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Welcome to 
Exact Globe Next!
This guide provides the information you need to work effectively with Exact Globe Next. 
It is part of the series of user guides for Exact Globe Next. The goal of this documentation 
is to help you to get quickly acquainted with the product and the possibilities it offers. It 
will help all users, especially those without much experience with our software, to get 
started with and benefi t

from the product straightaway. Exact Globe Next is an integrated software solution; its 
modules of related business processes function together in an integrated manner. Besides 
the user guides, there are several information sources, related to the software, available 
to you. You can access online help documents on Exact Globe Next functionalities while 
working with the software by just pressing the F1 key. The list of help document also 
contains release notes related to the product. They inform you of the improvements and 
functional additions in the various releases of the product.

You can also access the help documents, release notes and other related documents online 
through the Exact Customer Portal on www.exact.com. The Customer Portal is a protected 
part of the Exact Software internet site, which has been specially developed to provide you 
with information and to help you get the maximum yield from your software. This portal 
informs you about our contacts, downloads, FAQs, and the latest product news. We invite 
you to use the portal as often as you wish!

Thank you for using Exact Globe Next and this user guide!
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Introduction

Inventory is among the most important process for any business. Inventory is also closely related to other 
business processes like the purchase process, the sales process, and the invoicing process. 

The Inventory module of Exact Globe Next allows you to monitor and record incoming (receiving, positive 
stock count) and outgoing (fulfi llment, negative stock count) inventory transactions, manage and keep track of 
the stock movement and stock levels for the respective warehouses, set up replenishment methods, implement 
stock valuation and adjustments, generate invoices, and facilitate reconciliation of receipts.

Being a complete ERP package, Exact Globe Next incorporates and integrates the data fl ow of all the business 
processes involved with the inventory processes. Therefore, the information presented by Exact Globe Next 
refl ects the overall picture of the inventory processes within the business organization.

The advantages of the Inventory module are:

 Flexible set-up of basic inventory and warehouse management settings –
 Basic inventory business rules, such as replenishment methods, stock valuation methods and storage 

identifi cation, can be set up using the Inventory module.

Effi cient tracking, recording and control of stock movement –
 All inventory transaction history is recorded and can be viewed per respective item. An accurate record 

of inventory transaction history is important because it will be used as data for auditing purposes and 
inventory management processes.

Effi cient management of stock –
 By setting up the basic inventory management and warehouse management methods, it is easier to 

manage common inventory operations like the replenishment of stock, and the fulfi llment of goods. 
Effi cient management of stock ensures that an optimal supply is available as needed, and that goods are 
fulfi lled according to customer delivery dates.

Simplify calculation of complex stock valuation methods –
 Stock valuation is conducted at periodic intervals to evaluate the value of current inventory and assets. 

The calculations are usually complex, and require a high level of accuracy. The inventory module helps 
simplify the stock valuation process by automating the calculation.

Different types of reports to assist strategic decisions and fi nancial analysis –
 Reports are available for managers to help them in strategic planning and fi nancial analysis of inventory. 

Several basic reports are available, such as stock positions report, shortage report, item transactions report, 
fl ow of goods report, general ledger analysis for the item and warehouse and profi t calculation report.

This manual is based on Exact Globe Next license containing Inventory Management and 
E-Warehouse Management.

This user manual will cover the following chapters:
Chapter 1: Setting Up –
Chapter 2: Preparing Warehouses and Items for Use –
Chapter 3: Inventory Management –
Chapter 4: Management Information –
Chapter 5: Advanced Features –
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1. Setting Up

Before you can use the Inventory Management and E-Warehouse Management module, you need to fi rst 
set up the modules. These settings will affect the stock valuation method, authorization for internal use request 
and interbranch transfers, fulfi llment of internal use request and interbranch transfers, and the receiving 
process for interbranch transfers. The settings relevant to inventory and warehouse management are as follows:

Inventory settings–
Item data settings–
Purchase settings–
Order settings–
General ledger settings–
Numbers settings–

1.1  Inventory Settings

Inventory transactions include receiving items into the warehouse, delivering items from the warehouse, and 
managing inventory in the warehouse. The inventory settings are defi ned at System   General  Settings, 
under Settings (on the left), click Inventory settings.
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Entry section

Valuation method per item 
Select the check box to enable different valuation methods for different items. Valuation method is used in the 
stock valuation process to assess the value of current inventory. This function allows stock valuation for an 
item based on the valuation method defi ned in item maintenance (Valuation method under the Financial tab 
at Inventory  Items  Maintain).

Valuation method
Select the valuation method you want to use in your stock valuation and stock revaluation. The selected 
valuation method will be the default method for stock valuation and stock revaluation. This box is enabled only 
if the Valuation method per item check box is not selected.

The difference between these two methods is that the option selected at Valuation method (all options except 
Standard cost price (Classic)) applies to all items whereas if you select Valuation method per item, you 
can specify the individual valuation method for each item separately.

Stock valuation as from last revaluation
Select the check box to use the last revaluation transaction as the starting point for stock valuation. The number 
of inventory transactions increases every year, and this could affect the performance of the system as when it 
is processing stock valuation, taking a longer time to complete the process. This option aims to improve the 
processing time.

In order to get an accurate stock value using this function, you should use it in the following sequence in the 
stock valuation procedure:

Register all transactions1. 
Logistics reconciliation2. 
Stock valuation3. 
Stock revaluation4. 
Close the fi nancial period5. 

Cost price and stock valuation per warehouse
Select the check box to value inventory per warehouse. This means the cost price for each item is valued based 
on the item transactions per warehouse. This function is applicable when different warehouses are accountable 
for their own operations. The items in different warehouses may incur different level of cost (for example 
insurance, transportation, and import duty) which results in different stock values across warehouses.
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Stock valuation: Update make item cost price
The logic that will be applied when performing stock valuation at Inventory  Warehouse management  
Stock valuation for make items when selecting or disabling the setting in combination with the Cost price and 
stock valuation per warehouse setting is summarized in the following:

Enabling both the – Stock valuation: Update make item cost price and the Cost price and stock valuation 
per warehouse settings will update the cost price of the item per warehouse. If the stock valuation is 
performed for the main warehouse, the cost price of the item will be updated instead.
Enabling the – Stock valuation: Update make item cost price setting but disabling the Cost price and 
stock valuation per warehouse setting will update the cost price of the item.

Authorize section

Internal use
Select the check box to make authorization of internal use requests a mandatory process before the requests can 
be fulfi lled. This function is available only if you have the E-Internal Usage module.

Interbranch transfers
Select the check box to make authorization of interbranch transfers a mandatory process before the transfers 
can be fulfi lled. This function is available only if you have the E-Warehouse Management module.

Fulfillment section

Warehouse locations
Select the check box to enable the use of warehouse locations in your warehouse. This function is available only 
if you have the E-Warehouse Location module.

Warehouse locations are uniquely identifi ed locations within a warehouse. For a big warehouse, the 
identifi cation is accurate to the specifi c building, area, rack, and storage unit. Warehouse locations can be used 
to identify whether a location is used for receiving or/and issuing items, and also to defi ne the attributes of the 
inventory, such as pick or bulk items, and whether the location is allocated for fi xed, multiple, or variable item.
Before you can enable the Warehouse locations check box, you should ensure that the proper procedures 
have been implemented in the following sequence:

Set the stock of all items to zero by creating a stock count with the new quantity zero.1. 
Select the 2. Warehouse locations check box.
Create a stock count with the correct actual quantity per warehouse location.3. 

Costs: Check related purchase order
Select the check box to enable the checking of linked purchase orders during the fulfi llment of internal use 
requests which involves cost items. Cost items are items that have a profi t and loss ledger linked as the stock 
ledger in item maintenance (under the Financial tab at Inventory  Items Maintain). This function is 
available only if you have the E-Internal Usage module.

Note: The setting is enabled only when Average purchase price is selected at Valuation 
method or the Valuation method per item setting is enabled.
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The purpose of this checking is to ensure that the linked purchase order is already printed before you can fulfi ll 
the internal use request. This is to ensure that the purchase order is approved by a higher authority and a copy is 
sent to the supplier, before the items requested can be delivered to fulfi ll the request.

If this check box is not selected, the message “Not printed: Linked purchase order” will be displayed when you 
attempt to fulfi ll an internal use request without fi rst printing the linked purchase order.

Counts: Check free stock
Select an option at Counts: Check free stock to determine how the system reacts to negative free stock 
during stock count. The quantity to be reduced for negative stock counts is a negative value under the 
Difference column in the stock count entry screen. This setting is only available if you have the Inventory 
Management module. This setting is only applicable when the Check stock check box is selected at System  
General  Settings, under Order settings. For more information on stock count, see 3.1 Stock Count.

If the – Counts: Check free stock is set to No, upon authorizing (if authorization is mandatory) or 
processing a negative stock count, the quantity to be reduced will be validated against the physical stock 
quantity without any reference to the free stock quantity. It is then possible that the free stock is a negative 
amount when the quantity to be reduced is more than the free stock quantity.
If the – Counts: Check free stock is set to Yes, upon authorizing (if authorization is mandatory) or 
processing a negative stock count, you are only allowed to enter a quantity that is less than or the same as 
the free stock quantity. If you enter and save a quantity that exceeds the free stock quantity, you will see a 
message “Must be less than or equal to : Free stock”.
If the – Counts: Check free stock is set to Show warnings, upon authorizing (if authorization is 
mandatory) or processing a negative stock count, you are able to enter and save a quantity that exceeds 
the free stock quantity. If you enter and save a quantity that exceeds the free stock quantity, a warning 
message “This process will result in negative free stock. Continue?” will be displayed. You can then select 
to continue or cancel the operation. If you choose to continue the operation, it is then possible that the free 
stock is a negative amount when the quantity to be reduced is more than the free stock quantity.

Interbranch transfers: Check free stock
Select an option at Interbranch transfers: Check free stock to determine how the system reacts to free stock 
during creation, authorization and fulfi llment of interbranch transfers. This setting is only available when you 
have both Inventory Management and E-Warehouse Management modules. This setting is only applicable 
when the Check stock check box is selected in Order settings.

If the – Interbranch transfers: Check free stock is set to No, the quantity to be reduced or moved will 
be validated against the physical stock quantity without any reference to the free stock quantity. It is then 
possible that the free stock is a negative amount when the quantity to be transferred is more than the free 
stock quantity.
If – the Interbranch transfers: Check free stock is set to Yes, you are only allowed to enter a quantity 
that is less than or the same as the free stock quantity. If you enter and save a quantity that exceeds the free 
stock, you will see a message “Must be less than or equal to: Free stock”.
If the – Interbranch transfers: Check free stock is set to Show warnings, you are able to enter and save 
a quantity that exceeds the free stock quantity, but a warning message “This process will result in negative 
free stock. Continue?” will be displayed. You can then select to continue or cancel the operation. If you 
choose to continue the operation, it is then possible that the free stock is a negative amount when the 
quantity to be transferred is more than the free stock quantity.
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Interbranch transfers section

Use intermediate warehouse
Select the check box to use an intermediate warehouse for interbranch transfers. This function will only be 
available if you have the E-Warehouse Management module. When this check box is selected, Exact Globe 
Next will automatically create the Transport warehouse as the intermediate warehouse. Therefore, there is an 
extra step of receiving the items from an intermediate warehouse.

The purpose of having a transit warehouse is to split the fulfi llment transaction in the issuing warehouse from 
the receiving transaction in the receiving warehouse. By doing this, you will be able to refl ect the status of the 
item in transit between the issuing warehouse and the receiving warehouse.

Receipt labels
Select the check box to enable printing of item labels for interbranch transfer receipt. Receiving labels are used 
to identify the items received so that they can be properly processed and stored away. Receiving labels usually 
contain information, such as the item code, receipt date, order number, and the supplier.

1.2 Item Data Settings

In order to identify the inventory in your warehouse and analyze item information in reports (such as the revenue 
generated, ABC analysis, and customer credit balance), you can set up assortments in the item data settings. To 
defi ne the item data settings, go to System  General  Settings, and then click Item data settings.

Assortments section
For the Inventory Management and E-Warehouse Management modules, only the settings in the 
Assortment section will be relevant for item data.

Assortments are used to categorize different types of items that share certain common properties. Assortments 
and its properties are user-defi ned. You can use assortments to classify the inventory for better item 
management, warehouse management, and reporting purposes. For example, in materials resource planning 
or stock valuation for a specifi c group of items, you can use assortments to select the group of items you want 
instead of generating the data for each item. Assortments do not have a fi nancial impact on the item and 
inventory transactions.
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To create assortments:

Click 1.  to display the Assortments screen.
Click 2.  New.
Type a code and description for the new assortment.3. 
Click 4. Save to save the new assortment. The new assortment will be displayed in the Assortments screen.
Click 5. Close to exit. 

1.3 Purchase Settings

Purchase settings determine how inventory is processed during the receipt of purchase orders. The 
settings that are related to inventory and warehouse management in purchase settings are settings for 
receiving of purchase orders. To defi ne the purchase settings, go to System  General  Settings, and then 
click Purchase settings.
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Receipt section

The settings under this section determine whether you need to assign unique serial/batch numbers, whether 
you can block batch number automatically, or print receiving labels and receiving slips upon receipt of 
purchased items. The settings in the receipt section allow you to defi ne the things you would want to do upon 
receiving the items.

Assign serial/batch numbers
Select the check box to make it mandatory for every purchase receipt to be assigned with a unique serial 
number. This setting is available only if you have the E-Serie/Batch module.

Serial and batch numbers are unique numbers assigned to items for the purpose of identifi cation and tracking. 
Serial numbers are unique for one unit of item; for example item M1350 with a quantity of 10 will be assigned 
10 unique serial numbers, one for each item. Batch numbers are unique for each batch quantity of items; for 
example, one batch of 10 screws will be assigned one unique batch number.

If you do not select this option, it is not mandatory to assign serial/batch numbers during the receipt of the 
items. In this case, you can assign serial/batch number later via the Item transaction card or upon the delivery 
of the goods. In order to be able to assign serial/batch numbers to an item, the Serial or Batch attribute must 
be enabled in the item maintenance under the Inventory tab.

The use of serial/batch items also work concurrently with the settings in Order settings, under the Entry 
section at Selection: Serial/batch numbers. If the Selection: Serial/batch numbers is set to Manually 
and the Assign serial/batch numbers check box is selected, then it is possible to reuse the existing serial 
numbers at the moment of receiving the items by selecting Yes to continue when you are prompted the 
message “Already exists - Continue anyway?”.

