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1 Business Process – Establishing a Warehouse

1.1 Description:

This process addresses establishing a new warehouse in ADVANTAGE.   The process begins with adding the warehouse to the Warehouse Management table (WHS2).  This table consists of related information for each warehouse.  It displays general information as well as specific operation conditions for each warehouse. Prior permission and assistance is required for a warehouse setup in the Finance and Administration Cabinet Customer Resource Center.

Warehouse Management Table (WHS2)

1. The user will establish new warehouses in the Warehouse Management (WHS2) table in Advantage.

2. Go to the WHS2 table.  If the table is displayed with data, select the clear screen window from the menu.

3. The following fields are required to add a new warehouse to the system.

A. Warehouse is a required field.  Enter a unique code identifying the system-wide warehouse being established.

B. Description is required.  Enter the name or description of the warehouse.

C. Location is required.  Enter the location of the warehouse.

D. Inventory Fund is required.  Enter the Fund that will be used in requisitions from this warehouse.  The Fund Index Table may be used for valid values.

E. Agency is required.  Enter the agency under which the warehouse operates.  The Agency Index may be used for valid values.

F. Org/Sub is required.  Enter the organization and sub-organization code responsible for this warehouse.  The Organization Index and Sub-Organization Tables may be used for valid values.

G. Appropriation Unit is required if the Appropriation Control Option is C (full control) or P (presence control) on the Fund Index table.

H. Activity is required.  See activity index ACTV for valid values.

I. Function is required. See function FUNC for valid values.

J. COGS Expense Account is required.  Enter the items that are booked against this Cost of Goods Sold expense account upon issue.  Valid values for this field may be found on the Object Index.

K. Reporting Category is required.  Enter the reporting code representing the warehouse on the General Ledger.  The Reporting Category Index may be used for valid values.

L. Parent Warehouse is required if the warehouse being established is a child warehouse.  If warehouse being added is a parent, add parent to WHSG table.

M. Return Flag is required.  Select either Percentage or Fixed.  (If there is no charge for returns, select Fixed and enter $0.00 in the Fixed Return Charge Field)

N. Percent Return Charge is required if Return Flag is Percentage.  Enter a number greater than zero.  If the Return Charge is fixed, leave blank.

O. Pick List Printer is required.  Enter the printer ID for this warehouse.

P. Fixed Return Charge is required if the Return Flag is fixed.  Enter the amount of the fixed handling fee.  If there is no charge, enter 0.00.  If the Return Flag is Percentage, leave blank.

Q. Pick List Job is required.  Enter the value of the key on JCL (JCLT) used to locate the commands that execute the pick list report.

R. Revenue Warehouse field defaults to No and indicates status as Expenditure Warehouse.  Select Yes if warehouse is capable of recognizing revenue.

S. OC Printer is required.  Enter the printer location.

T. TR Retention is required.   Enter the number of days that the Stock Transfer Receipt header and line records are stored online when their status is closed.

U. Number of Alternate Orders. Default is 0. Enter a number for the number of orders used to calculate average lead time.

V. OC Print Job is required.  Enter the name of the print job associated with this OC transaction.  Valid values may be located on the JCLT.

W. SR Retention is required. Enter the number of days that the Open Stock Requisition header and line records are stored online when their status is closed.

X. Default Object is required.  Enter an object code for which items are purchased from inventory.  See OBJT for valid values.

Y. OC Retention is required.   Enter the number of days that the Over the Counter header and line records are stored online when their status is closed.

Z. Default Revenue Source is required.  Enter the revenue source for which items are issued from inventory.  See Revenue Source Index for valid values.

AA. Backorders allowed.  Default is cleared [N]. Select [Y] if the warehouse permits backordering of its stock. If cleared [N], backordering is not permitted.

AB. Transfer Reorder. Default is cleared [N]. Select [Y] to include transfer quantities on Inventory Inquiry (INV2) for the warehouse issuing the items.  This value causes the system to include transferred items when calculating reorder quantities. Leave cleared [N] if you want the system to ignore transferred items when calculating reorder quantities.

AC. Default BS Account is required.  Enter the balance sheet account for items stored in inventory.  See Balance Sheet Account Index for valid values.

4. Add the record by selecting Modify, Add from the menu.

5. Ensure the new warehouse has been added by reviewing the following tables.  Note, there will be no stock in the warehouse until stock items are established in the warehouse (INV3) and inventory adjustments are processed to enter quantity and price.

A. WHSE.    

B. INVN.

C. INV2.

D. INV3.

2 Business Process – Setting –up or Adding Stock Items in an Existing Warehouse

2.1 Description:

This process addresses setting-up or adding stock items in an existing warehouse on the Warehouse Management table (WHS2) by generating records to the Inventory Inquiry tables (INV2 and INV3) and the ABC Classification Parameter table or ABCP.  The INV3 table is used to maintain non-system generated information about stock items.  Item account codes, price method options, and inventory control management parameters are set and/or modified using this screen. Upon completion of this task, the user may then process an Inventory Adjustment document to record information relating to quantity and price.  (See section describing the processing of an Inventory Adjustment).  This process must be performed to implement the ADVANTAGE inventory module and/or to record items not previously stocked in the warehouse regardless of acquisition method.

When setting up stock items that will be ordered/shipped between warehouses, it is very important that the unit of issue for individual stock items at all warehouses in this type transaction are the same.  If the unit of issue at warehouses are different for the same stock item, then it will be difficult to determine proper pricing and quantity on hand inventory movements.  All stock items in all warehouses are to use the eleven (11) digit commodity code and must also include a three (3) digit suffix.  If the suffix is not included, the requisition for replacement stock cannot be created in Procurement Desktop.  

1. The user will generate new stock records in ADVANTAGE through the Inventory Inquiry Tables (INV2 and INV3 tables).

2. The Warehouse must be established in WHS2.

3. Go to the INV3 table.  If the table is opened with data, select the clear screen function from the menu.

4. The following fields are required to Add a record to INV3:

A. Warehouse is required and must be valid on WHS2.  Enter the warehouse where a stock item is stored.

B. Stock Item is required.  Enter the code identifying the stock item.(code validated from commodity code table)

C. Primary Bin is required but will not be validated.  Enter the location of the stock item in the warehouse.

D. Issue Unit is required and must be valid on the UNIT table.  Enter the unit of measure used for inventory and issue.

E. Purchase Unit is required and must be valid on the UNIT Table.  Enter the unit of measure used for purchasing the item.

F. Multiplier is required.  Enter the multiplying factory by which unit of purchase is greater than the unit of issue.  If units are equal, enter 1.

