B Creating an Issue Using Item Search

Overview

In NIS, you can fulfill stock item requests via the Item Search program within
Inventory Issues.

NIS automatically creates journal entries each time transactions are generated
that will affect the general accounting system. However, please note that the
general accounting system will not be affected until the journal entries are
posted. Please refer to the work instructions to Review and Post Journal Entries.

This work instruction shows how to Create an Issue Using Iltem Search.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

Navigation

Click Roles, Inventory.
(Citrix users — right click on the menu, choose Apply Roles, choose Inventory.)

Inventory > Inventory — Statewide > Warehouse Item Transactions > Issues

Steps
Create an Issue Using Item Search
Start this instruction from the Issues — Work with Inventory Issues window.
PeopleSoft, e
Issues - Work With Inventery Issues ]
1. Click Find.
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Records 1-10

Document Transaction Branch/ Transaction Batch

B | jumber i Explanation Plant Date Humber

|} T 10000 07/28/2003 M&S#40313 2505005 07/29%2003 141757
¥ 20 10000 07/28/2003 ME&S42806 2805008 07/292003 141767
[F] 2 10000 07/29/2003 MES#41714 2505005 07/292003 14757
|} 4 10000 07/28/2003 MES#44454 2505005 07/292003 14757
| a1l 10000 07/28/2003 MES#40521 2605008 077292003 141767
(] Bl 10000 07028/2003 MES#42141 2505005 07292003 1417567
¥ 7 10000 07/28/2003 ME&S#38906 2505005 07/2%2003 14757
|} gl 10000 07/28/2003 M&S#40664 2505005 07/29%2003 141757
] a 10000 07/28/2003 MES#40567 2605008 077292003 141767
O o 10000 07428/2003 MES#3I9568 2505005 07292003 141757

2. Choose the desired Document Number.

3. Click Select. The Issues — Inventory Issues window appears.

PeopleSoft.

Issues - Inventory Issues mm

OK Cancel Form  FRow  Tools ‘
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Branch/Plant [eeostoom
Document humber [E Transaction Date [ozmsizoos |
Document Type lui INVENTORY ISSUE - NO WA
GIL Date
Explanation [INVENTORY IS5UE - NG MARK-UP HEiR ke [potezs

Records 1-2

< =
Hem ttem Quantity UM | Secondary Sec Lacation Lot
Humber Description Quantity UoM
O MIS307 EMVELOPES, LETTER 100.0000- EA

O
Al i 1 =

4. Choose the Item Number, if not defaulted.

Click Form, Item Search. The Issues — Item Search Returning Quantity
window appears.

PeopleSoft.

Issues - ltem Search Returning Quantity (Y] s
Ok Fnd Cancel Form  Row  Took
t |

Item Search | Additional

Supplier Branch/Plant 6505100

Itern Number

Display Options

[ omit Zera Quantities

[ show All The Selected items

Records 1-1
Item Description Quantity Quantity Quantity um Bran: nt Location
Humber On Hand Available
O [ I 1
|

< i

6. Complete the Item Number field in the header on the Item Search tab.
7. Click Find.
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ool Soft.

Issues - Item Search Returning Quantity m [
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ttem Search .ﬂ.umuama\Eelgwarle. Segment Belections
Supplier BranchiPlant BA051 D0V
ftem Nurmber s30T ENVELOPES, LETTER
Display Options

[Jomit Zero quantities

[Ishow &Il The Selected items

Records 1-3

MNIS307 ENVELOPES, LETTER 800.0000 800.0000 BA05100W
D MNIS307 ENVELOPES, LETTER EA BA05100W 123123

[
&1 1l

Click in the Quantity field of the item you wish to create a transaction.
Enter Quantity.
10. Click Row, Select to accept the data entered.

& A green check mark will appear to the left of the row.

11. Click OK to return to the Inventory Issues window.

12. Review and confirm the Quantity to be issued.

13. Click OK to return to the Work with Inventory Issues window.
14. Click Close.

PeopleSoft EnterpriseOne Rev. 3/8/2006 53