If the Selection: Serial/batch numbers is set to Valid, then it is not possible to reuse existing serial numbers 
and you must defi ne unique serial numbers for the items at the moment of receipt.

If you clear the Assign serial/batch numbers check box, then it is possible to receive serial/batch items 
without assigning serial or batch number to them. You may manually assign the serial/batch numbers at a later 
stage during the fulfi llment of the serial items in the sales process.

Block batch numbers automatically
Select the check box to automatically block batch numbers from being used during the receipt of purchase orders.

Receipt labels
Select the check box to enable the printing of receipt labels upon the receipt of purchased items. Receipts labels 
are stick-on labels printed with information about the item, such as bar code, product code, product name, 
serial numbers, and other information, that can be pasted on the items being received for easy identifi cation.

Receiving slips
Select the check box to enable the printing of receiving slips upon the receipt of purchased items. A receiving 
slip is a document printed with information on what has been actually received. It serves as a proof document 
to acknowledge the receipt of items.

Exchange rate based on receipt date
Select the check box to enable the system to derive the receipt amount from the exchange rate on the receipt 
date during purchase order receipt. Otherwise, the receipt amount will be derived from the exchange rate on 
the purchase order date.
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1.4 Order Settings

Order settings determine how inventory is processed during fulfi llment and shipment of sales orders. 
The settings that have to be defi ned for inventory and warehouse management are settings for sales order 
fulfi llment and shipment. To defi ne the order settings, go to System  General  Settings, and then click 
Order settings.
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Entry section

The order settings in the Entry section determine the settings in the sales order entry screen when you create 
a sales order at Order  Entries  Sales orders. For further details on the three sections in the sales order entry 
screen, see 2.1 Creating and Maintaining Sales Orders in E-Sales Order.

Shipping via
Type or select the shipping method of the sales orders at Shipping via. The shipping method defi ned in this 
fi eld will be the default whereby this method will be automatically defi ned at Shipping via in the header of 
sales order entry screens. It is also possible to link the shipping method to a specifi c debtor (defi ned at Shipping 
via in the debtor maintenance screen, under the Financial tab in the Advanced mode, or under the Logistics 
tab in the Simple mode). By default, the shipping method linked to the debtor will be fi lled at Shipping via 
in the sales order header. However, when creating sales orders, the shipping method can be changed. Shipping 
methods can be created at System  Logistics  Shipping methods.

Selection: Serial/batch numbers
Select the required option to enable the selection of serial/batch numbers when creating or fulfi lling a sales 
order. The options available are:

Manually –  — This option allows you to manually select the serial/batch numbers. By default, this option 
is selected.
Valid  – — This option allows you to select only from a list of available serial/batch numbers linked to 
existing stock. Available serial/batch numbers are numbers that are not blocked or have not expired.
All –  — This option allows you to select from all available serial/batch numbers in the system.

Fulfillment section

The order settings in the Fulfi llment section are for sales order fulfi llment (at Order  Entries  Fulfi llment).

Create cost price entry
Select the type of debtor to be used in the item transaction card (at Order  Items  Cards, select the fulfi lled 
item, click Card, select the sales order, and click Our ref.) after sales orders have been fulfi lled, if the sales order 
debtor and the invoiced debtor are different. The options available for selection are Sales order debtor and 
Invoice debtor.

Check credit line
Select the check box to check the total amount of the sales order to be fulfi lled against the credit limit of the 
invoiced debtor before the sales order can be fulfi lled. If the total amount of the sales order exceeds the invoiced 
debtor’s credit limit, the sales order cannot be fulfi lled. If this check box is not selected, the sales order can be 
fulfi lled even though the total amount of the sales order exceeds the invoiced debtor’s credit limit.

Use enrichment
Select the check box to make the Enrichment button available at Order  Entries  Picking list. Serial/batch 
numbers and warehouse location of the items have to be defi ned prior to using the enrichment feature. For 
further details on enrichment, see 4.7 Allocating and Enriching Items in the E-Sales Order user manual.
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Hours
Select the check box to enable hour items to be fulfi lled.

Use multiple layouts
Select the check box to print several layouts at the same time during the fulfi llment of sales orders. Multiple 
layouts are available for delivery notes, order confi rmation, and service slips. If this check box is selected, the 
System  Logistics  Layouts menu path will be available.

Selection: Multiple
Select the check box to fulfi ll more than one sales order at the same time. If this check box is not selected, only 
one sales order can be selected for fulfi llment whereby the sales orders have to be fulfi lled separately.

Check stock
Select the check box to check the availability of the items in the warehouse before fulfi llment. Sales orders 
cannot be fulfi lled if there is insuffi cient stock in the warehouse, and delivery note will not be printed. If this 
check box is not selected, sales orders can be fulfi lled, and delivery notes will be printed even though the stock 
level is negative.

Shipment section

Generate tracking number
Select the check box to generate the shipment tracking numbers.

Shipping manifest currency code
Select the currency that is used in StarShip. This information is mandatory.

Note: This setting is available if the SE1343 - E-Shipping Manifest Integration and SE1200 - 
E-Order modules are in the license.
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1.5 General Ledger Settings

General ledger settings determine how fi nancial transactions are managed in the system. The inventory 
related general ledger settings allow you to defi ne the default general ledger (G/L) accounts and journal to be 
used for inventory transactions. To defi ne the general ledger settings, go to System  General  Settings, and 
then click General ledger settings.
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General ledger section

Invoices / items to be received
Type or select the Invoices/items to be received (ITR) general ledger (G/L) account, which is used as a suspense 
or intermediate account at receipt of items and Invoices / items to be received purchase invoices. The ITR 
G/L account is used for balancing of double entry. When items received are pending invoice, the fi nancial 
entry involved will be debit stock G/L account and credit the ITR G/L account. When the invoice is received 
subsequently, the fi nancial entry will be to debit the ITR G/L account and credit the creditor G/L account. In 
addition to this, it is also used for receiving of invoice before goods. In this example, the G/L account is also 
called Items to be received.

Journal section

Item transactions
Type or select the journal which is used to record item transactions.

General section

Invoices / items to be received per item
Select the check box to use different invoices or items to be received (ITR) G/L accounts for different items 
or item groups. By default, the check box is not selected. This means only one ITR G/L account is used for all 
items and item groups. In this scenario, the standard ITR G/L account to be used will be based on the default 
ITR G/L account you have selected at Invoices / items to be received under the General ledger section.

Note: If you have selected the check box, you will see the Invoices / items to be received fi eld in 
the item group and item maintenance screens.
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1.6 Numbers Settings

Numbers settings determine how the sequential numbers for journal entries are generated. In addition, it also 
allows you to defi ne the start number for various logistics-related documents, such as the delivery notes and 
interbranch transfer slips. Based on the start number, the subsequent sequential numbers will be assigned to the 
documents. To defi ne the numbers settings, go to System  General  Settings, and then click Numbers settings.

General section

Use external numbering 
Select the check box to enable the external numbering functionality. This feature allows you to use the external 
numbers in your business documents apart from the standard numbering system based on the Entry, Our 
reference, and Your reference numbers. Once you have enabled the external numbering functionality, you can 
defi ne the numbering rules and the number ranges for the external numbers. The system will then assign external 
numbers for the specifi c business transactions based on the defi ned numbering rules and number ranges.
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Logistics section

Delivery note number
Type the start delivery order number to be printed on the delivery note. An order can be delivered in several 
parts or at a different time. As such, there can be several deliveries per order. This number will be automatically 
updated whenever a delivery note is printed. 

Interbranch transfer number
Type the start number to be used in the interbranch transfer. This is a running number and is automatically 
generated whenever a new interbranch transfer is recorded. Alternatively, you can select the Delivery note 
number check box to use the delivery note number when you record the interbranch transfer.

Note: Interbranch transfer number is not enabled if you select the Delivery note number 
check box.
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2. Preparing Warehouses and Items for Use
Before populating Exact Globe Next with items, you should fi rst defi ne holding areas for your inventory. This 
is termed as a Warehouse in Exact Globe Next. A warehouse provides characteristics of your holding areas. 
You can specify the items to be stored in each warehouse. You can also assign different employees to different 
warehouses to manage it. This is useful as a control measure in your organization.

Apart from that, you should also defi ne the characteristics of your stock items. This allows you to include 
various different information of the item including the price, the markup, its suppliers or purchasers, 
the warehouse attributed to it, and other information. Maintaining the information for all these varied 
characteristics ensures the item will be managed properly. For instance, you can specify whether the item is a 
sellable item. This ensures that when a sales invoice is created, if a non-sellable item is accidentally chosen, the 
system will alert you to this.

2.1 Defining Warehouses

A warehouse is used to defi ne the location where inventory is stored. It can contain the address of the warehouse 
as well as assigned employees and items in a particular warehouse. Even if your organization does not have a 
physical warehouse, it would be benefi cial to create one in Exact Globe Next in order to better refl ect the way your 
inventory is managed. A new installation of Exact Globe Next will have one warehouse already defi ned.

Chapter 2 | Preparing Warehouses and Items for Use
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To create warehouses:

Go to Inventory 1.  Warehouse management  Warehouses.
Click 2. New. The Maintain warehouses screen will be displayed.
Type a unique warehouse code and a descriptive name to identify the warehouse. This is mandatory. If 3. 
Name is left blank, it will be automatically fi lled in with the same details as Warehouse code.
Select a status for the warehouse. This denotes whether the warehouse is in operation or not. Select 4. 
Active if it is in operation and Blocked if it is not. There may be times when you need to block the 
warehouse, for instance when the warehouse/business is closed for stock taking activities or when it has 
received structural damage and is not fi t for storing your inventory.
Under the 5. Basics tab, type the address for the warehouse. Although optional, this is useful for 
differentiating storage locations later.
Type or select a contact person for this warehouse at 6. Contact. This contact person may or may not have 
rights to the warehouse.
Click 7. Save to save the information.
Click 8. Close to exit.

Note: Items stored at this warehouse can be viewed under the Items tab. Once you have created 
your inventory items, you can assign them to each warehouse later.

The Serial/batch tab displays information about the inventory for serialized or batch items in a particular 
warehouse. When creating a new warehouse, this tab will not show any information as no item has been 
assigned to the warehouse yet.

Under the Rights tab, assign an employee to be responsible for the warehouse. This acts as a control measure 
for your organization since only authorized employees can make changes to the warehouse. However, you can 
assign employees only after you have saved other information for the warehouse.
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2.2 Defining Item Groups

After creating a warehouse, you are advised to create item groups before creating items. This is to allow you to 
link each item to an item group in the item maintenance. The item groups enable you to categorize the items 
for the purpose of fi nancial reporting. Having item groups makes it easier for specifying the general ledger 
accounts that will be used for recording logistics transactions, such as sales or purchase of items that belong to 
the respective item groups.

For instance, you may want to specify that items in the “Software” group is to be linked to “Revenue of 
software” account and “Cost of Goods sold software” account while items in the “Hardware” group is to be 
linked to the ”Revenue of hardware” account and “Cost of Goods sold hardware” account. Linking each item to 
an item group will ensure that the appropriate fi nancial transactions are carried out.

2.2.1 Creating item groups

To create item groups:

Go to System 1.  Logistics  Item groups.
Click 2. New. The Item groups screen will be displayed.
Type a unique number at 3. Item group.
At 4. Code, type a unique code for the item group. This is mandatory. The code can be the same as the 
number at Item group.
Type the description of the item group at 5. Description. This is mandatory.
Under the6.  Basics tab, type or select the appropriate accounts at Revenue account, Cost of goods sold 
account, and Discount account. These are mandatory.
Under the 7. Purchase tab, type or select the appropriate accounts at Stock account and Price differences 
account. This account refl ects the account whereby the fi nancial transactions of this stock are recorded. 
These are mandatory.
Click 8. Save to save the information.
Click 9. Close to exit.
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For Cost unit in the Basics tab, you may type or select the cost unit to be associated with this item group, 
if available. A cost unit can be a division of your organization, either geographically or departmental. This 
is useful when attributing the different parts of your organization to an item group which can be used for 
measuring performance.

For the Purchase tab, you can type or select the Invoices/items to be received (ITR) G/L account to be used for 
the item group at Invoices / items to be received if you have selected the Invoices / items to be received 
per item check box under the General section in General ledger settings. If you do not defi ne a specifi c ITR 
G/L account for the item group, the default ITR G/L account as defi ned in the General ledger settings under 
the General ledger section will be used when items or purchase invoices are received. The Price differences 
account is used to record the difference in prices between the standard cost price as specifi ed by the supplier 
and the purchase invoice price during the point of purchase.

For the Extra tab, Price list rounding is used to specify the appropriate rounding off method for the prices of 
items in this group:

No rounding–  — This option will not round off any amount.
Round up–  — This option will round the amount to the next higher number.
Round down – — This option will round the amount down to the next lower number.

This can be applied for your organization’s policies in rounding off amount for a certain item group. This 
feature is applied only when the Round off button is clicked when maintaining price lists at Order  Price 
management  Price lists, if relevant. When a price list for a particular item is clicked, the item will be rounded 
off according to the price list rounding method specifi ed here.
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2.3 Defining Units of Measurement

Defi ning different units of measurement allows you to use them to refl ect different ways your inventory is 
packaged. For instance, your purchase of keyboards may be in boxes containing 12 pieces in each box. And 
when it is sold, the keyboards are sold by piece. For this, you can record your purchases by box and sales by 
pieces using different units of measurement. This is for more effective inventory handling and gives a more 
accurate refl ection of your organization’s business.

2.3.1 Creating units of measurement

 To create units of measurement:

Go to System 1.  Logistics  Units.
Click 2. New. The Units screen will be displayed.
At 3. Unit, type a unique name for the unit of measurement. This is mandatory.
Type the description of the unit at 4. Description.
At 5. Type, select the appropriate measurement type. Select Length, Time, or Weight for units that 
measure length, time, and weight, respectively. Select Other for units that are not represented by any of 
the other options.
Select the 6. Active check box to activate the unit of measurement. When a unit is Active, it can be used 
in your business operations. There may be times when you need to make a measurement unit inactive by 
clearing this check box. This is because you cannot delete an existing measurement unit if it is currently 
being used. If the unit is not used anymore in the future, you can make it inactive, thereby maintaining past 
items that use it while preventing future items from using it.
Click 7. Save to save the information.
Click 8. Close to exit.
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2.4 Defining Assortments

Assortments are used in grouping or categorizing different types of items that have certain properties in 
common. The assortments and the properties are user-defi ned. For example, you can specify “Color” as an 
assortment for a car. You can then defi ne its properties, such as “Black”, “Blue”, “Red”, and so on.
Assortments can be used in reports as search criteria. This will effectively create reports based on certain 
assortments that you want to view.