G. Smaller Unit is required.  Select the smaller unit, Issue or Purchasing.

H. Item is parent. Default is cleared [N]. Select [Y] to indicate that the items is a parent item.

I. Active Stock Item. Default is selected [Y]. Select [Y] to indicate that the stock item is active.

J. Mark for future deletion. Default is cleared [N]. Select [Y] of future deletion is desired.

K. Maximum issue. Defaults to 0. Enter the largest order quantity of the stock item issued. If you leave the entry at 0, then a quantity of 0 items will be issued.  The field accepts a maximum value of 9,999,999,999.

L. Minimum issue. Defaults to 0. Enter the smallest order quantity of the stock item issued.

M. Quantity per issue. Defaults to 0.000. Enter the number of units being issued, up to three decimal places.

N. ABC Class is required and is validated on the ABCP table.  Enter the classification of the stock item for inventory management.

O. Percent Surcharge is required if Price method is Percentage Surcharge (P) or Percentage Price with no Surcharge (C).   Enter the percentage multiplied by unit cost to determine issue price.

P. Price Method, select one from drop down menu.  If the Revenue Warehouse flag on the WHS2 is not selected (indicating an Expenditure Warehouse) it will set Fixed Surcharge as the price method. 

5. Add the record by selecting Modify, Add.  The record should be added.

6. Review the following tables to ensure the item has been added, quantity and price will be updated by the Inventory Adjustment (IA) document or Inventory Purchase Document (IP):

A. INVN.  The Issue Unit, ABC Class, Smaller Unit, Purchase Unit, Multiplier, Unit Cost fields on the Inventory Details Panel will be updated.  The Primary Bin Field will be updated on the Bin Details Panel.

B. INVI.  The Stock Number, Warehouse and Description Fields will be updated.

C. INV2.  The Stock Number, Warehouse and Primary Bin Fields will be updated.

7. Go to the INV2 Table.  Enter Warehouse Code and Stock Item Number.

A. Select Reorder Information Tab.

B. Required Lead Time.  The average number of days between entering a requisition and processing a purchase order.

C. Order up to quantity.  Enter the maximum quantity of the stock item that you want to store.

D. Manual Reorder.  Check this box if the stock item is for Manual Reorder.  Note:  Should be set the same as the ABCP Classification Table.

E. Vendor Lead Time.  Enter the number of days in which delivery can be expected once the order has been sent to the vendor.

F. Safety Stock Factor.  Enter the quantity of material to be kept in reserve in case of emergency.

G. Reorder Level.  Enter the level of stock quantity on hand when you should place an order for more material.

H. Reorder Quantity.  Enter the quantity of the stock item that you should order.

I. Select Modify, Change.  Message should read all lines have been changed.

J. Check Users reference for more information on fields for INV2.

Business Process:  Setting up the ABC Classification Parameter Table

2.2 Description:

This process refers to establishing ABC Classification Codes. The ABCP table is used to set management parameters (e.g. forecast methods, order quantity method) for stock items with similar management needs. The ABC codes are used to group these items.

ABC Classification Parameter (ABCP) Table

1. Each agency user will set up ABC classification codes in ADVANTAGE on the ABC Classification Parameter (ABCP) table.

2. The user must know his 3-character agency code number.

3. Go to the ABC Parameters Table.  The table should be displayed without data. If data is present, select the Clear Screen function if you are adding a new record.

4. The following fields are required on the ABCP table.

A. Agency is required.  Enter the agency that is managing this stock group.

B. ABC Classification is required.  Enter a unique code for the logical grouping as defined by inventory management.

C. Description is required.  Enter up to 20 characters of text describing the ABC classification code being established.

D. Safety Stock Factor is required.  Enter a number equal to or greater than zero.  This factor is the level at which you must place an order to avoid stock outs.  

E. Forecast Method radio buttons.  Select the method that best suits your forecasting needs.  This defaults to Seasonal, which would be used for stock not used year round, such as rock salt, fertilizer, seeds, etc.  Non-seasonal/Regular would be used for stock used year round, such as office supplies, household & kitchen supplies, food, etc.  Manual Setting would be used in the event the user wishes to forecast usage for periods other than 12 months.

F. Number of Months is required if Manual Setting is selected for Forecast Method.  Enter the number of months to use for calculations in forecasting.

G. Order Quantity Method radio buttons.  EOQ selection directs the order to be placed for the most economic quantity.  The Order up to selection directs the system to order up to the amount specified on the Inventory Inquiry table (INV2) on the Reorder Panel.  The Manual selection allows the user to perform their own calculations.

H. Lead Time Adjustment.  Enter the number of days added to the purchasing lead time.  This entry is used to compute reorder levels and amounts.

I. EOQ Order Cost is required if the Order Quantity method is EOQ.  Enter the cost of placing an order for this item.

J. EOQ Carry Percentage is required if the Order Quantity method is EOQ.  Enter the percentage carrying cost for this commodity.

5. Upon completion, select Modify, Add from the menu.  If all required, valid data has been entered, the line will be added.

Business Process:  Inventory – Setting up and Adding Codes to the Adjustment Code Table

2.3 Description:

The Adjustment Code table (ADJC) provides a list of valid adjustment codes with descriptions to define the reason for the adjustments to inventory.  For each adjustment code, there is an object code to which the accounting entries are posted.  This table will be maintained by The Finance and Administration Cabinet.  In the event an agency requires a unique code, they may request establishment through Finance.

The default code used by the inventory freeze program must have an entry in this table.  For more information on the inventory freeze program, see the System Administration Guide.

1. The following describes the steps taken to establish a return code by Finance. 

2. Go to the Adjustment Code table (ADJC).  If the table is displayed with data, select the clear window option from the menu.

3. The following fields are required in completing an entry to the ADJC:

A. Code is required.  Enter the unique code.

B. Description is required.  Enter the description that best describes the reason for the inventory adjustment.

C. Object is required.  Enter the valid object code to which the accounting entries associated with the adjustment are to post.  Valid values may be found in the Object Index (OVJT).

4. Select Modify, Add from the menu to add the new code.

5. The following codes will be statewide:

Code

Description



Object

MIS
C

See reason in comments

E308

PHYINV

Physical Inventory Adjustment

E308

EXPIRE

Expired prior to use


E308

DAMAGE

Damaged item – unusable

E308

QTY

Increase/Decrease Quantity

E308

PRICE

Increase/Decrease Price

E308

Not yet approved

3 Business Process:  Inventory  -  Setting Up and Adding to the Return Code Table

3.1 Description:

This process describes setting up the Return Code Table (RETC) which is used to interpret the reason stock is returned to the warehouse.  This table will be maintained by The Finance and Administration Cabinet.  In the event an Agency has need of a unique return code, they are to contact Finance to have the code established.

The following describes the steps taken to establish a return code by Finance.

1. Go to the Return Code Table (RETC) in Advantage.  If the table is opened with data, select the Clear Window option from the menu.

