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[bookmark: _Toc417032699]Warehouse Issue Report Overview
In order to distribute cost to using locations or departments receiving items purchased from a central business unit, run the Warehouse Issue Report in CSV format. By subtotaling the data as shown in this work instruction, a journal entry can be prepared to allocate the costs to the correct BU and Object for the month or more frequent time period.
 
The process described below produces a single report in two formats, Adobe (PDF) and Excel (CSV). For this process to work correctly, the user must have previously entered data in the Transaction Explanation Field that uniquely describes the various distribution locations as part of the issue process. The report is sorted based upon data in this Field.
[bookmark: _Toc417032700]Create a Warehouse Issue Report Lesson
Procedure

In this lesson you will learn how to create a warehouse issue report.


	Step
	Action

	1. [bookmark: T6_F145]
	Click the Navigator menu.






	Step
	Action

	1. [bookmark: T6_F4]
	Click the State of Nebraska link.


	1. [bookmark: T6_F6]
	Click the Inventory link.


	1. [bookmark: T6_F8]
	Click the Inquiries & Reports link.


	1. [bookmark: T6_F10]
	Click the Inventory Reports link.


	1. [bookmark: T6_F12]
	Click the Transaction Reports link.


	1. [bookmark: T6_F14]
	Click the Inventory Issues link.






	Step
	Action

	1. [bookmark: T6_F16]
	Click the Data Selection option.


	1. [bookmark: T6_F62]
	Click the Data Sequencing option.


	1. [bookmark: T6_F18]
	Click the Submit button.






	Step
	Action

	1. [bookmark: T6_F20]
	In the second row click the Left Operand list.






	Step
	Action

	1. [bookmark: T6_F22]
	Click the Business Unit (F4111) (MCU) [BC] list item.






	Step
	Action

	1. [bookmark: T6_F24]
	Click the Comparison list.






	Step
	Action

	1. [bookmark: T6_F26]
	Click the is equal to list item.






	Step
	Action

	1. [bookmark: T6_F28]
	Click the Right Operand list.






	Step
	Action

	1. [bookmark: T6_F30]
	Click the Literal list item.






	Step
	Action

	1. [bookmark: T6_F32]
	Enter the branch plant number into the Literal Value: Field.

	1. [bookmark: T6_F34]
	Click the OK button.


	1. [bookmark: T6_F36]
	In the third row click the Left Operand list.






	Step
	Action

	1. [bookmark: T6_F40]
	Click the Date - Order/Transaction (F4111) (TRDJ) [BC] list item.






	Step
	Action

	1. [bookmark: T6_F42]
	Click the Comparison list.






	Step
	Action

	1. [bookmark: T6_F44]
	Click the is equal to list item.






	Step
	Action

	1. [bookmark: T6_F46]
	Click the Right Operand list.






	Step
	Action

	1. [bookmark: T6_F48]
	Click the Literal list item.






	Step
	Action

	1. [bookmark: T6_F50]
	Click the Range of Values tab.


	1. [bookmark: T6_F52]
	Enter the beginning date into the Literal Value From: Field.

	1. [bookmark: T6_F54]
	Click in the Literal Value To: field.


	1. [bookmark: T6_F56]
	Enter the ending date into the Literal Value To: Field.

	1. [bookmark: T6_F58]
	Click the OK button.


	1. [bookmark: T6_F60]
	Click the OK button.


	1. [bookmark: T6_F66]
	Click the Show Available Columns. link.


	1. [bookmark: T6_F70]
	In the left column click the Document Number option.


	1. [bookmark: T6_F72]
	In the left column click the Explanation option.


	1. [bookmark: T6_F74]
	Click the Add button.


	1. [bookmark: T6_F76]
	In the right column click the Explanation option.


	1. [bookmark: T6_F78]
	Click the Up button until Explanation moves to the top of the column.


	1. [bookmark: T6_F82]
	Click the Document Number option in the right column.


	1. [bookmark: T6_F84]
	Click the Up button until Document Number is the 2nd highest item in the column.


	1. [bookmark: T6_F86]
	Click the OK button.






	Step
	Action

	1. [bookmark: T6_F149]
	Click the OK button.


	1. [bookmark: T6_F92]
	
End of Procedure.


[bookmark: _Toc417032701]Add Subtotals by Location Lesson
Procedure

This lesson will show you the steps to take to add subtotals by location after you have opened the report in CSV format.


	Step
	Action

	1. [bookmark: T7_F60]
	Adjust column widths and delete empty columns or add header text to each column so the Subtotals function will work correctly.





	Step
	Action

	1. [bookmark: T7_F38]
	To add automated Subtotals by location (Transaction Explanation), select a cell in the Transaction Explanation column.


	1. [bookmark: T7_F40]
	Click the Data tab.


	1. [bookmark: T7_F42]
	Click the Subtotal button.


	1. [bookmark: T7_F44]
	Click the At each change in: list.


	1. [bookmark: T7_F48]
	Click the Transaction Explanation list item.


	1. [bookmark: T7_F50]
	Click the Use function: list.


	1. [bookmark: T7_F52]
	Click the Sum list item.


	1. [bookmark: T7_F54]
	Click the Extended Cost option.


	1. [bookmark: T7_F56]
	Click the Transaction Explanation option.


	1. [bookmark: T7_F58]
	Click the OK button.


	1. [bookmark: T7_F3]
	You have successfully completed this lesson.
End of Procedure.
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