2.4.1 Creating assortments

To create assortments:

Go to Inventory 1.  Items  Assortments and type a relevant name for each assortment. You can have up 
to 10 different assortments.
Click 2.  Maintain: Properties to defi ne the assortment’s properties.
Click 3.  New to add new properties to the assortment. The Assortments: Properties screen will 
be displayed.
At 4. Code, type a unique code for the property. This is mandatory.
Type the description of the assortment at 5. Description.
Click 6. Save to save the property of the assortment.
Click7.  Close to exit.

Note: After creating properties for an assortment, you can also edit the details of a property by 
clicking 

eatin
 Edit or delete the property by clicking  Delete after selecting a property.
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2.5 Defining Serial/Batch Numbers

Serial and batch numbers are used primarily for tracking purposes. These numbers are very useful especially 
when dealing with the quality of the item. If a complaint is received with regards to the item, the serial or batch 
number can be used to pinpoint its origins so that investigative steps can be taken.

A serial number is unique and is used to identify a single piece of item. A batch number identifi es a group of 
similar items for a particular production run.

2.5.1 Creating serial numbers

To create serial numbers:

Go to Inventory 1.  Serial/batch  Serial.
Click 2. New. The Serial/batch numbers screen will be displayed.
At 3. Number, type a unique serial number for the item. This is mandatory.
Type the description for the serial number at 4. Description. To have the description in a different language, 
click . However, this is available only if the languages are defi ned at System  General  Settings, 
under General settings in the Descriptions in list boxes section.
If relevant, select the 5. Blocked check box to block the serial number from being used.
Under the 6. General tab, type or select the item for the serial number in Item code. This will link the serial 
number to the item and is mandatory.
At 7. Lot number, type or select the lot number the serial number is associated to, if available. Lot numbers 
are usually batches of item that will contain a range of serial numbers.

Chapter 2 | Preparing Warehouses and Items for Use

 27



At 8. Start date and End date, type or select the dates to defi ne the date the serial number takes effect and 
expires respectively. The start date is mandatory.
At 9. Supplier, type or select the supplier that supplies the item with this serial number, if relevant.
At 10. Warehouse, type or select the warehouse the item with this serial number is stored in. This is mandatory.
At 11. Location, type or select the location within the warehouse the item will be stored in. This is 
mandatory and is available if the Warehouse location check box is selected at System  General  
Settings, under Inventory settings in the Fulfi llment section.
Click 12. Save to save the serial number.
Click13.  Close to exit.

Note: Click MRP to view additional information on the movement of the item, such as whether 
any new stock has been ordered or whether any stock is in transit. The Item management: 
Planning screen for the item with this serial number displays the information.

2.5.2 Copying serial numbers

To create a serial number for another item with similar information, copy the information of an existing item.

To copy serial numbers:

Go to Inventory 1.  Serial/batch  Serial.
Select the item you want to copy the serial number details from.2. 
Click 3. New. The Serial/batch numbers screen will be displayed with the relevant information already 
fi lled in.
Type a unique number and description for the new serial number at 4. Number.
Defi ne new information or edit the existing information.5. 
Click 6. Save to save the new serial number.
Click 7. Close to exit.

2.5.3 Creating batch numbers

To create batch numbers:

Go to Inventory 1.  Serial/batch  Batch.
Click 2. New. The Serial/batch numbers screen will be displayed.
Type a unique batch number for the item at 3. Number. This is mandatory.
Type a description for the batch number at 4. Description. To have the description in a different language, 
click . However, this is available only if the languages are defi ned at System  General  Settings, under 
General settings in the Descriptions in list boxes section.
Select the 5. Blocked check box to block the batch number from being used.
Under the 6. General tab, type or select the item for the batch number. This will link the batch number to 
the item and is mandatory.
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Type or select the lot number the batch number is associated to, if available, at 7. Lot number.
Type or select the start and end dates at 8. Start date and End date to defi ne the dates the batch number 
takes effect and expires respectively. The start date is mandatory.
Type or select the supplier that supplies the item with this batch number, if relevant, at 9. Supplier.
Type or select the warehouse and the location the item with this serial number is stored in at 10. Warehouse. 
This is mandatory.
Type or select the location within the warehouse the item will be stored in at 11. Location. This is mandatory 
and is available if the Warehouse location check box is selected at System  General  Settings, under 
Inventory settings in the Fulfi llment section.
Click 12. Save to save the batch number.
Click13.  Close to exit.

2.5.4 Copying batch numbers

To create a batch number for another item with similar information, you can copy the information of an 
existing item.

To copy batch numbers:

Go to Inventory 1.  Serial/batch  Batch.
Select the item you want to copy the batch number details from.2. 
Click 3. New. The Serial/batch numbers screen will be displayed with the relevant information already 
fi lled in.
Type a unique number and description for the new batch number at 4. Number and Description. The 
Number fi eld is mandatory.
Type new information or edit the existing information.5. 
Click 6. Save to save the new batch number.
Click 7. Close to exit.

Note: Click MRP to view additional information on the movement of the item, such 
as whether any new stock has been ordered or whether any stock is in transit. 
The Item management: Planning screen for the item with this batch number 
displays the information.

Note: In certain situations, you may need to assign multiple serial and batch numbers for 
the corresponding items. In order to ensure that you assign the right serial and batch 
numbers for the right items quickly, you can use the feature to mask serial and batch 
items when performing production order receipts, purchase order receipts, fulfi llment of 
sales orders for items linked to drop ship warehouse, and when processing stock counts. 
With this feature, the serial and batch numbers are proposed according to a predefi ned 
mask. The masking is set up for each item by defi ning the necessary information at Mask 
and Increment factor in the Serial/batch tab of the item maintenance screen.
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2.6 Creating Items

Items are the heart of your organization as they determine the success of your organization. For this reason, 
Exact Globe Next allows you to keep a lot of information related to an item.

2.6.1 Creating items

To create items:

Go to Inventory 1.  Items  Maintain.
Click 2. New. The Items screen will be displayed.
At 3. Item code and Description, type a unique code and a description respectively for the item. These 
are mandatory.
Type a search code which is used when searching for items. If this is left blank, it will be automatically fi lled 4. 
in with the code at Item code.
Select an appropriate type for the item at 5. Type:

Standard –  — A Standard type item allows it for normal business operations where it can be 
purchased and sold intact.
Bulk issue –  — A Bulk issue type item is used mainly in the manufacturing process. It is purchased for 
the purpose of creating a fi nal product or enhancing an existing product.
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Select the appropriate status for the item at 6. Status:
Active –  — Items with this status can be sold, purchased, manufactured, received, and delivered. 
Blocked –  — Items with this status can be used in sales, stock counts, creating Bill of Materials, and 
budget scenarios, but cannot be used in sales and purchasing. 
Discontinued –  — Items with this status can be used in stock counts, sales, creating Bill of Materials, 
and budget scenarios, but cannot be used in purchases.
Inactive –  — Items with this status can be used in stock counts, but cannot be used in sales, purchasing, 
creating Bill of Materials, and budget scenarios. 
Future –  — Items with this status have not been made active but which your organization has details about.

At 7. From and to, type or select the appropriate dates to denote the validity of the item. If the start and end 
dates are specifi ed, it is active within this period only. Typically, it will only have the From date specifi ed. 
This means the item is active from that date onwards. The end date is fi lled in only to discontinue the item 
after a certain date.
Under the 8. Basics tab at Sls. unit, Price, type or select the sales unit and selling price of the item. The 
sales unit indicates the unit of measurement the item is sold at. For more details, see 2.3 Defining 
Units of Measurement.
Type or select a value-added tax code at 9. Sales VAT code, where applicable. A VAT code can be defi ned at 
System  General  Countries  Tax codes.
Type the cost price of the item at 10. Cost price. The cost price is usually lower than the sales price so that the 
profi t margin will be positive.
Type or select the assortment(s) that the item is linked to. The assortments available depend on the 11. 
settings defi ned at Inventory  Items  Assortments. For more details, see 2.4 Defining Assortments.
In the12.  Attributes section, select the Text check box if you want the system to prompt the user to enter a 
longer description for the item in the Enter text item fi eld during transactions involving the item, such 
as creation of sales or purchase orders and invoices. This allows users to add in their own remarks for the 
item, the result of which will be shown in the Long description column.
Select the 13. Divisible check box to allow the quantity of this item to be in decimals. This check box is 
enabled only if the item is not a serial item.
In the 14. Text section, you can pre-defi ne additional description that will be displayed in the Enter text item 
fi eld when fi lling up sales or purchase orders and invoices.
Type alternative descriptions in different languages, if applicable. This is available only if the 15. Descriptions 
in list boxes section is defi ned at System  General  Settings, under General settings.
Click 16. Save to create the item.
Click 17. Close to exit.

Markup (the percentage added to the cost price to reach the sales price) or Margin (the difference between the 
cost price and the sales price in percentage) will be automatically displayed depending on the selection at Profi t 
calculation at System  General  Settings, under Order settings. If no cost price is specifi ed, this will be blank.

The Purchase price will be automatically fi lled in according to the price defi ned under the Purchase/Sales 
tab. To specify that an item is a purchase item, add a new supplier under the Suppliers section. After adding the 
supplier, the Buy check box will be automatically selected under the Attributes: Purchase section. The item 
is then available for purchase.
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The Financial tab defi nes where inventory transactions (sale and purchase of goods) for the item are recorded 
in the fi nancial ledgers. By default, the fi rst item group in the list of item groups that are available in Exact Globe 
Next is automatically selected when you create an item. You can still manually change the accounts.

By default, the accounts defi ned in the item group will be displayed for the relevant account information under 
the Financial section. The mandatory accounts are Revenue, Stock, and Cost of goods sold. The Revenue 
account is the general ledger account where the sales revenue will automatically be credited when the item is 
sold. The Stock account is the general ledger account where the stock is automatically credited when the item 
is sold, and debited when the item is purchased. The Cost of goods sold account is the general ledger account 
where the cost of sales will automatically be debited when the item is sold.

In the Financial section of the Financial tab, you can type or select the Invoices/items to be received (ITR) 
G/L account to be used for the item at Invoices / items to be received if you have selected the Invoices / 
items to be received per item check box under the General section in General ledger settings. If you do 
not defi ne a specifi c ITR G/L account for the item, the default ITR G/L account as defi ned in the General 
ledger settings under the General ledger section will be used when items or purchase invoices are received.

2.6.2 Assigning and Removing Assigned Items to Warehouses

After creating items, you may want to assign the items to the appropriate warehouses. This allows you to better 
manage your items and to effectively segregate the usage of your warehouses based on items.

To assign items to a warehouse:

Go to Inventory 1.  Warehouse management  Warehouses.
Select a warehouse that you want to assign items to.2. 
Click 3. Open.
In the 4. Maintain warehouses screen, click Assign items.
At 5. Location in the Maintain warehouses - Assign screen, type or select the relevant location within the 
warehouse that you want to assign items to. This option is available if the Warehouse locations check 
box is selected under the Fulfi llment section of Inventory settings at System  General  Settings. You 
need to defi ne the location before you can assign items to it.
Click 6. Assign.
In the 7. Maintain warehouses - Items screen, select the relevant item(s) that you want to assign to 
the warehouse.
Click 8. Process. In the Maintain warehouses - Assign screen, the selected item(s) will be displayed.
Click 9. Close to exit.
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To remove assigned items from a warehouse:

Go to Inventory 1.  Warehouse management  Warehouses.
Select an existing warehouse that you would like to remove assigned items from.2. 
Click 3. Open.
In the 4. Maintain warehouses screen, click Assign items.
In the 5. Maintain warehouses - Assign screen, type or select the relevant location within the warehouse 
that contains the assigned items at Location. You need to specify the location before you can remove 
the item’s assignment. You also need to ensure that there is no stock available for the item before you can 
remove the item’s assignment.
Click 6. Unassign.
In the 7. Maintain warehouses - Items screen, select the relevant item(s) to remove their assignment.
Click 8. Process. In the Maintain warehouses - Assign screen, the selected item(s) will be removed.
Click 9. Close to exit.

2.7 Batch Update of Existing Items

Now that you have your warehouses fi lled with your organization’s items, there may be times when you need 
to update the data of multiple items at the same time. This can be due to an increase in shipping charges, for 
example. As such, the organization decides to increase the sales price for a range of items to absorb the shipping 
charges. Another example would be if there is a change in company policy whereby the maximum stock level of 
some items needs to be reduced.

Exact Globe Next allows you to quickly update selected item information for multiple products to refl ect 
scenarios like the ones above.

For the complete functionality of this feature, it is advisable that you have the Add-in for Microsoft Excel 
already installed.

2.7.1 Updating multiple items

There are two types of information that can be updated for multiple items. Updating of item data will affect 
only the items’ individual characteristics, such as the pricing and grouping of the item.

Updating of stock data will affect the stock information, such as stock levels and stock count cycle, of the items 
within a warehouse. A separate warehouse may have different stock information even for the same item.
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To update multiple item data:

Go to Inventory 1.  Items  Maintain.
Click 2. Batch updates.
In the 3. Update items - Maintain screen, under the Data selection section, select Item data to update 
information for a range of items.
Under the4.  Range section, defi ne the criteria relevant to the batch updating of items.
Under the 5. Change section, select the relevant check boxes to change the item data. Select the Cost price 
check box to update the cost price of item(s) according to the selected pricing scheme. Four options are 
available at New value:

Calculated cost price –  — Selecting this will change the cost price to be the same as the total of the 
calculated cost price plus the percentage that you specify. Having a negative percentage will reduce 
the total while having it at 0% will cause the cost price to be the same as the calculated cost price. 
This is relevant if the item is made up of different parts that your organization handles, in particular, 
involving assembly items or Bill of Materials (BOM). The calculated cost price of an item is the total 
cost price of its components.
Cost price –  — Selecting this will change the cost price of the item according to the percentage that you 
specify. Having a negative percentage will reduce the cost price. For this example, your organization 
may decide to increase the cost price by 10%.
Sales price –  — Selecting this will change the cost price to be the same as the total of the sales price plus 
the percentage that you specify. Having a negative percentage will reduce the total while having it at 
0% will cause the cost price to be the same as the sales price.
Supplier’s purchase price –  — Selecting this will change the cost price to be the same as the total of the 
supplier’s purchase price plus the percentage that you specify. Having a negative percentage will reduce 
the total while having it at 0% will cause the cost price to be the same as the supplier’s purchase price.
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Select the 6. Stock controlled check box to update the item to a stock controlled item or non-stock 
controlled item. This option is available only if Type is selected.
Update the assortments of the items by selecting them at the bottom of the 7. Change section.
Click 8. Show list to display the old and new item data in Microsoft Excel.
Click 9.  Exact Globe Next : Update (under the Add-Ins menu bar) to confi rm the information changes 
to the items in Exact Globe Next.
Save and close Microsoft Excel.10. 
Click 11. Close in Exact Globe Next to exit.

