ISSUE ITEMS N

QuICcK REFERENCE GUIDE INV-17

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
Issue Items in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers how to issue items in NCFS, which will enable you to issue one or more items to
same or different centers from the inventory organization (over-the-counter-issue).

Issue Items
To issue items in NCFS, please follow the steps below:
1. Loginto the NCFS portal with your credentials to access the system.

2. Onthe Home page, click the Supply Chain Execution tab and then click the Inventory
Management app.

Me My Client Groups Sales Contract Management Supply Chain Execution
QUICK ACTIONS APPS
Manufacturing Work Definitions

Manage Inspections

Definition
Manage Quality Issues
Manage Quality Actions
Manage Problem Reports Cost Accounting y
rchestratic
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QRG INV-17 - Issue Items

3. On the Inventory Management dashboard, click the View by [\] icon.

Inventory Management @

Inventory Organization Al

Picks

Late Cycle Counts
Over 30 Days

3

Cycle Count Sequences On-Hand Value
No data available

W To Approve $48'5M
B To Record
tems
- .
Open Shipments by Priority Open Shipments by Carrier
Top 5 Priorities by Volume Top 5 Carriers by Volume

Shipment Lines

No data available

W Awaiting Pic
No data available

~
a2e

SO [m

4. Select the Inventory Organization from the drop-down choice list.

In this example, we choose 428330R. Click the Apply button.

Inventory Management @

Inventory Organization All
Picks

ap

Late Cycle Counts

Select Organization
Cycle Count Sequences
Over 30 Days iz ati Al
'mmﬁﬂmﬁ T
2 4210451 v
W Open
Items Apply
-

On-Hand Value

Open Shipments by Priority
Top 5 Priorities by Violume

Open Shipments by Carrier
Top 5 Carriers by Velume

$48.5M

No data available

No data available

/O [
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5. Click the Tasks [ |=] ] icon.

Inventory Management @

Inventory Organization 4210451

Picks Late Cycle Counts
Over 30 Days

1

Items

B Open

On-Hand Value

$9.95M

Open Shipments by Priority

Top 5 Priorities by Volume

No data available

Cycle Count Sequences

-~

W To Approve
M To Record

= O|m

Open Shipments by Carrier

Top 5 Carriers by Volume

No data available

6. Click the Show Tasks drop-down choice list, then select Inventory and click Create

Miscellaneous Transaction.

Inventory Management @

Inventory Organization 4210451

Picks Late Cycle Counts
Over 30 Days

1

ltems

Bl Open

On-Hand Value

$9.95M

Open Shipments by Priority

Top 5 Priorities by Volume

No data available

Show Tasks Inventory

Inventory
» Manage Itern Quantities

I » Create Miscellaneous Transactlonl

= Create Subinventory Transfer

» Manage Movement Requesls

Cycle Fannt
» Manage Transfer Orders
+ Manage Pending Transactions
O + Review Completed Transactlions

\ + Manage Lots
Iill + Manage Serial Numbers
+ Confirm Pick Slips
+ Manage Inventory Balance Messages in Spreadsheet
« Review ltem Supply and Demand

Open Shipm

Top 5 Carriers b + Review Replenishment Requests in Spreadsheet

Consigned Inventory
+ Review Consumption Advices
« Manage Consigned Inventory Aging

« Review Consumption Advice Exceptions
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7. On the Create Miscellaneous Transaction page, click the Type drop-down choice list, then
select NC Direct Issue.

Inventory Organization 4210451 | Change Organization
Create Miscellaneous Transaction @ Su C : 5 m
Transaction
* Date | 6/14/23 7:55 AM (e Source
- - =
I Type | NC Direct Issue v I Account &0,
* Use Current Item Yos v
Cost | '°°
Enter transactions by serial numbers
Transaction Lines @
Actions v View » + G r L Generate Ser r Rar 2ecord L nd S E
B . *uom . " Use Current Additional Search On
* * *
Lino ~ Itom Subinventery Locator Name Quantity Item Cost Information Hand Quant _

8. Click the + icon on the Transactions Lines section.

Inventory Organization 4210451 = Change Organization

Create Miscellaneous Transaction @ Su I Create A Subm m

Transaction

* Date | 6/14/23 7:55 AM fe Source

- - =
Type | NC Direct Issue v Account £0,

* Use Current Item Yos
Cost | '°°
Enter transactions by serial numbers
Transaction Lines @
Aclions v View ¥ Generate L Generate S r Rar record L nd Serial Num E
. . *uom . " Use Current Additional Search On
* * *
Line * Item Subinventory Locator Name Quantity em Cost Information Hand Quant _
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9. Enter the Item number.

In this example we enter 0001927.

Create Miscellaneous Transaction @

Transaction

Date
Type |

Use Current Item
Cost

Transaction Lines @

Actions v View w += B X Generate Lot  Generate Serial Number Range
Line * Item * Subinventory Locator
1] | 0001927 . v

Inventory Organization 4210451 | Change Organization

Submit and Create Another m m

Source

Account
Lots and Serial N Edit Details
*uom * Quantity * Use Current Addir.im?al Search Onl-
Name Item Cost Information Hand Quantity
CASE w =] v

10. Click the Subinventory drop-down choice list, then select the appropriate subinventory.

In this example, we choose 51I3.

