
 

 Creating a Warehouse Issue Report in PDF and 
Excel Formats 

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. 

This work instruction shows how to: 

Create a Warehouse Issue Report  

Add Subtotals by Location

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 View by Role, choose Inventory.) 

Inventory > Inquiries & Reports > Inventory Reports > Transactions > Inventory 
Issues  

Steps 

Create a Warehouse Issue Report 
Start this instruction from the Item Data Selection window. 
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1. Choose both Data Selection and Data Sequencing by placing a checkmark 
to the left of each. 

2. Click Submit.  The Data Selection window appears. 

 
3. In the second row, complete the following: 

• Operator: And 

• Left Operand: Business Unit (F4111) [BC] 

• Comparison: Is equal to 

4. In the second row, click Right Operand, Literal.  The Select Literal Value 
window appears. 

 
5. Enter the Branch/Plant (Warehouse) that you want to print in the Literal 

Value: field. 

 In this example issue information is selected for Warehouse 2511002W for 
transactions in the month of October 

6. Click OK to return to the Data Selection window. 

 
7. In the third row, complete the following: 

• Operator: And 

• Left Operand: Date - Order/Transaction (F4111) [BC] 

• Comparison: Is equal to 
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8. In the second row, click Right Operand, Literal.  The Select Literal Value 
window appears. 

 
9. Click on the Range of Values tab and enter the Date Range that you want to 

print in the Literal Value From and Literal Value To fields. 

10. Click OK to return to the Data Selection window. 

 
11. Click OK.  The Data Sequencing window appears. 

 
12. Click Show Available Columns. 
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13. In the left column choose Document Number and Explanation. 

14. Click Add. 

 
15. In the right column, choose Explanation. 

16. Click the Up arrow until Explanation moves to the top of the column. 

17. In the right column, choose Document Number. 

18. Click the Up arrow until Document Number is the 2nd highest item in the 
column. 
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19. Click OK.  The Printer Selection window appears. 

20. Click on the Document Setup tab. 

 
21. Choose CSV (Comma Delimited). 

22. Click OK.  You will return to the menu. 

 View the Report via Submit Job or View Job Status.  For step-by-step 
instructions, please refer to the Running/Viewing Reports in CSV work 
instructions.  Choose the Job Details to view (R5741001) once the 
Description is "Done". 

Add automated Subtotals by location (Transaction 
Explanation) 

 

 

http://www.das.state.ne.us/nis/trainingmanuals/810_training_manuals/system_basics/027_SB_WI_L3_T3_Running_Reports_CSV.pdf
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1. Adjust column widths and delete empty columns or add header text to each 
column so the Subtotals function will work correctly.  The formatted Excel 
spreadsheet might appear as follows: 

 
2. To add automated Subtotals by location (Transaction Explanation), select a 

cell in the Transaction Explanation column. 

3. Click Data, Subtotals.  The Subtotal popup box appears. 
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4. In the box under At each change in: select Transaction Explanation from 
the dropdown list. 

5. In the box under Use function: select Sum from the dropdown list (if not 
already selected). 

6. In the box under Add subtotal for: check Extended Cost. 

7. Click OK. 

8. The result of this process should produce a subtotal each time the data in 
the Transaction Explanation column changes. 

9. The spreadsheet should appear similar to below. 

 
 

 