2. The following are required fields when setting up or adding a new code:

A. Return Code is required.  Enter a unique code to define the reason for the return.

B. Description is required.  Enter the description that describes the new code.

3. Select Modify, Add to add the new record.

4. The following codes will be statewide:

Code

Description

DAMAGE

Damaged item – unusable

EXPIRE

Expired item prior to use

MISC

See reason in comments

ITEM

Incorrect item ordered

FILL

Incorrect item shipped

QTY

Incorrect quantity shipped
Not yet approved

Business Process – Pick and Issue or Over the Counter Item in a Storage Facility

Process Overview

See following flowchart
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Figure 1. Pick and Issue or Over the Counter Item in a Storage Facility

3.2 Description

This process describes methods used for issuing goods from storage facilities. One method is an over the counter request which is utilized when the customer arrives at the facility to place the order as well as pick up the requested items.   All accounting transactions are effected by this document.   Items must be in stock in order to utilize this method.  A stock requisition may be submitted to the storage facility in the event that immediate delivery is not required and must be utilized in order to reserve requested items that are not currently in stock if the designated warehouse accepts back orders.   This information is found on the Warehouse Management (WHS2) table. Upon receipt of the Stock Requisition document (SR) in the storage facility, a Pick and Issue document is issued to generate pick tickets and Issue Confirmation documents to effect the physical issuance of stock and post the necessary accounting transactions. 

Stock Requisitions (SR)

1. The SRP is initiated by the buying entity through ADVANTAGE or PD

2. The buyer will need to know the following information:

A. Stock item number(s) and warehouse identifiers found on the INVN table in the ADVANTAGE Inventory module.

B. Fiscal information for the buying entity.(fund account information)

3. In ADVANTAGE or PD the buyer will go to the SR document entry screen. (See ADVANTAGE Desktop Getting Started Guide for further explanation of Batch/Document entry screen.) 

A. Enter the Document ID in the appropriate fields.  This field will contain a three-character agency code number, which the buyer will enter with his agency code. The document number will be system generated.  This screen may also be used to open or scan for an existing document as well as create a new document.  The system defaults to new document.   

B. A blank SR document will be displayed.  The following fields are required and must be entered on documents. 

1. Date of Record will default to current date if not entered.  Enter the effective date (mm/dd/yy) of the document if other than current date.

2. Accounting Period will default based on either current date or date entered in Date of Record.

3. Budget FY defaulted to current fiscal year.

4. Radio Buttons: New (default), Modification, and Cancellation.  

5. Warehouse is required and refers to “seller”.  Validate by selecting “Help”, “Find Code” from drop down menu.

6. Requesting Org is a required field, select “Help”, “Find Code” Function for valid values.

7. Ship Whole Radio buttons:  Yes, No, No change.  Select one.

8. Delivery Date is required.  Enter the future date when buyer must receive the order.

9. Delivery Building and Room is a required field. 

10. Phone Number is a required field.   Enter the phone number of requesting person.

11. Requested By is a required field.  Enter the name of the person to whom questions should be addressed regarding the order. 

Accounting Details Tab 

12. Line Number is required.

13. Fund is required.

14. Agency is required.

15. Organization is required.

16. Appropriation Unit is required.

17. Activity is required.

18. Function is required.

19. Object is required.

Commodity Details Tab

20. Line Number is required.

21. Stock Item Number (see Inventory Inquiry INVN).

22. Requested Quantity is required.

23. Def/Inc/Dec Radio Button:  (Def = default, Dec = decrease, Inc = Increase) On a new transaction, select default.  Increase or Decrease buttons reflect a change in quantity ordered when processing a modification.

24. Reference Accounting Line, required, enter line number from Accounting Detail Tab.

C. Process Edit – Correct Errors

D. Process - Run.

E. Verify the Inventory Tables Updates.

1. Inventory inquiry (INVN) Stores information about each stock item stored at each warehouse.  A record is added to this window each time a new stock item is accepted.  It is updated when document processors and other offline processes are accepted.

2. Issue Queue Inquiry (ISSQ).   Provides in-process information about all stock requisitions associated with the warehouse entered on the header line.  Lines are added to this screen when Stock Requisition (SR) documents are accepted.

3. Open Stock Requisition (OSRH).  Displays information from the header portion of all open and some recently closed Stock Requisition (SR).  A record is added for each Stock Requisition (SR).

4. Open Stock Requisition Account Line Inquiry (OSRL).  Displays all outstanding and some recently closed Stock Requisition (SR) accounting lines.  A record is added to this screen for each accounting line of an accepted Stock Requisition (SR).  

5. Open Stock Requisition Line Inquiry (OSRC).  Stores information about each item line of all open and some recently closed Stock Requisition (SR).  A record is added to this table for each line of an accepted Stock Requisition (SR).

6. Ledger (LDGR).  The accepted Stock Requisition (SR) will post the following ledger accounts for the buying entity:

a. Debit Pre-encumbrance, Account type 20

b. Credit Reserve for Pre-encumbrance, Account Type 03  

Pick and Issue (PI)

The Pick and Issues (PI) document prints pick tickets based on Stock Requisition (SR) documents and generates associated Stock Issue Confirmation (CI) documents.  It has no accounting effects. The Warehouse submits the program Inventory Pick and Issue Order that prints pick tickets for selected Stock Requisitions (SR) for the specified warehouse.

1. Go to Pick and Issue (PI) Batch/Document Entry Screen.

2. Enter the Document ID in the appropriate fields.  This field will contain a three character agency code number which the buyer will enter with his agency code. The document number will be system generated.  This screen may also be used to open or scan for an existing document as well as create a new document.  The system defaults to new document.

3. A blank PI document will be displayed.  The following fields are required and must be entered on documents.

A. Date of Record will default to current date if not entered.  Enter the effective date (mm/dd/yy) of the document if other than current date.

B. Warehouse Number is required.

Action Options

C. Select option.

Print Options

D. Select option.  If Specific Stock Requisition number is selected, the SR number is required.  If Specific Delivery Date is selected, the delivery date is required.

4. Process and run the PI.

5. Verify the PI updates.  Go to the following:

A. INVN.  As the Pick and Issue (PI) transactions are accepted, INVN is updated for each item line of an SR that has been picked by the PI processor.  The reserved quantity field is decreased and the released quantity is increased by the reserved quantity field on the OSRC table.  

B. ISSQ.  As PI documents are accepted the Confirmation ID and Pick Date fields of the corresponding records in ISSQ are updated.  

C. OSRC.  The accepted PI document reverses entry to Reserved Quantity field effected by accepted SR document and records the entry in the Released Quantity field.

D. OSRH.  The accepted PI document reverses entry to Reserved field and records the entry to the Released field on the Status Panel on this table.

E. OSRI.  The accepted PI creates updates the Released Quantity field on this table to reflect the quantity to be issued by the warehouse.