 

To update stock data of multiple items:

Go to Inventory 1.  Items  Maintain.
Click 2. Batch updates.
In the 3. Update items - Maintain screen, select Stock data to update the stock information of items in a 
particular warehouse.
Under the4.  Range section, defi ne the criteria relevant to the batch updating of items.
Under the5.  Change section, select the relevant check boxes to update the stock information of items 
described as follows:

Default location –  — This is available only if you have selected the Warehouse location check box 
in the Fulfi llment section at System  General  Settings, under Inventory settings. This option 
allows you to update the default location for placement of the item within a warehouse.
Purchase order level –  — This option updates the minimum purchase order level for the items.
Maximum stock –  — This option updates the maximum quantity allowed of this item in a warehouse.
Time of delivery - –  sales — This option updates the time of delivery for sales for the item.
Counting cycle –  — This option updates the counting cycle for the item.
Planner –  — This option allows you to display the old value and new value at the planner column in the 
Microsoft Excel report.
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Click 6. Show list to display the old and updated information in Microsoft Excel.
Click 7.  Exact Globe Next : Update (under the Add-Ins menu bar) to confi rm the information changes 
to Exact Globe Next.
Save and close Microsoft Excel.8. 
Click 9. Close in Exact Globe Next to exit.

Note: Updating of stock data can be done to either a single warehouse every time or to all 
warehouses. This is different from updating of item data whereby you are able to update 
item information for a range of warehouses.

To update item group of multiple items:

Go to Inventory 1.  Items  Maintain.
Click 2. Batch updates.
In the 3. Update items - Maintain screen, under the Data selection section, select Item data to update the 
information for a range of items.
Under the 4. Range section, defi ne the relevant criteria for batch updating.
Under the 5. Change section, select the relevant check boxes to change the item data. Select the Item group 
check box, and type or select the new value at New value to update the item group of the item(s) to the 
selected new item group.
Click 6. Show list to display the old and new item data in Microsoft Excel. A message “Changed: item 
group. Link general ledger accounts? Invoices / items to be received: Changing the account will not recode 
existing transactions to the new account” will be displayed. Click No to continue using the same invoices 
to be received account. If you click Yes, a message “Depending on the size of your company, this function 
may take a long time because all fi  les will be checked. Would you like to continue?” will be displayed. 
From here, click No if you do not want to update the item group, and Yes to update the item group and 
the invoices to be received account for item(s) that will be updated with the item group’s invoices to be 
received account.
Click 7.  Exact Globe Next : Update (under the Add-Ins menu bar) to confi rm the information changes 
to Exact Globe Next. The following condition must be met:

The current Invoices to be received account must have zero balance per item, and all orders (purchase  –
order, purchase return, and return to vendor (RTV)) on the current invoices to be received account must 
be completed. If the above condition is not met, then a message “Not updated, Some account do not 
have zero balance and / or still attached to some non-completed orders” will be displayed. The update 
process will be terminated. You must rectify the error before running the batch update successfully.

Save and close Microsoft Excel.8. 
Click 9. Close in Exact Globe Next to exit.
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2.8 Recoding Items

Recoding items in Exact Globe Next is the changing of code numbers for your items. In a normal business 
process, this does not happen very often. Recoding of items is not encouraged because transactions involving 
your organization’s items are mostly tied to the item code. Changing the code of the item will affect other 
transactions extensively including sales, purchases, and fi nancial transactions.

There are also times when you need to merge similar items. This can be due to a mistake whereby two different 
employees created the same new item. In order to maintain just one instance of the item, both these items have 
to be merged. You can merge items by recoding one of the items to have the same code as the other.

To recode items:

Go to Inventory 1.  Items  Maintain.
Select the item that you want to recode.2. 
Click 3. Recode. A message “This process may take some time. Continue?” will be displayed.
Click4.  Yes. The Recode screen will be displayed.
Type a new code for the item and click 5. Recode. Typing a code of an existing item will merge the two items 
together. All outstanding quotations, sales and/or purchase orders must be processed fi rst before a merge 
can occur. A message “Completed successfully: Recode” will be displayed.
Click 6. OK to exit.
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2.9 Copying Items

In the process of recording your organization’s items into Exact Globe Next, there will be times when you 
encounter items that have similar properties. Exact Globe Next allows you to copy an existing item’s properties 
when creating a new item. This signifi cantly reduces the need to retype the same information, already 
contained in an existing item, into a new item.

To copy item properties:

Go to Inventory 1.  Items  Maintain.
Select an item to be copied.2. 
Click 3. Copy. The Copy Item screen will be displayed.
At 4. New: Item code, Description, and Search code, type an item code, description, and search code 
for the new item. These are mandatory and the new item code must be unique. The Supp. item code 
fi eld is automatically fi lled in (this fi eld is enabled only if the Suppliers check box under the Copy 
section is selected).
Under the 5. Copy section, select the relevant check boxes to copy the selected information to the new 
item. The check boxes are enabled only if the item contains the relevant information. For example, the 
Attachments check box is enabled only if the item to be copied has an attachment.
Click 6. OK to create the new item. The Items screen will be displayed.
Make the necessary changes for the new item.7. 
Click 8. Save.
Click 9. Close to exit.
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2.10 Creating and Maintaining Shipping Methods

Shipping methods are the methods or carriers that can be used to ship your orders. You can use the shipping 
methods that are supported by the following modules:

E-Shipment – — This module allows you to ship your orders using your preferred carriers. With the 
generated tracking number of each shipment, you can manually check the status of your shipment with 
the corresponding carrier.
E-Shipping Manifest Integration–  — This module allows Exact Globe Next integrate with StarShip 
and vice versa. StarShip is a software that is also integrated with the software of various carriers whereby 
you can compare the real-time rates of various carriers, ship the yet to be fulfi lled orders that you 
have created in Exact Globe Next, fi nd the latest status of your shipment, and invoice the orders and 
shipment in Exact Globe Next. This module is available only if you have the SE1343 - E-Shipping 
Manifest Integration and SE1200 - E-Order licenses, and if you defi ne the currency used in 
StarShip at Shipping manifest currency code in the Shipment section of Order settings. For more 
information, see the Shipment section of 1.4 Order Settings.

You can defi ne the default shipping methods to be used in a sales order at the following, whereby the setting at 
the debtor maintenance screen will precede the setting at Order settings:

At  – Shipping via in the Entry section of Order settings. For more information, see the Shipment 
section of 1.4 Order Settings.
At  – Shipping via in the Sales order - Invoice section in the Financial tab of a debtor maintenance screen.
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To create shipping methods:

Go to System 1.  Logistics  Shipping methods.
Click 2. New.
In the header section of the 3. Shipping methods tab, defi ne the following:

At  – Shipping via, type a maximum of eight characters to defi ne a code for the shipping method. This 
information is mandatory.
At  – Description, type a description for the shipping method. This information is mandatory.
Select the  – Use shipping manifest check box to defi ne that the sales orders linked to this shipping 
method will be shipped using StarShip with E-Shipping Manifest Integration. Clear the check box 
to ship the corresponding sales orders using E-Shipment. Once selected, Cost price is set to zero and 
hidden, Shipment is hidden, and Packages and Print on order are selected but disabled.

In the 4. Tracking number section of the Shipping methods tab, defi ne the following:
Select the  – Shipment and/or Packages check boxes to issue a tracking number for every shipment 
and for every package shipped using this shipping method, respectively.
Type or select an item group at  – Item group to ship items under this item group using this 
shipping method.
At  – Supplier, type or select a supplier that will use this shipping method. This information is mandatory.
Type the cost price of the shipping method in the currency defi ned at  – Default currency in the 
Standard section of General settings.
At  – Unit, type or select the unit of measurement to be used when shipping. This information is mandatory.
At  – Warehouse code, type or select the warehouse that will use this shipping method. This 
information is mandatory.
Select the  – Print on order check box to print the shipping method on the order documents.

Click 5. Save to save the shipping method.
Click 6. Close to exit.
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3. Inventory Management

Inventory management involves managing the day-to-day inventory transactions, such as stock counting, the 
receiving of inventory, fulfi llment of inventory, internal use requests, interbranch transfers, and inventory 
costing. The following are business processes described in the Inventory Management and E-Warehouse 
Management modules:

Stock count–
Purchasing process–
Sales process–
Internal use (Internal requisition)–
Interbranch transfer–
Location transfer–
Inventory costing–

3.1 Stock Count

Stock count is the process of counting inventory on a periodic basis throughout the year so that you have 
accurate information on inventory. Stock count is used to check for discrepancies between the physical and 
recorded inventory levels, and this is done on a frequency based on the value of the items. Usually if the value 
of a stock is higher, the stock is counted more frequently. This is to ensure that the inventory is consistently 
accurate and prevent discrepancies due to damage, loss, and theft.

A counting cycle is used in Exact Globe Next to determine the frequency of stock count. The counting cycle (in 
days) for an item is defi ned per warehouse in the item maintenance (under the Inventory tab, double-click a 
warehouse in the Warehouses pane, and type a value at Counting cycle).

Counting cycles determine when an item will be counted again after the last count. For example, item A has 
a counting cycle of 90 days and the last count was on January 1, 2006. Thus, if you conduct a stock count on 
March 28, 2006, this function will check whether the item needs to be counted based on the counting cycle. It 
will not allow you to create a count because the next count for item A should be 90 days from January 1, 2006.

When you process a stock count, two entries are recorded on the reference dates in the stock account and the 
cost of goods sold account respectively. If there are discrepancies between the physical quantity and the data in 
the system, there will be an amount adjustment in the stock account and the cost of goods sold account. The 
following fi nancial transactions are recorded in the fi nancial ledgers for the respective scenarios:

Positive stock count – — This occurs when the physical quantity is more than the system quantity. Debit 
the stock account and credit the cost of goods sold account.
Negative stock count–  — This occurs when the physical quantity is less than the system quantity. Credit 
the stock account and debit the cost of goods sold account.
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To create stock counts:

Go to Inventory 1.  Warehouse Management  Counts.
Click 2. New. The Counts screen will be displayed.
Under the 3. Range section at Warehouse, select the warehouse where you want to conduct the stock count. 
At 4. Location, select a location of the warehouse. This is available if you have selected the Warehouse 
locations check box at System  General  Settings, under Inventory settings.
At 5. Item code, type or select an item code or a range of item codes for which you want to create a stock count. 
To create a stock count for a group of items then you can type or select an item group or a range of item groups 
at Item group. Item groups are items with the same revenue, cost of goods sold and stock accounts.
Under the 6. Extra section at Reference date, type or select the reference date when the stock count is 
created. By default, the current date is displayed. Select the Use: Counting cycle check box to include the 
items that are eligible for stock count only. Items are eligible for stock count if the period starting from the 
date the item was last counted until the current date has exceeded the counting cycle.
Under the 7. ABC analysis section, select the Sort by option to sort the results of the stock count by items 
or warehouse locations. For additional sort options, you can defi ne the ABC analysis to sort the items by 
the quantity used, sales quantity, revenue, cost of goods sold, purchase cost, and margin.
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Select the 8. Use inventory class from ABC analysis check box to enable the options for ABC analysis. For 
more information on ABC analysis, see 3.7 Inventory Costing.
Click 9. New. The Counts screen will be displayed:

 

Select the 10. Use Cost of goods sold check box and the fi nancial entries will be recorded in the Cost of 
goods sold account as defi ned in the item maintenance (under the Financial tab). Alternatively, you can 
specify the G/L account manually if it is different from the one defi ned in item maintenance. Only if there 
are no discrepancies found during the stock count for the item, you can proceed to step 14.
If you have the 11. Warehouse locations check box selected at System  General  Settings, under 
Inventory settings, in the Fulfi llment section, click  under the Loc. column and you will see the 
Counts screen. Otherwise, proceed to step 13.
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Defi ne the difference in quantity counted in a particular warehouse in the 12. Difference column or the new 
quantity in the New column. If this is a serialized or batch item, you need to specify the serial or batch 
numbers of items you want to count by clicking  in the S/B column. Click OK to exit. 
Defi ne the difference in quantity counted in a particular warehouse in the 13. Difference column or the new 
quantity in the New column. If it is a negative stock count, type the difference in quantity (it must be a 
negative value) in the Difference column or the new quantity in the New column. Otherwise, if it is a 
positive stock count, type the additional quantity in the Difference column or the new quantity in the 
New column. The Counted column will automatically be selected. If you have selected the Warehouse 
locations check box and have defi ned the stock count quantity in step 11, the Difference and New 
columns will automatically display the quantity defi ned earlier.
If this is a serialized or batch item, you need to specify the serial or batch numbers of items you want to 14. 
count by clicking  in the S/B column. If it is a negative stock count, you will see the Serial numbers 
For CAS:VG01 or Batch numbers For CAS:VG01 screen where CAS:VG01 is the item you want to 
count. Select the serial/batch numbers from a list of numbers available in the current stock, and then click 
Select to link the numbers to the stock count entry screen and exit automatically. Otherwise, if it is a 
positive stock count, you will see the Create: Serial number or Create: Batch number screen. Type the 
serial/batch number for the serial/batch item at Serial number or Batch number. If you are registering 
more than one serial item, click Advanced, type the number of serial numbers you want to create at 
Increment factor, then type the fi rst serial number at From, and then press TAB. The last serial number 
in a series of running number will be displayed automatically at To. Click OK to save and exit and return to 
the Counts screen.
Under the 15. Counted column, select the check box in the relevant lines to verify the count.
Click 16. Process to generate the stock count. After processing is completed, the stock count transaction will 
be registered in the fi nancial journals with an entry number.