Inventory Organization 4210451 Change Organization
Create Miscellaneous Transaction @ m [ cance |
Transaction
Date Source
Type Account
Use Current Item
Cost
Transaction Lines @
Actions v View w + B X Generate Lo Generate Serial Numb i Lots and Serial Numbers | Edit Details
. . * UOM .. " Use Current Additional Search On-
Line * ltem * Subinventory Locator Name * Quantity o eoer Information Hand Quantity
1 | 0001927 B (1R v CASE w =] T
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11. Scroll to the right. Enter the value in the Quantity field.

In this example, we choose 98.

Create Miscellaneous Transaction @

Inventory Organization 4210451 | Change Organization

Submit and Create Another w m

Transaction
Date Source
Type ! v Account
Use Current ltem
Cost
Transaction Lines @
Actions v View v 4= [H X Generate Lc Generate Serial Number Ra ots and Serial Numbers | Edit Details
P * ) “uUoMm * .. ¥ Use Current Additional Search On-
Line * item Subinventory Locator Name Quantity Item Cost Information Hand Quantity
1 |'oo1927 .o |sm | CASE w 08 || ves v = =
12. Click the Edit Details button.
Inventory Organization 4210451 = Change Organization
Create Miscellaneous Transaction @ m [ cance |
Transaction
Date Source
Type | Account
Use Current item
Cost
Transaction Lines @
Acions v View v 4 [E K  GeneratelL Generate Serial Number Ra ots and Serial Numbers
L a * ] * uom * . ¥ Use Current Additional Search On-
Line *item Subinventory Locator Name Quantity Item Cost Information Hand Quantity
1 | 0001927 |53 v CASE w 98 | |Yes v =] = 4
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13. Scroll to the right. On the Account field, click the magnifying glass [ ] icon.

Inventory Organization 4210451 |7Change Organization l
Create Miscellaneous Transaction Line: 1 @ PRTAPINN »cions ~ [l Adaanotmer Line | ok | cancei |
Transaction
Date 6/14/23 7:55 AM Source
Type NC Direct Issue P—
Use Current ltem Cost  Yes
Enter transactions by serial numbers
Line Details (@
* [# * Use Current ltem | 1
Item | 0001927 =3 Cost | Yes v|
RED
PEPPER, Unit Cost Enter Cost Details
Item Description SWEET,
Owning Party Site | l v | Location Type -

14. The Account pop-up appears. Enter the Account details of the agency, item, and Inventory
organization combination and click the OK button.

Account

4 Hide Segments

T~ | DEPARTMENT OF
Agency | 1800 \;| PUBLIC SAFETY

= 1" ] DPS 1320 DOP FOOD
Budget Fund | 102774 | ¥ | 5epyicE g CLEANING

Account |5341ouoo E FOOD SUPPLIES
WHSE, TRANS &
COMM SHOP

DEFAULT Agency
¥ | Program NC CASH

Agency Mgmt Unit | 1901116
Agency Program [0000000

Funding Source | 0000 | w | UNDESIGNATED

Project | 0000000000 | w | PEFALLT Project

Inter Fund looooon

Future 1 | 0000 w | DEFAULT Future 1 Test

Future 2 | 000000 E DEFAULT Future 2

| DEFAULT Inter Fund NC
¥ |casH

Future 3 | 00000

[ _ | DEFAULT Future 3NC
1™ | casH
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15. Scroll up to the top of Create Miscellaneous Transaction Line: 1 page. Click the OK button.

Create Miscellaneous Transaction Line: 1 &

Transaction
Date 6/14/23 7:55 AM
Type NC Direct Issue

Use Current ltem Cost  Yes

Line Details @
* Item | 0001927 4
RED
PEPPER,
Item Description SWEET,

DICED, 6/#10
CANS/CASE

Owning Party Site v

Inventory Organization 4210451 = Change Organization

4 Line [1~] p m MdAmmrUne

Source

Account

* Use Current Item
S

Cost | Y& v

Unit Cost
* Account | 1900-102774-53410000-1901116-0000 E‘

Location Type v

16. Scroll up to the top of Create Miscellaneous Transaction page. Click the Submit button.

Create Miscellaneous Transaction @

Transaction

Date
Type I

Use Current ltem
Cost

Transaction Lines @

Actions v \iew v + B X Generate Lo

1 0001927 5113 v

Line * Item * Subinventory Locator

Inventory Organization 4210451 Change Organization

Submit and Create Another m

Source
Account
1 Lots and Serial Numbers Edit Details
*uom * Quantity * Use Current Addilior’lal Search On:
Name Item Cost Information Hand Quantity
CASE w 98| |Yes ~ =] S d
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17. A Confirmation pop-up appears. Click the OK button. This will redirect you to the Inventory
Management dashboard.

|'® Confirmation

Your fransactions processed with no issues.

Wrap-Up

Using the steps above to perform a direct-issue item in NCFS will enable you to issue one or more
items to same or different centers from the inventory organization (over-the-counter-issue).

Additional Resources

Virtual Instructor-Led Training (vILT)

e |INV106: Warehouse Transactions

7/26/23 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 9 OF 9



	Purpose
	Introduction and Overview
	Issue Items
	Wrap-Up
	Additional Resources

