SWES

Physical Inventory Transaction Guide — CO500C

Physical Inventory Transaction
Guide

Spring 2011
CO500C

Spring 2011 © State of South Carolina Page 1



SEEIS

Physical Inventory Transaction Guide — CO500C South Cs

na Enterprise Information

System

Step 1 — Option 1: MI01 — Create Physical Inventory Document — Select Each

Item

1.

Navigate through the menu path or enter MI01 in the keycode box
On the “Create Physical Inventory Document”, fill in the

a. Plant

b. Storage Location

c. Posting Block

Create Physical Inventory Document: Initial Screen

T
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Hit Enter or Click Green Check button
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4. Enter the material(s) you wish to include in your count document.

=
Fhysical Inventary Docurment  Edit Goto Enwironment  System Help

| 0092 4B Ceee SR ODoan HE @

Create Physical Inventory Document: New ltems

IE| Deletion Indicatar || Other Phys. Inventary Doc. |

Flant '1T03| DSIT Sumter Street

Stor. Loc. '0081| DSIT Sumter 5t

Items

Itm Material Waterial Description Batch 5Ty AlUn BD Del
1 =) 1 O
2 1 n
3 1 O
4 1 O
5 1 n
5 1 O

5. Click the Green Check button

]
6. Click the Save button L=1.

7. Your physical inventory document has been created.

Physical Inventory Document Number:

8. Click OK button ..
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Step 1 — Option 2 : MI31 — Create Physical Inventory Document — Multi-Select

Functions

1. Navigate through the menu path or enter MI31 in the keycode box.

2. Onthe screen you can select multiple options for creation of your inventory documents.

a. Section 1— Database Selections Options ( Select 1 or more)

i. Choose a material or group of materials

ii. Select a plant or range of plants

iii. Select material type(s)

iv. Select material group(s)

v. Choose storage bin(s) to count

Datahase Selections

Material

Plant

Storage Location

Material Type

Material Group

Storage Bin Description
Materials Marked for Deletion

|74

Enter a value in each field to
select a range (for example,
you might enter plants EDO1 to
ED25)

Choose the arrow key
to enter individual
selections (for example
you may want EDO1,
ED10 and ED15)
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b. Section 2 — Control Options
Select Create Documents Directly
Determine the maximum number of items per document and total of number of
materials to be included. The maximum number of materials that can be included on

one count document is 300.

Control
(' Belect data and issue log
[ Generate Batch [nput Mame of Session MB_MIOT
{® Create domts directly | [ | Hold processed sessions

[¥]lszue Log
Max Mo, tems/Doc, 20
Mo, Mtls to be Included

c. Section 3 — Selection Acc to Stock Balance Options

This section allows you to choose the types of materials you wish to include

SCEIS will load all
inventory initially into

Selection Acc. to Stock Balance

| - Acc. to Stok .
Unrestricted Use. Use
Threshold Yalue for Stock [ Exclude from selectio

only this field unless you
SP Threshold Yalue for WO Wat. . [ ] Exclude fram selectio
have moved inventory

[1Only Materials with Zero &t into Quality Inspection Check this box if you

(] only Materials Wi Zerp/Gtoc and Blocked stock. want your report to

[ ] &nly Materials with Megative 5 / include materials that
St - ckTm_.rpes ____________________________________ may have already been
UanSTrIETEdUSE .......................... D Incl. Matls Subj. to Phys. . counted at least once in
[ In Guality Inspection [_lIncl. Btchs Subj. to Physiny the current fiscal vear.

[ ]Blocked
[ |%alue-Cnly Matls
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d. Section 4 — Data in Phys. Inv. Document Header

This section allows you to set the posting block. The posting block prohibits Goods Issues
and Goods Receipts while the physical inventory count procedures are taking place.