In step 11, the order and inventory settings determine the stock count difference allowed for negative 
stock count. Stock count difference for positive stock count is not affected. If the Check stock check box is 
selected under Order settings and Counts: Check free stock is set to Yes under Inventory settings, the 
difference quantity entered must be less than or equal to physical stock per warehouse/warehouse location 
(in the Current column) and free stock per warehouse (in the Free stock column). If you enter a stock count 
difference that is more than the free stock in the warehouse, you will see a tooltip message “Must be less than or 
equal to : Free stock” and you will not be able to proceed to process the stock count.
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3.2 Purchasing Process

The purchasing process is related to the inventory business process because companies need to replenish 
depleted stock and fulfi ll customer orders. Purchase orders are created and sent to suppliers to request for the 
required items by the purchasing representative/buyer.

Delivery of purchase orders by suppliers involves the receipt of items, processing of the attached documents, 
such as delivery notes and invoices, and storage of the received items in an assigned location.

An invoice is received either together with the items or separately. The invoice is then entered in the purchase 
journal to record the amount to be paid to the supplier for the items received. As an optional checking 
procedure, a reconciliation of the receipt to the invoice is done to ensure that the amount to be paid matches 
the amount and quantity of items received. After processing the invoice and paying the supplier, the purchase 
process is considered complete.

In the event that there are damaged goods or the quantity delivered is more than the purchase order quantity, 
the items will be removed from the warehouse and sent back to the supplier’s warehouse. A return receipt is 
created to register the returned stock. Upon receiving the returned items, the supplier will send a credit invoice 
to adjust the amount that was charged in the fi rst invoice.

During the transportation of goods from the supplier’s warehouse to the customer’s warehouse, additional 
cost, such as transportation cost, insurance cost, inspection cost, import duties, and other taxes, are incurred 
within the purchasing process. The additional cost is called landed cost and needs to be added to the value of 
the stock so that it can be included to the calculation of margin and profi t.

Landed costs are not registered as a percentage or amount of the item during the purchase order or receipt entry. 
Therefore, the cost has to be booked directly to the purchase invoice by creating a separate landed cost invoice. 
The landed cost invoice is then allocated to the purchase receipt. Thus, during stock valuation, the landed cost 
will be considered as part of the purchase receipt and will be included when updating the cost price of outgoing 
items. For more details on stock valuation and the stock valuation methods, refer to the 3.7 Inventory Costing.
The following topics are relevant to this section:

Receiving purchased items –
Reconciliation of receipts to invoices –
Creating and allocating landed cost invoices –

Chapter 3 | Inventory Management

 49



3.2.1 Receiving purchased items

When purchased items arrive at the warehouse, the items are fi rst unloaded to a temporary waiting area before 
being processed and received. In the temporary waiting area, documents are checked against the items ordered 
to verify the physical item and quantity.

In Exact Globe Next, the receipt of purchased items is registered at Purchase  Entries  Receipts. This 
function is available only if you have the Purchase module. Also, a purchase order must be printed before the 
items can be received because the purchase order must be sent to the supplier in order for the supplier to send 
the items.

After the purchase receipt is created, the purchase receipt is recorded in the fi nancial journals. If a receipt is 
created before the invoice then the entries are as follows:

Debit the stock account –
Credit the invoice to be received –

Otherwise, if the receipt and the invoice are created on the same date, the following entries are recorded:

Debit the stock account –
Credit the invoice to be received –
Debit the invoice to be received –
Credit the accounts payable account –
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To receive purchase order items:

Go to Purchase 1.  Entries  Receipts.
Defi ne the relevant criteria.2. 
Click 3. Refresh to see a list of processed purchase orders.
Click 4. Advanced in the Selection section in order to defi ne the transaction date in the Extra section. At 
Transaction date, type or select a date to receive the items. The transaction date is the date the receipt 
will be recorded in the fi nancial journals.
Select the purchase order you want to receive and click 5. Receipts. You will see the Receipts screen. All 
items that are requested by the purchase order are displayed with the quantity ordered and the respective 
items’ planned fulfi llment dates.
At 6. Your ref., type the customer’s reference (up to 30 alphanumeric characters) to register the receipt in the 
fi nancial journals. This is an internal reference which will be used for invoicing purposes.
In the 7. Actuals column, type the quantity you are receiving. By default, the actual quantity displayed is 
the ordered quantity. In the case of partial receipt, you can type a quantity that is less than the ordered 
quantity. However, you are not allowed to receive more than the ordered quantity.
If the item is a serial/batch item, you need to type the serial/batch number in the 8. Serial/batch number 
column. Type a new serial/batch number for each unit of the item received. To create serial/batch 
numbers in a series of numbers for multiple units of the item, press F2 and you will see the Create: Serial 
number screen. Click Advanced, and then type the number of serial/batch numbers you want to create 
in addition to the fi rst one. In the From fi eld, type the serial number for the fi rst item, then press TAB and 
the last number in the running series will be displayed automatically in the To box. Click OK to exit.
Click 9. Process to process the receipt and exit.

3.2.2 Reconciliation of receipts to invoices

After receiving purchased items, reconciliation is usually carried out before payment to ensure that the correct 
amount is paid for the right quantity. Reconciliation is done periodically at regular intervals, for example at 
month-end or every quarter, to match the registered receipts with the corresponding invoices.

In Exact Globe Next, both the receipt and the invoice have to be processed before reconciliation. This is a 
checking measure to ensure that the invoice has the correct prices and quantities for the purchased items. If the 
amount on the receipt does not match the invoiced amount, then the actual amount in the processed invoice 
for the items received needs to be adjusted. For more details on adjusting processed invoices, see 2.5 Correcting 
Processed Invoices in the Invoice user manual.

Reconciliation of receipts to invoices is possible only if the following conditions are fulfi lled:

The amount and the quantity in the receipt(s) match those in the invoice(s). –
The invoice and receipt lines selected must have the same item code. –
The receipt lines selected must have the same purchase order number. –
One invoice line can be reconciled to multiple receipt lines so long as both the invoice and receipt totals  –
are equal.
Multiple invoice lines can be reconciled to multiple receipt lines so long as the invoices have the same  – Our ref.
The total amount for the selected invoice lines cannot be greater than that of the selected receipt lines. –
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To reconcile receipts to invoices:

Go to Inventory 1.  Warehouse management  Reconcile.
At 2. Group by, select Supplier or Item to group the receipts and invoices according to the selected option.
Type or select a date or a range of dates of receipts and invoices that you want to reconcile in the 3. Date from 
and to fi elds.
Click 4. Advanced to defi ne more criteria.
Click 5. Refresh. A list of suppliers or items with the number of invoices, receipts, the invoiced amount, and 
the received amount will be displayed.
Select the supplier or item for reconciliation and click 6. Zoom to view the transactions.
Select the receipts (and return receipts if any) and the matching invoices (and credit invoices if any), 7. 
and then click Reconcile. Upon clicking Reconcile, both the receipt and invoice will be automatically 
removed from the Reconcile screen. Note that credit invoices are created manually and is thus, registered 
without a purchase order number. Therefore, it is advisable to use the same Our ref. as the original invoice 
to identify the original invoice during reconciliation. Click Close to exit.
Repeat steps 6 and 7 until all the receipts and invoices are reconciled. Alternatively, you can click 8. 
Automatically to let Exact Globe Next automatically reconcile the receipts and return receipts with the 
corresponding invoices. However, for credit invoice reconciliation, you need to manually match it with the 
original invoice.
Click 9. Close to exit.
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3.2.3 Creating and allocating landed cost invoices

Landed cost is the total cost incurred when an item is transported from one location to another. Landed cost 
such as insurance, transportation, and import duty are incurred during the purchasing process to deliver the 
items from the warehouse to the customer’s warehouse.

In Exact Globe Next, landed cost is added to the stock value of an item to get a more accurate cost price. 
This way, a more accurate cost price can be refl ected in the stock value for the purpose of margin and profi t 
calculations. Before allocating the landed cost, you need to register the landed cost invoice in the fi nancial 
ledgers (purchase journal) under a profi t and loss account.

To create invoices for landed cost:

Go to Finance 1.  Entries  Purchase.
Select the purchase journal, and then click 2. Zoom.
Click 3. New to create landed cost entries in the purchase journal. The Make purchase entry screen will 
be displayed.
In the 4. Date column, type the date you receive the invoice for the landed cost. By default, the current date 
is displayed and an entry number is automatically generated by the system for the purchase journal entry. 
The entry number depends on the settings defi ned at Purchase journal at System  General  Settings, 
under Numbers settings.
Press TAB to defi ne the information or to accept the default values. You can type or select the relevant 5. 
options by pressing F2. Defi ne the following information at the header:

Creditor –  — Select the creditor that you are creating the invoice for.
Your reference –  — Type the reference number provided in the invoice received from the supplier.
Amount –  — Type the total amount invoiced.
Description –  — You can add a description to identify the invoice.

Defi ne the details of the landed cost in the entry lines. The relevant information is as follows:6. 
G/L – , G/L - Description — Type or select the general ledger account code and the corresponding 
description will be displayed automatically. The entry for the landed cost will be recorded in this 
account journal.
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Amount –  — The amount will automatically be displayed with the total quantity as entered in the 
invoice header. You can change the amount for that entry line to refl ect the charges for the respective 
landed cost. If you do change this amount, the next line will automatically display the total of the 
invoice header amount minus the amount for that invoice entry line.
Description –  — You can add a description to identify the entry line.

Click 7. Close to exit and the fi nancial entries for the landed cost invoice will be registered at the selected 
general ledger accounts.

Tips: You can choose to add information by clicking  Columns at the toolbar and selecting the 
relevant check boxes.

 
 

To allocate landed cost:

Go to Inventory 1.  Warehouse management  Landed costs. This menu path is available only if you have 
the Inventory Management module and if Standard cost price (Classic) is not selected at Valuation 
method at System  General  Settings, under Inventory settings.
In the 2. Landed costs - To be allocated/Unallocated screen, Allocation is the default method. Defi ne 
the relevant criteria.
Click 3. Refresh to display a list of landed cost lines that you want to allocate. Only entries in profi t and loss 
accounts in the purchase journal (invoices) and general journal (estimation of cost for month-end closing 
when no invoice is received yet) can be selected.
Select the landed cost line you want to allocate.4. 
Click 5. Continue.
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In the 6. Landed cost - Receipts screen, defi ne the relevant criteria.
Click 7. Refresh to display a list of receipts.
Select the corresponding receipt line to be allocated to the invoice and click 8. Allocate. Information of the 
landed cost line selected earlier is displayed above the receipt lines.
In the 9. Landed costs - Allocation screen, select an allocation method at Method to allocate the cost to the 
receipt. Four methods are available and the following are the formulas for the respective methods:

Quantity –  — (Quantity in sales units/total sales unit) * Amount to be allocated
Value –  — (Value in default amount/total default amount) * Amount to be allocated
Weight –  — (Quantity * weight/total weight) * Amount to be allocated
Volume –  — (Quantity * volume/total volume) * Amount to be allocated

Allocation using the quantity method uses the quantity in the allocated receipt. The value method uses the 10. 
cost price of the item as defi ned in the item maintenance (Inventory  Items  Maintain) and is displayed 
in the Value column. You can also use the weight and volume method for non-countable items, such as 
items in liquid form and items that are purchased in bulk.
Click 11. Calculate to calculate the stock value after allocation and refresh the values on the screen. You 
can use this function to view the calculated values in the Costs column whenever you change the 
calculation method. 
Click12.  Process and a message “Completed successfully” will be displayed. Click OK to exit.

3.3 Sales Process

The sales order process is closely connected to the inventory process because both processes involve the 
movement of stock when items that were ordered by customers are delivered from the warehouse(s). Firstly, 
the warehouse manager needs to identify the sales orders that are required for fulfi llment on a certain date. 
Then, he has to ensure that there is suffi cient items and stock to meet the specifi c sales order items and quantity.

If the warehouse has available items and suffi cient quantity to meet the items requested by the sales order, then 
picking lists can be printed for the warehouse personnel to retrieve the items requested in the sales orders from 
their specifi c warehouse locations. Once the items are collected and packed for shipment, the sales order is 
ready for fulfi llment.

The following topics are relevant to this section:

Generating reports on deliverables from stock –
Printing picking lists for sales orders –
Fulfi lling sales orders –
Processing sales order shipment –

3.3.1 Generating reports on deliverables from stock

Before items in sales orders can be delivered to customers, the warehouse will prepare the items for delivery. 
The preparation includes picking, packaging, and shipment of the items by the freight forwarder. Before items 
in a sales order can be fulfi lled, the warehouse has to check whether the items are available in stock or if there is 
suffi cient current available stock. In Exact Globe Next, you can generate a report on deliverables from stock in 
order to determine the sales orders that are ready for fulfi llment.
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To generate reports on deliverables from stock:

Go to Inventory 1.  Reports  Deliverable from stock.
At 2. Warehouse, type or select the warehouse of the deliverable items.
Type or select a date at 3. Fulfi llment date to display the orders that are expected to be fulfi lled by a specifi c 
date. By default, the current date is displayed.
Click4.  Display and the Deliverable from stock screen will display the sales orders that can be fulfi lled. For 
more information on the deliverable from stock report, see 4.3 Deliverable from Stock.

3.3.2 Printing picking lists for sales orders

A picking list is a list of items to be fulfi lled for a sales order sorted in the order of the items’ warehouse 
location(s). It is useful for warehouse employees so that they can pick the items at the right quantity at the 
respective warehouse location(s) easily and quickly.

After determining the sales orders that can be fulfi lled from the deliverables from the stock report, the 
warehouse employees can start retrieving the items for the respective sales orders. A picking list is then printed 
in order to retrieve the items in an effi cient manner. You can choose to print the picking list separately before 
the fulfi llment process or during the fulfi llment process. The items printed on the picking list are based on the 
sales orders.