Stock Issue Confirmation (CI) 

The Stock Issue Confirmation (CI) document recognizes that requisitioned items were removed from inventory and released to the requestor.  It reverses the pre-encumbrance established by the Stock Requisition (SR) document.   It records the expenditure for the buyer and a revenue/expense credit for the seller. It also closes the SR and removes it from the OSRH table.

1. The generated CI’s can be found on the Suspense File (SUSF) with a “hold” status.

2. Go to SUSF, enter CI in the Document ID field in the header, “Browse Data” to locate the CI’s.

3. Open, review and run each CI.  Unless the quantity issued is less than the quantity requested, no changes to the CI will be necessary as the information on the SRP will be imported to the CI.  If the quantity issued is less than requested additional CI’s can be run until the SR is closed and removed from the OSRH table.

4. Verify the CI updates.  Go to the following:

A. INVN.  This table is updated for each item line of an Issue Confirmation (CI) that is accepted by the system.  The Last Issued Date field will reflect the Date of Record field on the accepted CI document and the On Hand Quantity and Released Quantity will be decreased by the quantity issued.  The issue quantity on the INV2 table will also be updated by the accepted CI.

B. ISSQ.  When a CI is accepted by the system the corresponding SR record is deleted from the ISSQ table.

C. OSRI.  The accepted CI updates the Issue Date and Issue Quantity fields on this table to reflect those of the CI.  The amount field is inferred from the INV3, but may be overridden by the amount recorded on the accepted CI.

D. OSRH.  When each CI is accepted against a requisition (in the event of back orders there will be more than one CI generated by the system), the Number of Issues field is incremented by one. The Date status will reflect the Date of Record from the most recently processed CI.   As item lines are closed on the original SR, the Closed Amount and Closed Item Line fields are updated.  When the final CI is issued and accepted, the Closed Date field on this table will reflect the Date of Record from the final CI.

E. OSRC.  The accepted CI reverses the entry to the Released field and records the quantity in the Issued Quantity field.

F. OSRL.  The accepted CI updates the Closed Amount field to reflect the sum of all the item lines that reference a particular accounting line.

G. LDGR.  The  accepted CI will record the following transaction to the LDGR table:
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Seller - Expense (COGS) (24)



CR

Seller - Inventory (01)



If the Internal Cash Voucher Option is Yes [Y] on System Control Options (SOPT):

DR

Seller Cash (01)



CR

Buyer Cash (01)



If the Internal Cash Voucher Option is No [N] on System Control Options (SOPT):

DR

Due from Fund (01)



CR

Due to Fund (01)
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2.  Expenditure Warehouse

Buyer

DR
Expense/Expenditure (22)





CR
Cash (01)


Seller

DR
COGS (24)






CR
Inventory (01)


DR
Cash (01)







CR
Expense/Expenditure (22)

To charge revenue at the time of issuance, the Inventory Officer will have to check the Revenue Warehouse Flag on the Warehouse (WHS2) table.  Otherwise, the system will default to charge expense.

Over the Counter (OC)  

The Over the Counter (OC) document allows the user to directly take an item from an On Hand status to an Issued status, bypassing the Pick and Issue (PI) and Issue Confirmation (CI) steps.  Avoiding these two steps is possible because it is assumed that when using the OC, the user is placing the order and picking up goods at the same time.  In addition, Over the Counter Generation (OCGN) gives the user the capability of generating OC’s with a minimal number of keystrokes.  Documents can be added, changed, or deleted using this table. 

1. The OC is initiated by the selling entity through ADVANTAGE. 

2. The seller will need to know the following information:

A. Stock item number(s) and warehouse identifiers found on the INVN table in the ADVANTAGE Inventory Module.

B. Fiscal information for the buying entity. (account date, fund strip) 

3. In ADVANTAGE the seller will go to the OC document entry screen. (See ADVANTAGE Desktop Getting Started Guide for further explanation of Batch/Document entry screen.) 

A. Enter the Document ID in the appropriate fields.  This field will contain a three-character agency code number, which the buyer will enter with his agency code. The document number will be system generated.  This screen may also be used to open or scan for an existing document as well as create a new document.  The system defaults to new document.

B. A blank OC document will be displayed. The following fields are required and must be entered on documents:

1. 1, Date of Record will default to current date if not entered.  Enter the effective date (mm/dd/yy) of the document if other than current date.  Date cannot be a future date.

2. Accounting Period is inferred from the Date of Record.  If this transaction is to be recorded in another open accounting period, enter the desired accounting period using fiscal months and fiscal years.  Future accounting periods may not be entered.

3. Budget FY defaulted to current fiscal year.  Prior budget years may be entered, future years may not.

4. Radio Buttons: New (default), Modification, and Cancellation.

5. Warehouse is required and refers to “seller”.  Validate by selecting “Help”, “Find Code” from drop down menu.

6. Requesting Org is a required field, select “Help”, “Find Code” Function for valid values.

7. Requested By is a required field.  Enter the name of the person to whom questions should be addressed regarding the order.
Accounting Details Tab 

8. Line Number is required.

9. Fund is required.

10. Agency is required.

11. Organization is required.

12. Appropriation Unit is required.

13. Activity is required.

14. Function is required.

15. Object is required.

Commodity Details Tab

16. Line Number is required.

17. Stock Item Number (see Inventory Inquiry INVN) is required.

18. Requested Quantity is required.

19. Def/Inc/Dec Radio Button: on a new transaction, select default.  Increase or Decrease buttons reflect a change in quantity ordered when processing a modification.

20. Reference Accounting Line, required.  Enter line number from Accounting Detail Tab.

4. Approve and Process the OC document.

5. Verify the Inventory Tables Updates.

A. Inventory inquiry (INVN) Stores information about each stock item stored at each warehouse. This table is updated each time an OC is processed and run.  It is updated when document processors and other offline processes are accepted.

B. Open Stock Requisition Header Inquiry (OSRH).  Displays information from the header portion of accepted OCs.   A record is added for each Over the Counter (OC) accepted by the system.  The Closed Amount field is updated as OC documents are accepted.

C. Open Stock Requisition Account Line Inquiry (OSRL).  Displays all outstanding and some recently closed stock requisition accounting lines.  Information about each buyer’s accounting distribution associated with the OC documents appear on this table.  A record is added to this screen for each accounting line of an accepted OC.  The Closed Amount field is updated when OC documents are accepted.  

D. Open Stock Requisition Line Inquiry (OSRC).  Stores information about each item line of all open and some recently closed OCs.  A record is added to this table for each line of an accepted OC.