Data in Phys. Inv. Docmt Header

Planned Count Date 04/05/2010 [w|Set posting block

Physical Inventory Mumber [ | Freeze hook inv.hal.
Phys. Inventary Ref.

e. Section 5 - Sorting

This section allows you to choose your sorting options for the report print out

Sorting
| - Sorting
@ Plant- SLoc. - Material
() Plant- SLac. - Star. Bin Description - Material
[ | Starage Bin Description -= Document Header
(I Plant- StorLoc. - Matl Group - Material
[ I Matl Group -= Docrt Header
[] Wew Dacument Created when Graup Changed
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Step 2: MI21 - Print Physical Inventory Document

1. Navigate through the menu path or enter MI21 in the keycode box.
2. On the Print Physical Inventory Document screen, fill in the

a. Physical Inventory Document number. You can enter multiple documents or a range of

documents to print.

b. Fiscal Year
c. Plant
d. Storage Location

NOTE: These fields may pre-populate for you based on the previous step.

) T 90 @8 DUE Dhos HE @m

Print Physical Inventory Document

Database Selection
Physical Inventory Document 100800016 to =
Fiscal Year 2009 to =
Flant 1703 to e
Storage Location Ao to =
Flanned Count Date to 5
Physical Inventory Mumber to 5
Phys. Inventary Ref. to 5

Grouping Criterion
Material Group to
Storage Bin to

Lol

Status Selection for
[IPhys. Inwentary Documents
[1Phys. Inventory ltems

Setting
[]5ort By Special Stock
Qutput Device LOCL
[ Wew Spool Request
[ Expand Yalue-Only Matls
Soring of Serial Mumbets &

3. Click the Execute button .

4. On the print selection screen, click Print Preview button | Print Preview
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5. View your document.
=4 =
Text Edit Goto Systern Help
@ TH eE@ SR hoan BE @M
H H AAAA
Print Preview of LOCL Page 00001 of {255 .p|
Plant ITO3
Description DSIT Sumter Street
Phys. inv. doc. : lo0o0oola
Created by : SBEASLEY
Planned count date 0&/22/2009
Fhys. inv. reference:
Phys. inv. no. :
Ttm Material Eatch SLoc Stor. bin
Mat. short text Stock type
Status of item Counted gty. n
001 100021 oool
BATTERY, AAA, ATETLINE Warehouse
Not yet counted EA
002 100020 oool
CORD, PATCH, RJ45, CATSE, BOOT, 257, ELUE Warehouse
Hot yet counted EA

b [miz1 B sceishraest [ ovr

6. If you wish to print, click button Q‘ .
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Step 3: MI04 — Enter Physical Inventory Count

1. Navigate through the menu path or enter MI04 in the keycode box.

2. Onthe Enter Inventory Count screen, fill in the

a. Physical Inventory Document
b. Fiscal Year

c. Count Date

NOTE: These fields should pre-populate from the previous exercises.

=4
Inventory Count  Edit Goto  Environment  System Help

& s dEH I GCae@  EREIODLO8 RAE @
Enter .

El.w.Jlnventory Count: Initial Screen

Other Count

Phys. Inventory Doc. 100088016

Fiscal Year 2008

Date

Count Date 0622/ 2009

Other Information

Yariance in %

3. Click button @

4. Enter the count for each material. Note the unit of measure when entering the count.
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5. If the count is “0” for an item, you must check the ZC box as well.

=g

Inventory Count  Edit  Goto

Enwironment  Systern  Help

| 0092 naBeee SR DODoan HE @

Enter Inventory Count 100000016: Collect.Processing

| Physical Inventary History || Set Zero Count || Other Count |

Plant ITO3| DSIT Sumter Street
Stor. Loc. 0001 | DSIT Sumter St

Items
Itm Material Batch Sales Yalue
hiaterial Description STy
| 1100921 I |
BATTERY AdsALKILINE |
| 2|1oonza I |
CORDPATCH,R45 CATSE BOOT, 25'BLIUE |

Quantity
Quantity

=

£ 70

e

EA

Es O

=

EA

6. Click Save button

I.

7. You should receive an information box verifying your count has been entered.

8. Click OK button ..
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Step 4: MI20 — Run the Difference Report

1. Navigate through the menu path or enter MI20 in the keycode box.

2. Onthe List of Inventory Differences Screen, fill in the

a. Plant
b. Storage Location
c. Physical Inventory Document

NOTE: These fields should pre-populate from the previous steps.

