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Creating an Inventory Adjustment 

 
Navigation: 

 

Inventory, Manage Inventory, Adjustments 

 

Panel Displays 

 
 

Enter the IBU – Unit 

Click on the Search/Add Link 

 

 
Enter Item ID, then Select OK 

*If you want locations that do not have quantity to show from this items 

history check the Include Zero Qty Locations box.  
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The Adjustment Panel displays 

 

Bottom half of panel 

Select Adjustment Type – choose Decrease or Increase only 

 

Select Reason: magnifying glass and the following types will populate. 

Chose the one appropriate for the adjustment you are keying. 

 

 
 

Document: this is a free entry field – you can enter any information that 

would be helpful to determine why you made the adjustment (i.e. the receipt 

or MSR that caused the need for an adjustment, if you are transitioning items 

put the new item number, etc).  You are limited to 12 characters.  You can 

see this field on the Transaction History Page.
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Enter the Adjust Quantity for the correct UOM for the Storage Location 

shown 

(Very important that the UOM and Storage Location are in agreement) 

 

 
 

 

The click Save. 

 

Your adjustment will then be posted. 

 
 