To print picking lists for sales orders:

Go to Orders 1.  Entries  Picking list.
Defi ne the relevant criteria.2. 
Click 3. Search. Sales orders that match the defi ned criteria are then displayed. 
Select the relevant sales order.4. 
Click 5. Print.
Under the6.  Type section, Picking list is selected by default.
To include the item parts in the picking list, select the 7. Explode check box under the Options section.
At 8. Layout, type or select the layout for the picking list.
Click 9. Print.
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3.3.3 Fulfilling sales orders

When the items are picked and ready to be delivered, you can then proceed to fulfi ll the sales orders. Fulfi llment 
of sales orders indicate that the items requested by customers have been satisfi ed and the items are ready for 
shipment and actual delivery. Fulfi llment can be done only when sales orders are authorized and processed, and 
there is suffi cient free stock for the ordered items.

In Exact Globe Next, multiple sales orders can be fulfi lled at the same time if the Selection: Multiple check 
box is selected at System  General  Settings, under Order settings, in the Fulfi llment section. This feature 
is useful if there is a huge number of sales orders to fulfi ll on a particular date. Partial deliveries are also allowed 
depending on the conditions set in the sales order.

You can print packing lists and delivery notes during fulfi llment. Packing lists are used to identify the items in 
the sealed packages, and are used by customers to identify the orders when receiving the items. Delivery notes 
list all the items and quantity delivered. Customers use delivery notes to check whether all the items listed in 
the delivery notes are delivered as requested in the sales orders, and also to confi rm that the correct items and 
quantity are delivered.
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To fulfi ll a sales order:

Go to Inventory 1.  Entries  Fulfi llment.
Select 2. Sales order in the Selection section. You can choose to display a list of sales orders that are planned 
for fulfi llment on a specifi c date by typing or selecting the date at Fulfi llment date. 
Click 3. Advanced to defi ne the transaction date for the fulfi llment at Transaction date. The transaction 
date is the date of the actual delivery and is registered in the fi nancial ledgers while the fulfi llment date is 
the planned fulfi llment date for the sales order.
Click 4. Refresh. 
Select the sales order you want to fulfi ll.5. 
Click 6. Fulfi llment. The Fulfi llment screen will be displayed.
In the 7. Location column, type or select the warehouse location (by pressing F2).
Type the quantity to be fulfi lled in the 8. Actuals column. By default, the actual quantity displayed is 
the ordered quantity. In the case of partial receipt, you can type a quantity that is less than the ordered 
quantity. Partial deliveries are allowed if you have selected the Partial delivery allowed check box in the 
conditions set in the sales order (click Conditions in the sales order entry screen). However, you are not 
allowed to receive more than the ordered quantity.
Type or select the serial/batch number in the 9. Serial/batch column. To select a serial number, press F2, select 
the serial/batch number, and then click Select. This step is applicable only to serialized or batch items.
Type or select the person in charge of the item in the10.  Person column.
Click 11. Fulfi llment and you will see the Print: Sales orders screen. Select Final under the Print section.
Select 12. None under the Output section if you do not wish to print a copy of the delivery note. Otherwise, 
select Printer to print a delivery note or select E-mail to send the delivery note by e-mail.
You can have the option to generate the sales order invoice at this point. Select the 13. Generate invoices 
check box in the Entry data section to generate an invoice. To print a copy of the invoice, select the 
Print invoices check box. The printed invoice is sent to the customer, along with the delivered items. To 
generate invoice only for the items that are fulfi lled, select the Lines check box.
Select the 14. Packing list check box to print the packing list for the sales order.
Click 15. Start to process the fulfi llment of the sales order, and/or print or send the delivery note. To view the 
delivery note before printing or sending, click Preview.
After clicking 16. Start, the Print invoices screen will be displayed if you have selected the Print invoices 
check box under the Entry data section. Under the Process section, select the Final option and select a 
layout for the invoice document. For the fi nal invoice, you have the option of selecting Printer to print 
the invoice or E-mail to send the invoice by e-mail. You can also change the due date for the invoice in 
the Print invoices screen, and it will update the invoice due date set in the sales order conditions (click 
Conditions in the sales order entry screen).
Click 17. Process to process and print the invoice.
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To fulfi ll multiple sales orders:

Go to Inventory 1.  Entries  Fulfi llment.
Defi ne the relevant criteria.2. 
Click 3. Refresh. Take note that fulfi llment of multiple of sales orders is allowed only if you have selected 
the Selection: Multiple check box at System  General  Settings, under Order settings, at the 
Fulfi llment section.
Hold down CTRL and select the sales orders you want to fulfi ll and click 4. Process.
In the 5. Print: Sales orders screen, select Final in the Print section. In the Output section, select Printer to 
print the delivery notes, E-mail to send the notes to the customer by e-mail, or None if no output is required.
Select the 6. Generate invoices check box in the Entry data section to generate invoices for the sales orders. 
Select the Print invoices check box to print the invoices. To generate invoices only for the items that are 
fulfi lled, select the Lines check box.
Select the 7. Packing list check box to print the packing lists for the sales orders.
Click 8. Start to process the fulfi llment of the sales orders, and/or print or send the delivery notes. To view 
the delivery notes before printing or sending, click Preview.
After clicking 9. Start, the Print invoices screen will be displayed if you have selected the Print invoices 
check box under the Entry data section. 
In the 10. Process section, select the Final option and select a layout for the invoice document.
For the fi nal invoice, select 11. Printer to print the invoice or E-mail to send a copy by e-mail. You can also 
change the due date for the invoices in the Print invoices screen, which will be updated to the invoice due 
date defi ned in the sales order conditions (click Conditions in the sales order entry screen).
Click 12. Process to process and print the invoices.

In step 8 of To fulfill a sales order, the order and inventory settings determine the quantity you are allowed 
to enter in the Actuals column. If the Check stock check box is selected in the Order settings and the 
Warehouse location check box is selected in the Inventory settings, the system will check the actual 
quantity based on the physical stock per warehouse location and the free stock per warehouse.

If the actual quantity entered is more than the physical stock in the warehouse location, you will see a tooltip 
message at the entry box “Must be less than or equal to: Stock”. If the actual quantity entered is more than the free 
stock in the warehouse, you will see a tool tip message at the entry box “Must be less than or equal to: Free stock”.

If the Check stock check box is selected but the Warehouse location check box is not selected, the system 
will validate the actual quantity based on free stock per warehouse and you will see a tool tip message if the 
actual quantity is more than the free stock per warehouse.

If an interbranch transfer is created for a sales order, the interbranch transfer stock must be received before 
fulfi lling the sales order. This feature prevents the unwanted situation where free stock is more than the 
physical stock in the warehouse. For more information on interbranch transfer, see 3.5 Interbranch Transfers. 
Otherwise, you will see a message “Not received: Linked interbranch transfer” and you will not be able to 
proceed to fulfi ll the sales order.

For multiple sales orders, only the sales orders which are linked to interbranch transfer requests that are not 
received will not be processed. These sales orders will be identifi ed and listed in a sales order error report.
In many practical situations, the actual delivery of goods can be different from the items listed in the sales 
order due to reasons, such as replacing items that are out of stock and items that are measured in bulk (weight 
or volume). Exact Globe Next allows you to fulfi ll extra items based on existing sales order line or an additional 
new line in the sales order fulfi llment screen. When you enter extra items in a new line in the fulfi llment 
screen, the price of the items is calculated based on the price in the item maintenance. The additional line will 
be refl ected in the sales order and invoice.
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3.3.4 Processing sales order shipment

After sales orders are fulfi lled, you can then process the shipment for deliveries to be made to customers. 
Processing of shipment is an optional step in the sales process and is used to track the shipment details, such 
as shipment dates, delivery cycle times, and actual customer receipt dates. These shipment details provide a 
benchmark to further improve existing logistics processes.

When processing shipment, you can use a tracking number to track your deliveries. The tracking number is 
usually provided by the freight forwarder that is in charge of transporting the items to customers. The shipping 
method used is defi ned during the creation of sales orders. You can still change the shipping method after 
fulfi llment but it must be done before processing the sales order shipment.

You can print a receipt label for the shipment. Receipts labels are attached to the shipment so that the customer 
can identify the order for this receipt.

To process sales order shipments:

Go to Inventory 1.  Entries  Shipping.
Defi ne the relevant criteria.2. 
Click 3. Refresh.
Select the sales order that you want to ship.4. 
Click 5. Shipping. The Shipment screen will be displayed.
The shipment method you have selected during the creation of sales order is displayed by default in the6.  
Item column. You can change the shipping method by clicking F2 and selecting the shipment method you 
want (defi ned at System  Logistics  Shipping methods).
Type the number of packages to be delivered in the 7. Packages column.
Type the tracking number of the shipment in the 8. Tracking number column. This column is enabled only 
if the Shipment check box is selected in the shipping method maintenance (go to System  Logistics  
Shipping methods and open the shipping method displayed in the Item column).
Click 9. Process. The Receipts label screen will be displayed.
Click 10. Start to print the receipt label or Cancel to process the shipment without printing the receipt label.
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3.4 Internal Use

Internal use requests are orders made to fulfi ll needs within an organization, for example when an employee 
needs new equipment or service during the course of work or when there is a need to replenish stationery and 
tools at the workplace.

This function is available in Exact Globe Next only if you have the E-Internal Usage license. After creating 
the internal use request, it has to be authorized by the employee’s manager before the internal request can 
be fulfi lled. The authorization step is mandatory only if you have the selected the Internal use check box at 
System  General  Settings, under the Inventory settings, in the Authorize section.
If items are not available in stock or if there is insuffi cient quantity, you can create purchase orders to replenish 
the items.

You can create a linked purchase order to meet the requirements of a particular internal use request. When the 
purchased item is received, you can then fulfi ll the internal use request. The sequence of the process fl ow is 
displayed as follows:

The following topics are relevant to this section:

Creating and modifying internal use requests –
Authorizing internal use requests –
Creating linked purchase orders –
Fulfi lling internal use requests –
Deleting internal use requests –
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3.4.1 Creating and modifying internal use requests

In Exact Globe Next, internal use requests can be created by the persons requesting the items or by an administrator.

User rights: You can only create, modify, or delete internal requests if you have the proper rights at System  
HR & Security  Security roles. To enable the menu path for the user, you need to go to Menu  Inventory  
Security roles to create a role that has the rights to authorize or add the user to an existing role.

To create internal use requests:

Go to Inventory 1.  Entries  Internal use.
Click 2. New. You will see the Internal use screen.
At 3. Item, Qty., Unit, Price, type or select the item and defi ne the quantity, and then press TAB. The unit 
price and the total cost price (unit price multiplied by the quantity) will be automatically displayed. The 
price displayed is the cost price of the item and is defi ned in the item maintenance.
At 4. Date, type or select the expected fulfi llment date. The fulfi llment date is the planned date for the 
fulfi llment of the internal request item or service. Click Avail. stock to check whether there is suffi cient 
available quantity to fulfi ll the internal use request. Otherwise, you will have to generate a purchase order to 
fulfi ll the request. For details on how to generate a purchase order, see 3.4.3 Creating linked purchase orders.
Type additional details on the request at 5. Note. If you press TAB, the creator’s timestamp will be 
automatically displayed. This timestamp is used for tracking when the internal use request is created and 
when remarks are attached to the request.
Type or select the person who is requesting this item or service and the corresponding cost center for that 6. 
person will be automatically displayed. If you prefer to record the expense to another cost center, you 
can type or select a cost center at Cost center. The creditor information is automatically displayed and it 
cannot be modifi ed. The creditor is the requester by default, so that the company can reimburse a claim to 
the creditor account of the person during payroll processing.
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You can tell whether an item is available at 7. Avail. stock.  indicates insuffi cient stock and the main 
supplier’s delivery time will be displayed next to  MRP.  indicates that there is suffi cient stock. 
Click MRP to view the materials requirement planning for the item requested. The materials requirement 
planning is a schedule to determine the items required, the quantity required and the date the item needs 
to be delivered.
Click 8. Save to exit.

You can specify the warehouse and warehouse location you want to use to fulfi ll the request. It is useful to 
specify a warehouse situated at an address that is convenient for the requestor to pick up the requested item. To 
specify the warehouse and warehouse location, click Advanced to defi ne the information at Warehouse and 
Location. If the item requested is a serial/batch item, you can assign the serial or batch number from current 
available stock at Serial number or Batch number.

You can modify an internal use request as long as it is not in the authorized stage yet. If the request is already 
authorized, you have to remove the authorization before you can modify it. The purpose of removing the 
authorization is so that changes made to the internal use request has to be authorized again before proceeding 
to do a fulfi llment.

To modify internal use requests:

Go to Inventory 1.  Entries  Internal use.
Defi ne the relevant criteria.2. 
Click 3. Search. The internal use requests that match the defi ned criteria are then displayed.
Select the internal use request you want to modify.4. 
Click 5. Open. You will see the Internal use screen with the request details.
Make the necessary changes.6. 
Click 7. Save to save your changes and exit.

3.4.2 Authorizing internal use requests

After an internal use request is created, the internal use request can be authorized. Authorization is an 
important step in the internal use process fl ow because there is a fi nancial cost as a result of the item requested 
for internal use and the cost has to be approved by the management personnel. Authorization is usually done 
by the management personnel responsible for the department’s budget and business planning.

Authorization is an optional process. It is made mandatory only if you have selected the Internal use check box 
at System  General  Settings, under Inventory settings at the Authorize section. However, you can still 
remove the authorization if there is a need to modify or delete an authorized internal use request.

User rights: You can only create, modify, or delete internal requests if you have the proper rights at System  
HR & Security  Security roles. To enable the menu path for the user, you need to go to Menu  Inventory 
  Security roles to create a role that has the rights to authorize or add the user to an existing role. Note that the 
requester is not allowed to authorize the internal use request.

Tips: You can also authorize the internal use request by selecting the relevant request and clicking 
Auth.. Alternatively, you can authorize the internal use request at Inventory/Entries/
Internal use by opening an existing request and clicking the Authorized process step.
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To authorize internal use requests or to remove the authorization from internal use requests:

Go to Inventory 1.  Entries  Authorize.
Select 2. Internal use in the Selection section.
Defi ne the relevant criteria.3. 
Click 4. Refresh. Internal use requests that match the defi ned criteria are then displayed.
Select the internal use request you want to authorize.5. 
Click 6. Open.
Click the 7. Authorized process step to authorize the internal use request.

Tips: You can also authorize the internal use request by selecting the relevant request and clicking 
Auth.. Alternatively, you can authorize the internal use request at Inventory  Entries  
Internal use by opening an existing request and clicking the Authorized process step.

