Express
Adjustments on Recently Received Goods Job Aid

e Select ADJUSTMENT > MOVE INVENTORY FROM ONE WAREHOUSE
LOCATION TO ANOTHER
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You have chosen "Adjustment”

Please select the specific adjustment activity you would like to perform from the menu options listed in
the gray sub-menu bar above

In Adjustment you can:

Adjust Inventory Up and Down

Click "Adjust Inventory, select the customer and make the adjustment. Please note you can not enter negative numbers - upward
and downward adjustments MUST be made in the appropriate tabs. This is a one time transaction that will update inventory and
can not be changed so proceed carefully.

Move Inventory from one Warehouse Location to Another
Click "Move inventory”, select customer and the SKU to be moved and follow the instructions - Note that unless you have selected
to use Locations in the Customer set-up you can not move inventory.

Cancel Transactions

Click "Cancel Transaction” and select the transaction you wish to cancel - Please note that you can ONLY cancel OPEN
transactions. Closed or CONFIRMED Transaction can not be canceled. If you need to make an inventory correction on a confirmed
transaction you must do so through the "Adjust Inventory” option. You can cross reference transactions numbers and dates in the
notes.

Adjust Charges

Click "Adjust Charges”, select Adjust Receiving Charges or a Adjust Shipping Charges, enter the transaction or reference number
and make your adjustments - This is ONLY for Closed or CONFIRMED transactions. You can adjust charges for ALL OPEN
transactions through the appropriate "Manage Open ..." option under each Warehouse activity.

Required fields are marked with a red asterisk (*) within entry forms on this web site,
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Express

e |dentify and select the SKU to be moved
e Click on the SELECT
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Move INVENTORY customer: Sale for Distribution and Communication Ltd.
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e |nput QUANTITY to be moved
® |nput the NEW LOCATION where the item will be moved
e Click MOVE
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Existing Inventory
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