=
Program  Edit Goto  Systern Help

(V] IH e DHB I ODOoDIRE @B

List of Inventory Differences

roExecute e
Material [=) [=]
Plant 1703 o [ ] 2
Storage Location aa | o | | o
Batch to =
Physical Inventory Docurnent 100000016 to =
Physical Inventory Nurnber to | (=

Status Sel. for
[ Phys. Inventary Documents
[ Phys. Inventary ltems

List Scope
Special Stock

] ]
Fiscal vear _| 10_:|

Count Date to

Flanned Count Date to

Phys. Inventory Ref. | to |

Reason for Inventory Diff. to
Threshald Yalue

Display Options

Layout

List Display
@ Single List
O Graup by Plant and Storage Location

~ P =

3. Click button .

Spring 2011 © State of South Carolina Page 11



Physical Inventory Transaction Guide — CO500C

SEEIS

South Carolina Enterprise Information System

4. The differences report will display on your screen.

See Example Below:

=4

]

| List Edit Goto Sefings Systern Help

e EHE 2o BEE @

gw

List of Inventory Differences

[« || ] [E &[] &) & 8] (2 [5][&)] Fost Diference || change count || Enter Count || List o7 Unposted Docs

PhysInvDoc

Item

Material

Batch

PInt| sLoe Book guantity

Oty Counted

Difference gty

Eln

Difference amt

crecy [=]

[V 100006062

1

1o0a0z2

ITO3| pog 46. 000

1.000

45.000-

51.67

5. If you wish to print the differences list, you can choose the print icon or choose the List menu
and choose Print.

6. If you are satisfied, that your count is accurate and you are ready to post your count, skip to

Step 8.
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Step 5: MI11 — Perform a Recount if Necessary

1. Navigate through the menu path or enter MI11 in the keycode box.
2. On the Enter Recount: Initial Screen, fill in the

a. Physical Inventory Document

b. Fiscal Year

c. Posting Block check box

NOTE: The physical inventory document and the fiscal year should pre-populate from

previous steps.
(=3
Physical Inventory Document  Edit  Goto Environment  Swstern Help
& B dEH SR BHE ST aa | HE | @ b

Enter Recount: Initial Screen

| Selection Screen || Other Phys. Inventary Doc |

Phys. Inventary Dioc. 108660820
Fiscal Year 20089

Date

Planned count date OE{24/2009
Document Date 06/24/2009

Other Information

[[]Posting Block

[IFreeze book invntary
Phys. Inventory Mo

Fhys. Inventory Ref.
Threshald Yalue

3. Click button &
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4. On the Enter Recount: Selection List screen, select the line(s) you wish to recount by selecting

the box to the left of the line item number.

=
Physical Inventory Document  Edit  Goto  Environment  Systern Help

& s dH e@d  DEE BDOD I FAERE @M

Enter Recount: Selgs,s it
| Reference... || Physical Inventory Histary || Other Phys. Inventory Daoc |

Flant; 1T83| DSIT Sumter Street
Stor. Loc. 0001| DSIT Sumter St
Iterms
Ltm Material Batch 5Ty Difference oty Bln Difference amt
aterial Description Diff. sales value FhiysinvDoc
[ 1 efeleede] 1 60 Q06 - EA 50549
ORD,PATCH RJ45 CATSE BOOT, 25" BLUE o0 logoeaoza |1
Entry 1,.0F 1

u
5. Click the Save button .

6. A new physical inventory document has been created for any items you have indicated you wish
to recount. Any items you did not indicate you wish to recount will remain on the original

document.

New Physical Inventory Document Number:

7. Click OK button ..

8. If you have a Recount document and you wish to print it, see Step 2: MI21 for printing

instructions.
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Step 6: MI04 — Enter Physical Inventory Count for Recount documents

1. Navigate through the menu path or enter MI04 in the keycode box.
2. On the Enter Inventory Count screen, fill in the

a. Physical Inventory Document

b. Fiscal Year

c. Count Date

NOTE: Be sure that the NEW physical inventory count document that you created for
Recount is the document number used.