3.4.3 Creating linked purchase orders

A linked purchase order is a purchase order that is generated to meet the needs of an internal use request. The 
reason for this could be because there is insuffi cient or unavailable stock for the item or service requested. By 
linking the purchase order to the internal use request, you can allocate the quantity to the internal use request 
for the materials requirements planning.

In Exact Globe Next, you need to authorize the internal use request before you can create a linked purchase 
order. When you create a purchase order from the internal use request, the system will automatically prompt 
you with an advised quantity to be purchased. The quantity advised will depend on the order policy code, 
stock PO level, and the supplier PO size in the item maintenance (under the Purchase/Sales tab and the 
Inventory tab respectively).

The order policy code determines the method by which the order requirements and stock is replenished. The 
order policy code available in Exact Globe Next are lot-for-lot (order controlled), fi xed (stock controlled), 
period order (stock controlled), and reorder point (stock controlled). The stock PO level controls the minimum 
level of stock allowed at any point of time for an item. The supplier PO size determines the minimum quantity 
or a batch quantity that can be ordered from a supplier.
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To create linked purchase orders:

Go to Inventory 1.  Entries  Internal use.
Defi ne the relevant criteria.2. 
Click 3. Search. Internal requests that match the defi ned criteria are then displayed.
Select the internal use request you want to generate a purchase order for.4. 
Click 5. Open.
Click 6. Purchase. The Generate purchase orders screen will be displayed.
The quantity you need to fulfi ll this request is automatically displayed in the 7. Advice column. If the item 
you requested is a stock controlled item, then select the Include: Stock controlled check box to see the 
advised quantity.
Click 8. Purchase and the Purchase order screen will be displayed with the purchase order details already 
fi lled out. Ensure that the appropriate purchase order creation date and the fulfi llment date are fi lled out so 
that the internal request can be fulfi lled by the fulfi llment date.
Click 9. Close to exit.

When you reopen the internal use request, you will be able to see the purchase order number at Creditor, PO 
(on the right). You can then track whether the purchase order items have been received from the suppliers by 
clicking Purchase.

3.4.4 Fulfilling internal use requests

If there is suffi cient stock for the items requested or if the purchased items have already been received from the 
supplier, you can then fulfi ll the internal use requests. During fulfi llment, you can choose to print an issue slip. 
The issue slip will be delivered to the requester of the item. Using the issue slip, the requester can verify item 
and quantity received.
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To fulfi ll internal use requests:

Go to Inventory 1.  Entries  Fulfi llment.
Select the 2. Internal use option under the Selection section. Click Advanced to defi ne more criteria.
Click 3. Refresh to display all authorized internal use requests that have not been fulfi lled. 
Select the internal use request you want to fulfi ll.4. 

Click Fulfi llment. The Internal use screen will be displayed. The actual fulfi llment date defi ned in step 2 is 
automatically displayed under the Date column. If you have selected the Warehouse locations check box 
at System  General  Settings, under Inventory settings, in the Fulfi llment section, you will see a 
Location column. In the Location column, type or select (by pressing F2) the warehouse location of the items 
that you want to use to fulfi ll the internal use request. By default, the quantity you need to fulfi ll the internal 
use request is displayed in the Actuals column. If this is a partial fulfi llment, type the partial quantity. The 
actual quantity should always be the same or less than the authorized quantity in the # Authorized column. If 
the item is a serial or batch item, you must specify the serial or batch number in the Serial/batch column.

To print a picking list for the item(s) requested, click 5. Picking list. The picking list will contain 
information on the warehouse location of the items. For details on picking list, see 3.3 Sales Process.
Click6.  Fulfi llment to process the fulfi llment of the internal use request.
In the 7. Print screen, select a layout.
Click 8. Start to print the issue slip, Skip to cancel the printing of issue slip, or Close to cancel the fulfi llment.

In step 5 of To fulfill internal use requests, the order and inventory settings determine the quantity you are 
allowed to defi ne in the Actuals column. If the Check stock check box is selected in the Order settings and 
the Warehouse location check box is selected in the Inventory settings, the system will check the actual 
quantity based on the physical stock per warehouse location and the free stock per warehouse. If the actual 
quantity entered is more than the authorized quantity (in the # Authorized column), you will see the tool tip 
message “Must be less than or equal to: # Authorized”.

If the actual quantity entered is more than the physical stock in the warehouse location (in the Stock column), 
you will see a tool tip message “Must be less than or equal to: Stock”. If the actual quantity entered is more than 
the free stock in the warehouse (in the Free stock column), you will see a tool tip message “Must be less than 
or equal to: Free stock”.

If the Check stock check box is selected but the Warehouse location check box is not selected, the system 
will validate the actual quantity based on free stock per warehouse and you will see a tool tip message if the 
actual quantity is more than the authorized quantity or the free stock per warehouse.

If an interbranch transfer is created for an internal use request, the interbranch transfer stock must be received 
before fulfi lling the internal use request. This feature prevents the unwanted situation where free stock is more 
than the physical stock in the warehouse. For more information on interbranch transfers, see 3.5 Interbranch 
Transfers. Otherwise, you will see a message “Not received: Linked interbranch transfer” and you will not be 
able to proceed to fulfi ll the internal use request.
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3.4.5 Deleting internal use requests

It is possible to delete internal use requests that have been created provided the requests are not authorized. 
If the requests are already authorized, you have to remove the authorization fi rst before you can delete the 
internal use request. You can remove the authorization at Inventory  Entries  Authorize by selecting the 
relevant internal use request and clicking Authorize.

To delete internal use requests:

Go to Inventory 1.  Entries  Internal use.
Defi ne the relevant criteria.2. 
Click 3. Search. Internal requests that match the defi ned criteria are then displayed.
Select the internal use request that you want to delete.4. 
Click 5. Delete. A message “Delete the data selected?” is displayed.
Click6.  Yes to delete.

3.5 Interbranch Transfers

Warehouses at different locations can be managed differently for the same organization. This could be due to 
factors, such as different management personnel and demand from customers and logistics business processes. 
Therefore, there are times when an item is stocked in one warehouse and not available in another because it has 
been discontinued or there is a strong demand for the item.

When certain items or quantity is needed to fulfi ll a sales order or an internal use request but is available at 
another warehouse, an interbranch transfer is done to deliver the items from the issuing warehouse (where the 
item is available) to the receiving warehouse (where the item is requested).

You can create an interbranch transfer to record the movement of stock from the issuing warehouse to the 
receiving warehouse. The interbranch transfer process fl ow starts from the Ordered step. If you have made 
authorization mandatory by selecting the Interbranch transfers check box (at the Authorize section at 
System  General  Settings, under Inventory settings), you need to authorize the interbranch transfer 
before you can fulfi ll the interbranch transfer. After that, you need to fulfi ll the interbranch transfer to record 
the items when the items are fulfi lled by the issuing warehouse and received in the receiving warehouse. This is 
done in the Fulfi lled step.

You can use an intermediate warehouse to record the movement of stock in transit between the issuing 
warehouse and the receiving warehouse. If you select the Use intermediate warehouse check box under 
Inventory settings, the Received step is required. This function allows you to separate the steps for 
fulfi llment at the issuing warehouse and receiving at the receiving warehouse.

The sequence of the process fl ow is displayed as follows:
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You also have the option to use receipt labels for interbranch transfer receipts. Receipt labels enable the 
receiving warehouse to identify the items and quantity received in the received package. From the receipt label, 
you can easily fi nd out the item(s) and the received date.

When the interbranch transfer is received by the warehouse, a receipt label is printed by the warehouse 
personnel and attached to the received packaged. Receipt labels are printed when items are received. For details 
on the settings for transit warehouse and receipt labels for interbranch transfer, see 1.1 Inventory Settings.

The following topics are relevant to this section:

Creating interbranch transfers –
Authorizing interbranch transfers –
Fulfi lling interbranch transfers –
Processing interbranch transfer receipts –

3.5.1 Creating interbranch transfers
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To create interbranch transfers:

Go to Inventory 1.  Warehouse management  Interbranch transfers.
In the 2. Extra section at Unit, select the unit to be used for the transfer. The Sales unit and Purchase 
unit for the item is defi ned under the Basics tab and Purchase/Sales tab respectively, in the item 
maintenance. The unit selected for the interbranch transfer will be used to display the transaction quantity 
during the creation of interbranch transfer.
Click 3. New. 
In the 4. Warehouse transfers screen, type or select the issuing warehouse and the receiving warehouse. 
The issuing warehouse must be different from the receiving warehouse.
At 5. Reference date, type or select a date the interbranch transfer is created.
Type or select a date the interbranch transfer is expected to be fulfi lled at 6. Fulfi llment date and press 
TAB. By default, the current date is displayed. Fulfi llment date is available only if you have selected Use 
intermediate warehouse check box at System  General  Settings, under Inventory settings.
At the 7. Item column, type or select (by pressing F2) an item. If you select by pressing F2, you will see a list 
of items with available current free stock. Select the item and click Select. By default, the Stock column 
displays the quantity in stock.
If you have selected the 8. Warehouse locations check box at System  General  Settings, under 
Inventory settings, click  in the Loc. column to select the destination warehouse location you are 
transferring the items to. The Warehouse transfers screen will be displayed. Otherwise, proceed to step 
9. At the Warehouse transfers screen, type or select a location in the Destination column to select a 
location of the receiving warehouse. Then, type the interbranch transfer quantity in the Move column 
to transfer to the respective warehouse location in the receiving warehouse. If this is a serialized or batch 
item, you need to specify the serial or batch numbers of items you want to transfer by clicking  in the 
S/B column. Click OK to save and return to the Warehouse transfers screen.
Type the interbranch transfer quantity in the9.  Move column. If you have selected the Warehouse 
locations check box and have defi ned the transfer quantity in step 8, the Move column will automatically 
display the quantity defi ned earlier.
If this is a serialized or batch item, you need to specify the serial or batch numbers of items you want to 10. 
transfer by clicking  in the S/B column. You will see the Serial numbers For CAS:VG01 or Batch 
numbers For CAS:VG01 screen where CAS:VG01 is the item you want to transfer. Select the serial/
batch numbers from a list of numbers available in the current stock, and then click Select to link the 
numbers to the interbranch transfer and exit automatically.
Click 11. Save.
Click 12. Authorized. After the interbranch transfer is authorized, it is ready for fulfi llment.

3.5.2 Authorizing interbranch transfers

Interbranch transfers involve the movement of stock from one warehouse to another, and the stock value of 
both the issuing and receiving warehouses will change after the transfer. Therefore, it is a good practice to get 
the authorization of management level personnel to authorize the interbranch transfer.

Authorization is mandatory only if you have selected the Interbranch transfer check box at System  
General  Settings, under Inventory settings in the Authorize section. Otherwise, you can proceed to fulfi ll 
the interbranch transfer without authorization.

User rights: You can only authorize interbranch transfers if you have the proper rights at System  HR & 
Security  User rights. To enable the menu path for the user, you need to go to Menu  Inventory  Security 
roles to create a role that has the rights to authorize or add the user to an existing role.
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To authorize interbranch transfers:

Go to Inventory 1.  Entries  Authorize.
Select 2. Interbranch transfer in the Selection section.
Defi ne other relevant criteria.3. 
Click 4. Refresh. Interbranch transfers that match the defi ned criteria are then displayed.
Select the interbranch transfer you want to authorize.5. 
Click 6. Open.
Click 7. Authorized to authorize the interbranch transfer.

Tips: You can also authorize the interbranch transfer without opening the interbranch transfer 
by selecting the interbranch transfer, and then clicking Auth.. Alternatively, you can 
authorize the interbranch transfer at Inventory  Entries  Interbranch transfer when the 
interbranch transfer is being created.

3.5.3 Fulfilling interbranch transfers

After creating and authorizing (if you have made it a mandatory step) the interbranch transfer, the next step 
is fulfi lling the interbranch transfer. This step will process and register the stock transaction for the quantity 
leaving the issuing warehouse and the quantity received by the receiving warehouse.

To fulfi ll interbranch transfers:

Go to Inventory 1.  Entries  Fulfi llment.
At the 2. Selection section, select Interbranch transfer.
Click 3.  Advanced to defi ne the relevant criteria. You can choose to display a list of interbranch transfers 
for a specifi c fulfi llment date by typing or selecting the date at Fulfi llment date.
Click 4. Refresh to display a list of authorized interbranch transfers.
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Select the interbranch transfer you want to fulfi ll, and then type or select the date of the fulfi llment 5. 
at Transaction date. The date fi lled at Transaction date is the actual transaction date, whereas the 
fulfi llment date fi lled at Fufi llment date is the planned fulfi llment date defi ned during the creation of the 
interbranch transfer.
Click 6. Fulfi llment. The Warehouse transfers screen will be displayed.
If you have selected the 7. Warehouse locations check box at System  General  Settings, under 
Inventory settings, in the Fulfi llment section, click  in the Loc. column and you will see the details 
of the item location. Otherwise, proceed to step 8. Press F2 in the Destination column to select a location 
in the receiving warehouse, and then type the interbranch transfer quantity in the Move column. If this is 
a serialized or batch item, you need to specify the serial or batch numbers of items you want to transfer by 
clicking in  the S/B column. Click OK to save and return to the Warehouse transfers screen.
Then, type the interbranch transfer quantity in the 8. Move column. If you have selected the Warehouse 
locations check box and have defi ned the transfer quantity in step 7, the Move column will automatically 
display the quantity defi ned earlier.
If this is a serialized or batch item, you need to specify the serial or batch numbers of items you want to 9. 
transfer by clicking  in the S/B column. You will see the Serial numbers For CAS:VG01 or Batch 
numbers For CAS:VG01 screen where CAS:VG01 is the item you want to transfer. Select the serial/ 
batch numbers from a list of numbers available in the current stock, and then click Select to link the 
numbers to the interbranch transfer and exit automatically.
Click 10. Process to exit and save the interbranch transfer fulfi llment.
In the 11. Print screen, select a layout and click Start to print the issue slip. You will see a preview of the issue slip.

In step 7 or 8 of To fulfill interbranch transfers, the inventory settings determine the quantity you are allowed to 
enter in the Move column. If the Interbranch transfers: Check free stock is set to Yes and the Warehouse 
location check box is selected in the Inventory settings, the system will check the move quantity based on 
the physical stock per warehouse location and the free stock per warehouse. If the move quantity entered is 
more than the physical stock in the warehouse location, you will see a tool tip message at the entry box “Must 
be less than or equal to : Stock net of enrichment”.