E. Ledger (LDGR).  The accepted Over the Counter (OC) document will post the following ledger accounts: 

1. Revenue Warehouse

 Posting Over the Counter (OC) Documents to Ledgers:
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 A.  Buyer Fund = Seller Fund:



DR

Buyer Expense-Expenditure (22)




CR

Seller Revenue (31)



DR

Seller Expense (COGS) (24)




CR

Inventory (01)


B.  Buyer Fund ( Seller Fund:

DR

Buyer Expense-Expenditure (22)



CR

Seller Revenue (31)

DR

Seller Expense (COGS) (24)



CR

Inventory (01)

If the Internal Cash Voucher Option is Yes [Y] on System Control Options (SOPT):

DR

Seller Cash (01)



CR

Buyer Cash (01)

If the Internal Cash Voucher Option is No [N] on System Control Options (SOPT):

DR

Due from Fund (01)



CR

Due to Fund (01)


2. Expenditure Warehouse

 Buyer

DR
Expense/Expenditure (22)





CR
Cash (01)


Seller

DR
COGS (24)






CR
Inventory (01)


DR
Cash (01)







CR
Expense/Expenditure (22)

To charge revenue at the time of issuance, the Inventory Officer will have to check the Revenue Warehouse Flag on the Warehouse (WHS2) table.  Otherwise, the system will default to charge expense.

Stock Returns (SN)  

The Stock Return (SN) document allows the user to return previously issued items to the inventory of the issuing warehouse regardless of how the original issuance took place (SR, PI and CI or OC).  This action reverses all transactions created by the original requisition document.

1. The original buying entity will initiate the Stock Return (SN) in ADVANTAGE. 

2. Prior to creating a SN, confirm that the Stock Requisition, Pick and Issue and Issue Confirmation chain has been processed or that the Over the Counter Stock Requisition (OC) document has been processed. The OSRI table will reflect this information or the user may consult SUSF and check the status of the requisitions.

3. Confirm that the appropriate return codes have been defined in the Return Code (RETC) table.

4. Go to the SN document entry screen (See ADVANTAGE Desktop Getting Started Guide for further instruction.)

A. Enter the Document ID in the appropriate fields.  This field will contain a three character agency code field which the buyer (returning entity) will enter his agency code.  The document number will be system generated.  This screen may also be used to open or scan for existing documents as well as create a new document.  The system automatically defaults to new document.

B. A blank SN document will be displayed.  The following fields are required and must be entered:

1. Date of Record will default to current date if not entered.  Enter the effective date if other than the current date.  (mm/dd/yy).

2. Accounting Period is inferred from the Date of Record. 

3. Budget FY defaulted to current fiscal year.

4. New, Modification, Cancellation radio buttons.  Defaults to New.

5. Reference Transaction ID refers to the original requisition number.  While it is not a required field, completing this field with the appropriate requisition number (SR or OC) will infer information from that document. (Warehouse, Returning Organization, Accounting elements)  

6. Warehouse is required.  Input the warehouse code where the goods are to be returned.  If the Reference Transaction ID is properly coded, this information will be inferred from the requisition document.

7. Returning Organization is required.  Enter the organization within the returning Agency.  Valid values are on ORGN. If the Reference Transaction ID is properly coded, this information will be inferred from the requisition document.

8. Return Code is required.  Enter the code that describes the reason for return.  Locate valid values on RETC table.

9. Returned by.  Enter the name of the person who is returning the items.

Accounting Detail Tab 

1. Line is required.  Enter the line number. If the Reference Transaction ID is properly coded, this information will be inferred from the requisition document.

2. Fund is required.  Enter a valid Fund (see FUND table valid value). If the Reference Transaction ID is properly coded, this information will be inferred from the requisition document.

3. Agency is required.  Enter the Agency originally charged.  See  AGCY or FAGY. If the Reference Transaction ID is properly coded, this information will be inferred from the requisition document.

4. Organization is required. If the Reference Transaction ID is properly coded, this information will be inferred from the requisition document.

5. Appropriation is required.  Enter the Program Budget Unit that is to receive credit for the return. If the Reference Transaction ID is properly coded, this information will be inferred from the requisition document.

6. Object is required.  Enter the code that best describes the item to be returned. If the Reference Transaction ID is properly coded, this information will be inferred from the requisition document.

Commodity Details Tab  

7. Line is Required.  Enter the line item number associated with this item.

8. Stock Item Number is required.  Enter the stock item code that identifies the item(s) to be returned. 

9. Returned Quantity is required.    Enter the number of items to be returned to stock.

10. Def/Inc/Dec radio buttons.  This defaults to default on a new document, the increase and decrease options are to be used on modifications to reflect a change in the number returned.

5. Approve and process the SN document.

6. Verify the following inventory tables:

A. Inventory inquiry (INVN) Is updated for each item line of an SN transaction that is accepted into the system.  The On Hand Quantity is increased by the item line Returned Quantity.  The history field of INV2 corresponding to the month in the transaction Date is decreased by the Returned Quantity.

B. Open SR Issue Inquiry (OSRI).  When a Stock Return (SN) is accepted in to system, a complete OSRI record is created detailing the return.

C. Open Stock Requisition (OSRH).   A record is added for each Stock Return accepted into the system.

D. Open Stock Requisition Account Line Inquiry (OSRL).  A record is added to this screen for each accounting line of an accepted Stock Return (SN).  

E. Open Stock Requisition Line Inquiry (OSRC).  When a Stock Return is accepted into the system, the Issued quantity on the OSRC is decreased by the Return Quantity of the Stock Return item line.

F. Ledger (LDGR).  The SN will post the following ledger entries:

1. Revenue Warehouse

 Posting Stock Returns Documents to Ledgers:


A. Buyer Fund = Seller Fund:

DR

Seller Revenue (31)




CR

Buyer Expense-Expenditure (22)



DR

Inventory (01)





CR

Seller Expense (COGS) (24)


B. Buyer Fund ( Seller Fund:

DR

Seller Revenue (31)

CR

Buyer Expense-Expenditure (22)


DR

Inventory (01)




CR

Seller Expense (COGS) (24)

If the Internal Cash Voucher Option is Yes [Y] on System Control Options (SOPT):


DR

Buyer Cash (01)

CR

Seller Cash (01)

If the Internal Cash Voucher Option is No [N] on System Control Options (SOPT):


DR

Due to Fund (01)

CR

Due from Fund (01)


2.  Expenditure Warehouse

 Buyer

DR
Cash (01)


CR
Expense/Expenditure (22)


Seller


DR
Inventory (01)
CR
COGS (24)





DR
Expense/Expenditure (22)

CR
Cash (01)




3.3 Key Actors

The following is the key actor for this process:

· Warehouse Manager (046IFA)

· Fiscal Officer/Manager (017RVR)

3.4 Summary of Key Policy and Procedure Changes for the Process

A statewide inventory system does not exist today.  Therefore, new policies and procedures should be developed for the Commonwealth, including:

· Implementation of average costing for inventory items.

