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Create Inventory Adjustment 
 

There are three types of Inventory Adjustment.  The Quantity and Cost adjustment can only be done to an 
Inventory Part that already has a quantity and cost associated with it.  The Initial adjustment can only be done 
on a Part that has no quantity (and thus no cost).   

 

1. From the menu, under Inventory Management – Inventory Adjustment 

 

2. Click Invrntory Adjustment hyperlink and then click  

a. Alternatively, you can click  from the menu. 

 

3. First, select the type of adjustment to be done by clicking the radio button and then click . 

 

Note: The following the screens are the same for all three options with the exception whether the Unit 
Cost and/or Quantity fields can be entered.  For this guide an Initial Entry, which allows both fields to be 
entered, will be shown. 
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4. Enter the required Descrption.  Next enter the Warehouse.  Click  and select the warehouse you 
need. 

 

5. Next enter the Part.  Click  

 

6. Enter the criteria for the part.  Note that the search will be limited to the Warehouse already entered. 

 

7. Click the Part hyperlink to select the Part. 

Note: If the Part is only in one Bin, the Bin will be automatically filled in, otherwise a list of Bins will be 
presented and one must be selected. 
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8. The Unit Cost and Quantity must now be entered. 

Note: If the transaction is a Cost adjustment, only the Unit Cost can be entered.  Likewise, if the 
transaction is a Quantity adjustment, only the Quantity can be entered. 

 

9. Click  
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