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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 
2. On the “Create Physical Inventory Document”, fill in the 

a. Plant 
b. Storage Location 
c. Posting Block  

Create Physical Inventory Document: Initial Screen  

 
 

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

 

5. Click the Green Check button . 

6. Click the Save button . 

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. On the 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 

 

 

 

 

  

Enter a value in each field to 
select a range (for example, 

you might enter plants ED01 to 
ED25) 

Choose the arrow key 
to enter individual 
selections (for example 
you may want ED01, 
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.   

 

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 
Unrestricted Use.  Use 
only this field unless you 
have moved inventory 
into Quality Inspection 
and Blocked stock. 

Check this box if you 
want your report to 
include materials that 
may have already been 
counted at least once in 
the current fiscal year. 
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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. 

 

e. Section 5 – Sorting 
This section allows you to choose your sorting options for the report print out 
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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.   

 

3. Click the Execute button . 

4. On the print selection screen, click Print Preview button   
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5. View your document.  

 

6. If you wish to print, click button . 
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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. On the 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.   

 

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. 

 

6. Click Save button . 

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. 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. 

 

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

See Example Below: 

 

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. 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. 

 

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.   

 

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. 

 
 

5. Click Save button . 

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. 

 

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

See Example Below: 

 

 

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:  MI07  – Post Inventory Differences 

1. Navigate through the menu path or enter MI07 in the keycode box.  

2. On the 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 . 

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.  

 

 

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. 