· There is an opportunity for agencies to choose to post either revenue or expenditure on issuance of stock items out of inventory (Refer to Mod # INV-030).  Agencies that mark up inventory from average cost must recognize revenue.  This may affect those entities by requiring a revenue budget.

· There is only one storage facility per fund if crediting an expense.

· Back orders are not permitted for Over the Counter requests.

· The Stock Item Numbers have to be converted to NIGP commodity code plus suffix.

· The NIGP-unit of measure should be recorded in the system.

· Internal orders from inventory can be done through PD Web if inventory is an electronic catalog.

Inventory – Stock Transfer Between Storage Facility

3.5 Business Process – Stock Transfer Between Storage Facilities

Process Overview


Figure 2. Stock Transfer Between Storage Facilities

3.6 Description

This process describes the transfer of goods between storage facilities.  This process requires the issuing warehouse to process a Stock Transfer Issue (TI) Document and the receiving warehouse to process a Stock Transfer Receipt (TR) document upon receipt of goods.  These transactions must equal in quantity and will be identified by the same transaction number.  The TI will update various inventory tables, but will not generate accounting entries.  These entries will be generated upon system acceptance of the corresponding TR document, which will be created by the receiver.

Stock Transfer Issue (TI)

1. Is initiated by the issuing warehouse in ADVANTAGE.

2. Both issuing and receiving warehouses must be defined in the Inventory 3 of 3 (INV3) table.

3. The stock item(s) to be transferred must be defined in each warehouse on INV3.

4. In ADVANTAGE the issuing entity will go to the TI document entry screen.  (See ADVANTAGE Desktop Getting Started Guide for further explanation of Batch/Document entry screen.)

A. Enter the Document ID in the appropriate fields.  This field will contain a three-character agency code number which the issuing entity will enter his agency code.  The document number will be system generated.  This screen may also be used to open or scan for existing documents as well as create new ones.  The system defaults to new document.

B. A blank TI will be displayed.  The following are required fields and must be entered:

1. Date of Record will default to the current date.  If the date is other than current date (future dates may not be entered) enter the date in the following format – mm/dd/yy.

2. New/Modification/Cancel radio button.  These buttons indicate whether the transaction is a new document, modification to an existing TI or cancellation of existing TI.  It defaults to new.

3. Issuing Warehouse is required and must be defined to the system in the appropriate tables.

4. Receiving Warehouse is required and must be defined to the system in the appropriate tables.

5. Issuing Date is required.  Enter the current date or a past date when the transfer was effected.

6. Delivery Date is required.  Enter the future date when delivery of item(s) will be made.

7. Issued by is required.  Enter the name of the person responsible for issuing the transfer.

8. Line is required.  Enter the item line number associated with this item.

9. Stock Item Number is required.  Enter the stock item code that identifies the item transferred.  This code must be valid on the INVN table and may not be a “parent item” on INV3.

10. Transfer Quantity is required.  Enter how many of the item(s) are being transferred.

11. Def/Inc/Dec radio buttons.  This defaults to default.  Increase and Decrease buttons refer to changes made to the quantity transferred on the original TI and is used on a modification transaction.

5. Process and approve the TI.

6. Verify the following Inventory Table updates:

A. Inventory Inquiry 1 of 3 (INVN) is updated with the issuing warehouse for each item line of an accepted TI.  The In Transfer quantity field is increased by the quantity issued/transferred by the accepted TI.  The Available field is decreased by that quantity.  The Date of Record will update the Last Transfer field on the Date Panel of the INVN table.

B. Open Stock Transfer Receipt Header Inquiry (OTRH) table is updated by an accepted TI.  A record is created in this table with information from the header portion of the TI.

C. Open Stock Transfer Receipt Line Inquiry (OTRL) table is updated by an accepted TI.  A record is created in this table for each item line of the transaction.

Stock Transfer Receipt (TR)

1. Is initiated by the receiving warehouse in ADVANTAGE.

2. Both issuing and receiving warehouses must be defined in the Inventory 3 of 3 (INV3) table.

3. A TI document must have been completed by the issuing warehouse and accepted by the system.

4. In ADVANTAGE the issuing entity will go to the TR document entry screen.  (See ADVANTAGE Desktop Getting Started Guide for further explanation of Batch/Document entry screen.)

A. Enter the Document ID in the appropriate fields.  This field will contain a three-character agency code number where the receiving entity will enter his agency code.  The document number must be the same as the TI document.  This screen may also be used to open or scan for existing documents as well to create new ones.  The system defaults to new document.

B. A blank TR will be displayed.  The following are required fields and must be entered:

1. Date of Record will default to the current date.  If the date is other than current date (future dates may not be entered) enter the date in the following format – mm/dd/yy.

2. New/Modification/Cancel radio button.  These buttons indicate whether the transaction is a new document, modification to an existing TR or cancellation of existing TR.  It defaults to new.

3. Received by is required.   Enter the name of the person responsible for the receipt of the transfer.

4. Received Date is required.  Enter the date when the transfer was received.

5. All Quantity OK radio buttons.  This field defaults to default button.  Select Yes if the entire transfer was received and the quantity received is equal to the quantity issued for every stock item. If the RE and TI are not exactly equal, the TR will need to be modified.  The TI and TR must be equal.  You can modify the TI or cancel the TI and TR and start over.

6. Def/Inc/Dec radio buttons.  This defaults to default.  Increase and Decrease buttons refer to changes made to the quantity transferred on the original TR and is used on a modification transaction.

7. Process and approve the TR.

8. Verify the following Inventory Table updates:

A. Inventory Inquiry 1 of 3 (INVN) is updated each item line of an accepted TR.  The issuing warehouse will reflect decreases to the In Transfer quantity and the On Hand fields in the amount of the actual quantity received by the accepted TR. The Extended Cost field is decreased by the cost of these items.  The receiving warehouse’s inventory record will reflect increases to the On Hand and Extended Cost fields by the accepted TR.  If the two warehouses had two different unit prices before the transfer, the unit price of the receiving warehouse after the receipt will differ from the unit price before the receipt.

B.  Open Stock Transfer Receipt Header Inquiry (OTRH) table is updated by an accepted TR. The Received By, Receipt Date, and Comment fields are updated as well as the Closing Date and Number of Closed Items. 

C. Open Stock Transfer Receipt Line Inquiry (OTRL) table is updated by an accepted TR.  For each item line received, the received quantity is updated on this table.