=
Inventory Count  Edit  Goto Environment  System  Help

& adHCad B RE B0 aa0|EHE @b
Enter e

Erl,w.Jlnventory Count: Initial Screen

Phys. Inventary Doc. 1060006016

Fiscal Year 2008

Date

Count Date 0g/22/2009

Other Information

Wariance in %

3. Click button &
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4. Enter the count for each material. Note the unit of measure when entering the count. If the

count is “0” for an item, you must check the ZC box as well.

=

Inventory Count  Edit - Goto

Enyironment  System  Help

@ =202 ndBleQe SHR nDon BE @

Enter Inventory Count 100000016: Collect.Processing

| Physical Inventory Histary || Set Zero Count || Other Count |

Plant ITO3| DSIT Sumter Street
Stor. Loc. 0O01| DSIT Sumter St

Items
Itm Material Batch Sales Value
Material Description 5Ty
| 1]1@m021 I |
BATTERY AA% ALKILINE |
| 2|1oo020 | |
CORD,PATCH,RJ45 CATSE,BOOT,25' BLUE |

Quantity
Quantity

UnE ZC
SKU

O

EL

O

=

EL

5. Click Save button

I.

6. You should receive an information box verifying your count has been entered.

7. Click OK button ..
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Step 7: MI20 — Run the Difference Report

1. Navigate through the menu path or enter MI20 in the keycode box.
2. On the List of Inventory Differences Screen, fill in the

a. Plant

b. Storage Location

c. Physical Inventory Document

NOTE: These fields should pre-populate from the previous steps.

=
Program  Edit Goto  Systern Help

(V] IH e DHB I ODOoDIRE @B

List of Inventory Differences

rpExecute Fafe
Material [=) [=]
Plant 1703 o [ ] 2
Storage Location aa | o | | o
Batch to =
Physical Inventory Docurnent 100000016 to =
Physical Inventory Nurnber to | (=

Status Sel. for
[ Phys. Inventary Documents
[ Phys. Inventary ltems

List Scope
Special Stock ] []
Fiscal vear _| 10_:|
Count Date to
Flanned Count Date to
Phys. Inventory Ref. | to |

Reason for Inventory Diff. to
Threshold Yalue

Display Options

Layout

List Display
@ single List
O Graup by Plant and Storage Location

~ P =

3. Click button .
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4. The differences report will display on your screen.

See Example Below:
5 ] w

List Edit Goto Sefings System  Help
@ D AH @ SHE Dhoad R @5
List of Inventory Differences
14« ||| Post Difterence || Change Count || Enter Count || List of Unposted Docs

[]

PhysInvDoc| Item|Material Batch PInt|5Loc Book guantity Oty Counted Difference gty|BUn| Difference amt . |Groy [

{v: 100008062 1(108002 ITR3| Baa] 46,088 1.088 45 0680- [EA 81.57 |USD

5. If you wish to print the differences list, you can choose the print icon or choose the List menu
and choose Print.
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Step 8: MIO7 — Post Inventory Differences

1. Navigate through the menu path or enter MI07 in the keycode box.
2. Onthe Post Inventory Difference: Initial Screen, fill in the
a. Physical Inventory Document

b. Fiscal Year

c. Posting Date (if different than today)

3. Click button 3

4. Enter the reason code for any differences. Click the search button for reason codes . Reason
codes for Physical Inventory Postings are in the 701 and 702 set of movement types.

=3
Difference  Edit Goto  Ernvironment  Swysterm Help

& A @@ S0 R 80408 FHE @0
Post Inventory Difference 100000016: Selection Screen

|E Position... || Physical Inventory Histary || Other Difference |

Plant [TA3| DSIT Surnter Street

Stor. Loc. HOAT| DSIT Sumter St

lterms

Itm Material Batch ST Difference gy Bln Difference Amnf Reas.

Diff. Sales Yalue

1180021 1100 ao8- E4 1,500 4P [=)
o.eo

218002 120,080 EA 198 .90

oo

5. Select the items you wish to post (selection box to the left of the line item number).

]
6. Click button to post document.

7. You should receive a posting message that differences have been posted and a material

document to reference.
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