gross Cost
Date Entry Type Item No. Description Quantity Pallet No. Lot No. Code Code Weight Unit Cost Amount
08/18/14 Negative A 10018 Chocolste Sryup 1 130500061 LOT-02554 CCK CASE -8 0.0144 0.01
0B18/14 1 10018 Chocolate Sryup 2 130500250 LOT-02636 CCK CASE kil 0.0144 0.03
0B 18714 Positive Ad 10018 Chocolate Snyup 0 120303792 LOT-455043 CCK CASE o 0.0144 0.00
Entry Type Totals

Positive Adjmt. z 35 Q.03

MNegative Adjmt. -1 -18 0.01

Total 1 18 004

Edit - Phys, Inventory Journal - KAN - Inventorny Cycle Count - Kansas

- HOME  ACTIONS  NAVIGATE

1 L EI = =]
L] L] = L]
Ceres Calculate  Calculate Calculate Print... Test
Inventory..  Inventory.. Counting Period... Report...

a

Phys. Invt. Count
- Variance

I =

Post  Post and
Print

17. At this point, it is recommended that you run the report you ran in Step 1 again to compare to the
report you printed previously. Now you should re-generate picks for any orders that were not
picked, shipped and invoiced prior to running the physical inventory.

18. Re-create any picks that were previously deleted before starting this process.

19. You may begin receiving and distributing inventory again.
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