D. Ledger (LDGR).  The following entries are posted by an accepted TR.


The following accounting entries are posted when a Stock Transfer Receipt (TR) is processed using the Purchase Method:


1. Issuing Storage facility Fund  ( Receiving Storage facility Fund

DR

Expenditure-Receipt (23)


CR

Expenditure-Issue (23)


Issuing Storage facility Fund  ( Receiving Storage facility Fund

DR

Expenditure-Receipt (23)



CR

Expenditure-Issue (23)


DR

Issue Storage facility Cash (01)



CR

Receiving Storage facility Cash (01)

4 Business Process – Inventory Adjustments

Process Overview


Figure 3. Inventory Adjustments

4.1 Description

This process refers to an inventory adjustment and an alternate method for stock transfers from a storage facility.  Items that have been transferred, lost, stolen, or have become obsolete can be written off the books to update the inventory count.  Likewise, donated or found goods may be added to the inventory count.  This also allows the warehouse staff to make necessary adjustments to unit cost.     

Inventory Adjustments (IA)

1. The Inventory Adjustment (IA) document is initiated by the Warehouse in ADVANTAGE.

2. The user will need to know the following information:

A. The stock item number of the item being added, deleted or adjusted.  If adding an item that has not previously existed in the warehouse, the stock item number must be set up in the INV3 table.

B. The adjusted unit cost in the event the adjustment effects cost.

C. The Adjustment Code which best describes the action to be taken.  This code must be defined on the  Adjustment Code (ADJC) table.

D. The Warehouse Code found on the Warehouse Management (WHS2) Table.

3. In Advantage, the user will Go To an Inventory Adjustment Document entry screen.  (See ADVANTAGE Desktop Getting Started Guide for further explanation of the Batch/Entry screen.)

A. Enter the Document ID in the appropriate fields.  This field will contain a three-character agency code number, which the buyer will enter with his agency code. The document number will be system generated.  This screen may also be used to open or scan for an existing document as well as create a new document.  The system defaults to new document.   

B. A blank IA document will be displayed.  The following fields are required and must be entered on documents:

1. Date of Record will default to current date if not entered.  Enter the effective date (mm/dd/yy) of the document if other than current date.  You cannot enter a future date.

2. Accounting Period will default based on either current date or date entered in Date of Record.  You cannot enter a future period.

3. Budget FY defaulted to current fiscal year.  You may enter to an open prior budget fiscal year but cannot enter a future budget fiscal year,

4. Radio Buttons:  New (default) or Modification.  New, indicates a new document, Modification indicates that transaction is modifying a previously entered IA.

5. Warehouse is required.  Enter the Warehouse Code requesting the inventory adjustment.

Adjust Panel 

6. Stock Item number is required.  Enter a stock number to identify the item within the warehouse requiring the adjustment.

7. Adjustment Code is required.  Enter the code that best describes the reason for adjustment.  This code may be located on ADJC.

8. Quantity on Hand is required if  the transaction adjusts the quantity.  It is not required for unit cost adjustments.  When adjusting, enter the number of units added to or subtracted from the on-hand quantity of the stock item.  If decreasing the quantity, amount cannot exceed the number reflected in the On Hand Quantity on the INVN table.  The quantity and value cannot both be adjusted on the same IA.

9. Def/Inc/Dec radio buttons.  If no selection is made, it will default.  Select Inc to increase quantity to the on-hand quantity.  Select dec to subtract from the on-hand quantity.

10. Value per Unit is required if the transaction is adjusting the unit cost.  Enter the amount up to three decimals that the unit cost is adjusted.  If decreasing the unit cost, amount cannot be greater than the current unit cost.

11. Def/Inc/Dec radio buttons.  If no selection is made, it will default.  Select Inc to add the amount to the unit cost of the stock item.  Select Dec to subtract the amount from the unit cost of the stock item.

4. Approve and process the IA document.

5. Verify the Inventory Updates:

A. INVN.  The INVN is updated for each line item of an accepted IA transaction.  If the quantity is entered on the transaction, the On-Hand Quantity is updated and the Extended Cost is changed by the Unit Price times the increase/decrease quantity. If the value per unit is entered on the transaction, the Extended Cost and Unit Price fields are updated.

B. LDGR.  The accepted IA will generate the following ledger entries:

1.  The following accounting entries occur when a decreasing Inventory Adjustment (IA) is processed:


Accounting Entries

Posting Inventory Adjustment (IA) Documents to Ledgers:

The following accounting entries occur when a decreasing Inventory Adjustment (IA) is processed:



DR

Seller Expense (COGS) (24)



CR

Inventory (01)


The following accounting entries occur for an increase in inventory:


DR

Inventory (01)



CR

Seller Expense (COGS) (24)


4.2 Key Actors

Key actors for this process are as follows:

· Warehouse Manager (046IFA)

· Fiscal Officer/Manager (017RVR)

4.3 Summary of Key Policy and Procedure Changes for the Process

A statewide inventory system does not exist today.  Therefore, new policies/procedures should be developed for the entire Commonwealth, including:

· Stock Replenishments that have not been acquired through Procurement Desktop (PD) (e.g. Procard, quickpay, etc.) will be entered into inventory through the processing of an Inventory Adjustment (IA) document.  

· An item may be initially set up with an Inventory Adjustment document (IA) prior to re-ordering the item via PD and ADVANTAGE integration.

For sales to the general public an Inventory Adjustment will be used to show the decrease in inventory.  A CR must be processed to record either the revenue or the credit to expenditure.

5 Business Procedure -  Physical Inventory Count

This process describes the physical count process of inventory items in a storage facility.  In Advantage, this involves three batch programs: the Physical Inventory Freeze, the Inventory Discrepancy Report and the Physical Inventory Reconciliation and Posting Offline Programs in addition to the actual physical count process.  In Advantage, the user may select to freeze and count all items in a select warehouse, those within a certain set of stock groups or within certain bin location ranges.  During the freeze and count process, items may be reserved for future issue, but can not be issued through the system.

1. Upon fixing the date for the count, the warehouse manager contacts the System Administrator and informs him of the following:

A. Date of the count.

B. Warehouse, stock items or consecutive bin numbers to be frozen for the count.

2. The System Administrator will freeze the selection and run the Inventory Freeze Report (INIF) and copy records selected for the count to the Physical Inventory Freeze table (INVF).  This report provides the following:

A. Date of the Physical Count

B. Storage facility

C. Stock number

D. Issue unit – Display only

E. Bin Location – Display only

F. Blank Field for Quantity (to be filled in as counted)

G. Blank Field for Adjustment Code

H. Description – Display only

3. The day(s) designated for the count, the warehouse staff will physically count all items previously selected and enter the actual number on hand in the Quantity field on the INIF report.  The individual counting these items will sign the report upon completion.

4. The warehouse manager will enter the actual count for each item involved in the count on the Physical Inventory Freeze (INVF) table.

5. The warehouse manager will request the Physical Inventory Discrepancy Report (IN70) be run.  This report discloses the difference between the actual physical count and the “quantity on hand” figure maintained by the system.

6. Upon receipt of this report, attempt should be made to reconcile the differences (e.g. recount of items out of balance, check for “paper requisitions” that have not been entered into system, etc.).

7. After reconciliation and the INVF is correct, the warehouse manager contacts the System Administrator, who will run the Inventory Reconciliation Posting program.  It will create the following table entries:

A. INVN – updates quantity on hand, value per unit, last date count and last count fields.

B. Posts entries to the General Ledgers adjusting for overages and shortages.

C. Deletes all processed records of the INVF.

6 ADDING ITEMS TO INVENTORY FROM A LOCAL PURCHASE

6.1 PROCESS OVERVIEW  

This process allows for the addition to items to inventory from purchases made that do not process through the Procurement Desktop procedures.  This transaction will add the item to inventory and perform the calculations to adjust the average cost for the stock item at that location. 

Inventory Purchase Document (IP)

1. The Inventory Purchase (IP) document is initiated by the Warehouse in ADVANTAGE.

2. The user will need to know the following information:

A. The stock item number of the item being added.  If adding an item that has not previously existed in the warehouse, the stock item number must be set up in the INV3 table.

B. The unit cost of the item.

C. The Adjustment Code which best describes the action to be taken.  This code must be defined on the  Adjustment Code (ADJC) table.

D. The Warehouse Code found on the Warehouse Management (WHS2) Table.

3. In Advantage, the user will Go To an Inventory Purchase Document entry screen.  (See ADVANTAGE Desktop Getting Started Guide for further explanation of the Batch/Entry screen.)

A. Enter the Document ID in the appropriate fields.  This field will contain a three-character agency code number, which the buyer will enter with his agency code. The document number will be system generated.  This screen may also be used to open or scan for an existing document as well as create a new document.  The system defaults to new document.   

B. A blank IP document will be displayed.  The following fields are required and must be entered on documents:

1. Date of Record will default to current date if not entered.  Enter the effective date (mm/dd/yy) of the document if other than current date.  You cannot enter a future date.

2. Accounting Period will default based on either current date or date entered in Date of Record.  You cannot enter a future period.

3. Budget FY defaulted to current fiscal year.  You may enter to an open prior budget fiscal year but cannot enter a future budget fiscal year,

4. Radio Buttons:  New (default) or Modification.  New, indicates a new document, Modification indicates that transaction is modifying a previously entered IA.

5. Warehouse is required.  Enter the Warehouse Code requesting the inventory adjustment.

6. Stock Item number is required.  Enter a stock number to identify the item within the warehouse requiring the adjustment.

7. Adjustment Code is required.  Enter the code that best describes the reason for adjustment.  This code may be located on ADJC.

8. Quantity on Hand is required 

9. Def/Inc/Dec radio buttons. Select Inc to increase quantity to the on-hand quantity.  

10. Value per Unit is required.

11. Approve and process the IP document.

12. Verify the Inventory Updates:

C. INVN.  The INVN is updated for each line item of an accepted IA transaction.  If the quantity is entered on the transaction, the On-Hand Quantity is updated and the Extended Cost is changed by the Unit Price times the increase/decrease quantity. If the value per unit is entered on the transaction, the Extended Cost and Unit Price fields are updated.

D. LDGR.  The accepted IA will generate the following ledger entries:

1.  The following accounting entries occur when a decreasing Inventory Adjustment (IA) is processed:


Accounting Entries

Posting Inventory Adjustment (IA) Documents to Ledgers:

The following accounting entries occur when a decreasing Inventory Adjustment (IA) is processed:



DR

Seller Expense (COGS) (24)



CR

Inventory (01)


The following accounting entries occur for an increase in inventory:


DR

Inventory (01)



CR

Seller Expense (COGS) (24)


6.2 Key Actors

Key actors for this process are as follows:

· Warehouse Manager (046IFA)

· Fiscal Officer/Manager (017RVR)

6.3 Key Policy and Procedure Changes identified for the Process

Two levels of approval will be required on the document before an item can be purchased locally and added to inventory.  The transaction does not interact with Procurement Desktop from an inventory update perspective; therefore, the item must be paid for through a direct disbursement similar to a PROCARD transaction.

7 ADDING ITEMS TO INVENTORY BY USING INVENTORY REPLENISHMENT

7.1 PROCESS OVERVIEW

This process allows the warehouse manager to use table IREP to replenish inventory.  This process identifies items for replenishment, creates requisitions in Advantage, and moves the requests for material directly to a purchase agent using PD to replenish the inventory.  The receiving process in PD will update the inventory and average cost of the stock item purchased.  This process also setups table UDEF with the employees name that updates table IREP in order to replenish stock.  In order for this process to work, the System Administrator will need to identify in the PROCUREMENT DESKTOP SYSTEM ADMINISTRATION OPTIONS, the buyer for requisitions created in Advantage for Inventory replacement.

REPLENISHMENT PROCESS SECURITY TABLE (UDEF)

1. The User Definition table (UDEF) is to be setup with the name of the person that can fill out table IREP which will create requisitions in Advantage and send that data to Procurement Desktop for Purchasing.  

2. The user will need to know the following information

a. The name of the employee that can reorder stock on the IREP table

b. The buyer code from the buyer definition table

c. The Warehouse code for the use of the IREP table

d. The Ship / Bill to codes

3. In Advantage, the user will Go To the UDEF setup table.  The information should be listed as follows:

a. The name of the employee, last name first separated by the comma in the name field.

b. The Buyer code from the BUYT table

c. The Warehouse code from WHSE or WHS2 table.

d. Use the find code option to select the default code for both the SHIP and BILL TO fields.

e. Perform the MODIFY ADD action to add a new user or MODIFY CHANGE to correct an existing user.

4. The System Administrator will, on a nightly basis, run JOB IN90 which update the IREP table with data.  

5. The Warehouse Manage or staff setup in the UDEF table for such purposes will GO TO the Inventory Replenishment table (IREP).  The employee will select items as follows:

A. Place the warehouse name in the warehouse field.

B. Perform the Display Browse Data action.

C. Perform the EDIT SELECT ALL action.

D. Use the find code option to select the default code for  SHIP TO.

E. Select the items on the screen you wish to create purchase orders for by place an X in the selection flag column beside the desired item.  The reorder quantity can be changed if necessary.

F. Select the appropriate check box for the items selected.

G. Perform the MODIFY CHANGE action.

6. On a nightly basis, the System Administrator will run JOB INRE which create requisitions for replacement of the stock items.  The System Administrator will also FTP the data from Advantage to Procurement Desktop for where the purchase documents will be prepared.  Once the purchase, contract, and receipt process is completed in Procurement Desktop, the Inventory and Average Cost is automatically updated in Advantage.

7.2 Key Actors

Key actors for this process are as follows:

· Warehouse Manager or IREP selection staff

· PD Purchasing Agent

· System Administrator

7.3 Key Policy and Procedure Changes identified for the Process

No approval levels are required for processing of the IREP table.
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