If the move quantity entered is more than the free stock in the warehouse, you will see a tool tip message at the 
entry box “Total Move Quantity Must be less than or equal to: Free stock”.

If the Interbranch transfers: Check free stock is set to Yes but the Warehouse location check box is not 
selected, the system will validate the move quantity based on the free stock per warehouse and you will see a 
tool tip message if the move quantity is more than the free stock per warehouse.

3.5.4 Processing interbranch transfer receipts

You can also use a different warehouse as a transit in the process of delivering the items from the issuing 
warehouse to the receiving warehouse. An example of this is when imported items that need customs clearance 
are stored in the customs warehouse before being released to the receiving warehouse.

This step is relevant in Exact Globe Next only if you select intermediate warehouse check box under 
Inventory settings. If you choose to use a transit warehouse, you will need to receive the transferred item into 
the receiving warehouse by processing the interbranch transfer receipt.
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To process interbranch transfer receipts:

Go to Inventory 1.  Entries  Interbranch transfer receipt.
At 2. Warehouse, select the warehouse that will receive the interbranch transfer of items.
You can also type or select a fulfi llment date at 3. Fulfi llment date to display only interbranch transfers with 
the planned fulfi llment date.
Click 4. Refresh. Interbranch transfers that match the defi ned criteria will be displayed.
Select the interbranch transfer that the warehouse is receiving.5. 
Click 6. Receipts.
Click 7.  in the Loc. column and you will see the details of the item location. This column is available 
only if you have selected the Warehouse locations check box at System  General  Settings, 
under Inventory settings, in the Fulfi llment section. Otherwise, proceed to step 8. Press F2 in the 
Destination column to select a location in the receiving warehouse, and then click OK to exit.
Click 8. Process to save the interbranch transfer receipt.

3.6 Location transfers

In Exact Globe Next, a warehouse can have multiple warehouse locations. When you move stock from one 
warehouse location to another location within a warehouse, the process is called a location transfer. The 
location transfer function is available only if you have selected the Warehouse locations check box at System 
 General  Settings, under Inventory settings, in the Fulfi llment section.

Warehouse locations are used to store, locate, and retrieve items from stock and can be as specifi c as the storage 
bin or shelf that the item is stored. Transfer of stock from one warehouse location to another is needed in some 
cases when the item is made obsolete and has to be removed from its current location to another to avoid 
mixing with the other items.

Another purpose for allocating different warehouse locations within the same warehouse is to identify the 
status of an item from its current warehouse location. For example, if the item is in the receiving location, then 
we know from the current warehouse location that the item is waiting to be received into the warehouse.

When the item is processed and has already been received, it is then transported to the appropriate warehouse 
location in the warehouse. Therefore, you need to do a warehouse location transfer to refl ect the movement of 
the item and transferred quantity.

The following topic is relevant to this section:

Creating location transfers –
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3.6.1 Creating location transfers

To create location transfers:

Go to Inventory 1.  Entries  Location transfers.
In the 2. Warehouse section, select the warehouse and location for which you want to create the 
location transfer.
In the 3. Extra section, select the unit to be used for the transfer.
Type or select the location transfer date at 4. Transaction date. Based on the unit selected, the quantity 
displayed or typed during the creation of the location transfer will be in terms of that unit.
Click 5. New. The Location transfers screen will be displayed.
Type or select an item to be transferred in the 6. Item column. If you select by pressing F2, you will see a 
list of items with the available current free stock. Select the item and click Select. By default, the Stock 
column displays the quantity in stock.
In the7.  Location column, type or select (by pressing F2) a warehouse location you want to transfer from.
Click 8.  in the Loc. column to select the destination warehouse location you are transferring the items 
to, and you will see the Location transfers screen. Type or select a location in the Destination column 
to select a location in the same warehouse. Then type the location transfer quantity in the Move column. 
If this is a serialized or batch item, you need to specify the serial or batch numbers of items that you want 
to transfer by clicking  in the S/B column. You will see the Serial numbers For GC:V200 or Batch 
numbers For CAS:VG01 screen where GC:V200 is the item code you want to transfer. Select the serial/ 
batch numbers from a list of numbers available in the current stock, and then click Select to link the 
numbers to the location transfer and exit automatically.
Click 9. OK to exit automatically and return to the Location transfers screen.
Click 10. Process to create the location transfer. You will see a preview of the location transfers details in the 
Report screen.
Click 11. Close to exit and save the location transfer.
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3.7 Inventory Costing

Inventory costing is the process of assigning the right cost to the cost of goods sold and ending inventory. Cost 
price fl uctuates over time due to factors such as infl ation, demand, and supply. Therefore, inventory costing is 
needed to capture the changes in the cost price and refl ect the changes in the closing stock and cost of goods sold.

It is important to capture the cost price fl uctuations to enable better strategic planning and strategic decision 
making purposes such as estimating the monetary value of inventory, the margin from sales, the cost of 
manufacturing, cost of operation, and the value of assets in a company. Inventory costing is usually done at 
periodic intervals to close a fi nancial period.

Fluctuations of cost price in incoming transactions are refl ected in the current stock value by updating the 
outgoing stock transactions (in the stock account) and cost of goods sold (in the profi t and loss account).

To refl ect the changes in cost, you need to calculate the value of your closing stock. You can then use the 
closing stock value to determine the cost of goods sold and current stock value. The cost of goods sold during 
an accounting period is determined by the opening stock, the purchased stock, and the closing stock. The 
following formula illustrates the relationship among the different amount:

C = O + P - E
C = Cost of goods sold
O = Opening stock
P = Purchased stock
E = Closing stock

The following methods can be used to determine the ending inventory:

Periodic inventory method – — This method records the opening inventory quantity but does not keep 
track of the quantity and cost during the buying and selling of stock. It derives the cost of goods sold 
using physical count of the stock at periodic intervals (for example, year-end, quarterly, month-end). 
This method keeps the cost of maintaining the inventory count low but inventory data is not updated 
(inaccuracy cannot be adjusted immediately).
Perpetual inventory method – — This method records the opening inventory quantity and at the same 
time updates the quantity and cost during the buying and selling of stock. Thus, the inventory information 
is constantly updated.

The stock valuation method a company uses will have an impact on the balance sheet, income statement 
(gross profi t margin), and statement of cash fl ow. Stock valuation methods use incoming and outgoing stock 
transactions to calculate the stock value.

Incoming transactions are transactions of items coming into the warehouse, such as purchase order receipts, 
return receipts, positive stock counts (physical quantity is more than the system quantity) and production 
receipts. Outgoing transactions are transactions of items leaving the warehouse such as sales order deliveries, 
return deliveries, negative stock counts (the physical quantity is less than the system quantity) and production 
issuing. The stock valuation methods available in Exact Globe Next are as follows:

Standard cost price –
Standard cost price (Classic) –
Average purchase price –
FIFO –
LIFO –
Real time APP –
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Standard cost price and Standard cost price (Classic)

The Standard cost price method uses a predetermined fi xed cost price for the item. This method is simple to 
use and easy to implement. It uses a standard cost regardless of the change in the cost price of the item.

However, this method does not provide the accuracy needed by some companies to refl ect the actual 
fl uctuations in cost at a particular time or period. It is mostly used for pricing items with a stable and regulated 
cost price (ceiling price) like sugar, rice, and fl our.

The difference between Standard cost price and Standard cost price (Classic) is that Standard cost price 
uses the cost price at the time of purchase receipt whereas Standard cost price (Classic) uses the fi xed cost 
price in item maintenance.

The following is an example of stock valuation method using the Standard cost price method:

 Quantity Cost per unit Standard cost 

Opening inventory 10 $100 $100

Buy on February 1 10 $97.2 $100

Buy on March 14 10 $98.8 $100

Sell on March 30 10 $100

Buy on April 24 10 $99.6 $100

Sales for the rest of the year 22 $100

Average purchase price

The Average purchase price method is used in determining cost prices that tend to fl uctuate but where the 
fl uctuations are not signifi cant. This method is used to value items with minor cost fl uctuations. The following 
formula illustrates how the cost price is derived using Average purchase price:

Average purchase price = OC + PC/TQ

OC = Opening inventory cost
PC = Purchased inventory cost
TQ = Total quantity

The following is an example of stock valuation using the Average purchase price method:

 Quantity Cost per unit Standard cost 

Opening inventory 10 $100 $100

Buy on February 1 10 $98 $99

Buy on March 14 10 $97 $98.3

Buy on April 24 10 $99 $98.5

Sell on April 28 22 $98.5
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FIFO

Both the FIFO (First-In-First-Out) and LIFO (Last-In-First-Out) methods use the order in which the 
transaction occurs to calculate stock value. The FIFO method assumes that the fi rst item purchased is the fi rst 
item used/sold. It takes the purchase price of the earliest incoming transaction and updates the stock value 
when an outfl ow transaction occurs.

The FIFO method is consistent with a merchandiser’s operation because it is normal practice to use/sell the older 
stock fi rst. Therefore, this method can provide a good indication of the closing stock value. Assuming that prices 
are rising, this method will result in a lower cost of goods sold since it uses the cost price of older stock, thus, 
raising the net income. However, the higher net income will mean that the company has to pay more taxes.

The following is an example of stock valuation using the FIFO method:

 Quantity Cost per unit Cost of goods sold

Opening inventory 10 $90

Buy on February 1 10 $96

Buy on March 14 10 $98

Buy on April 24 10 $99

Sell on April 28 22 10 units x $90 + 10 units x $96 
+ 2 units x $98 = $2056

LIFO

By contrast, the LIFO (Last-In-First-Out) method assumes that the last item purchased is the fi rst item used/
sold. It takes the purchase price of the last incoming transaction and updates the stock value when an outfl ow 
transaction occurs. Since this method assumes that newer items are used/sold fi rst, the closing stock value will 
refl ect the prices of older stock which could be obsolete or have already greatly depreciated. Therefore, it is not a 
good indicator of the closing stock value.

The following is an example of stock valuation using the LIFO method:

 Quantity Cost per unit Cost of goods sold

Opening inventory 10 $90

Buy on February 1 10 $96

Buy on March 14 10 $98

Buy on April 24 10 $99

Sell on April 28 22 10 units x $99 + 10 units x $98
+ 2 units x $96 = $2162

The following topics are relevant to this section:

Stock valuation–
Stock revaluation–
Stock value adjustment–
ABC Analysis–
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3.7.1 Stock valuation

Stock valuation examines incoming transactions and calculates the current stock value using a pre-specifi ed 
stock valuation method. It then updates the stock value and adjusts the cost of goods sold in the outgoing 
transactions. Stock valuation is conducted during the closing of a fi nancial period (for example, bi-weekly, 
monthly, quarterly). This is done periodically to determine the closing stock value at the end of a fi nancial 
period and to update the cost of goods sold for the preparation of fi nancial statement reports.

In Exact Globe Next, the stock valuation process involves two main steps. Firstly, the stock valuation function 
examines all the incoming transactions within a specifi c period (range of transaction or reporting dates), or of 
specifi c items (range of items, item groups, or assortments). Based on the selected stock valuation method, the 
stock valuation function then uses this information to derive the new cost price and thus, calculate the closing 
stock value.

The new cost price is then used to adjust the cost of goods sold for outgoing transactions for the specifi ed 
time period or items. If you are using the Average purchase price method for your stock valuation, the item 
maintenance cost (at Cost price under the Basics tab at Inventory  Items  Maintain) is also updated during 
this process. The stock valuation function only processes the transactions that occurred in open fi nancial periods.

Due to an increasingly huge amount of transactions accumulated over time, Exact Globe Next allows you to 
process the stock valuation within a specifi c period of time and/or for specifi c items. Thus, you will get accurate 
information within a relatively short time.

To process stock valuations:

To select a stock valuation method, go to 1. Inventory settings at System  General  Settings.
In the 2. Entry section, select the valuation method you want to use to process the stock value.
Go to Inventory 3.  Warehouse management  Stock valuation. The menu path is available only if 
Standard cost price (Classic) is not selected in Valuation method.
In the 4. Stock valuation screen, the valuation method you want to use is automatically selected based on the 
method selected in step 1. If you have selected a method different from the one defi ned in Inventory settings, 
you will only be able to preview the stock valuation results but not able to process the stock valuation.
In the 5. Criteria section, you can defi ne the transaction/reporting date(s), item groups, and items to process 
the stock valuation for a selected time period or item/range of items only.
In the 6. Revalue positive counts section, you can choose to revalue positive counts (physical quantity is 
more than the system quantity). Select the Zero amounts check box to update the positive stock count 
with either cost price or purchase price. If you are using the Average purchase price method or the 
Valuation method per item at System  General  Settings, under Inventory Settings, you have the 
option to select all amounts.
To preview the stock valuation results before the actual processing, select 7. Totals only or Detailed 
information in the Report section. The Totals only option displays the summary of the stock valuation 
for a list of items. The Detailed information displays the transactions that were processed to calculate 
the fi nal stock valuation results in addition to the summary of the stock valuation for individual items.
After defi ning the relevant criteria, click 8. Process.

You can choose to use the transaction date or reporting date in step 5 to further specify and limit the volume 
of inventory transactions for the stock valuation. You will see Transaction date or Reporting date in the 
Criteria section depending on your setting of Check: Closed periods in the General settings at System  
General  Settings.
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Transaction dates are the actual dates of the inventory transactions whereas reporting dates are the dates the 
inventory transactions are recorded in the general ledger. The transaction and reporting date can differ, for 
example if you receive an order of goods on January 1, 2012, and then process the receipt on January 2, 2012, 
the transaction date is January 1, 2012 and the reporting date is January 2, 2012.

After the stock valuation process, you can view the new cost prices in the stock positions report at Inventory 
 Reports  Stock positions. The stock positions report calculates the new stock quantity by summing up all 
the amount and quantity for incoming transactions. In addition to that, the report also calculates the new stock 
value based on the updated cost of goods sold refl ected in the outgoing transactions. For details on the stock 
position report, see 4.1 Stock Position.

3.7.2 Stock revaluation

Like stock valuation, the stock revaluation function examines incoming transactions and calculates the stock 
value based on the pre-specifi ed stock valuation method. However, unlike stock valuation, it calculates the new 
cost by making additional adjustments to the stock and cost of goods sold transactions.

While stock valuation is done during an open period, stock revaluation is done only to capture changes in cost 
prices in a previously closed fi nancial period (which can be yearly, quarterly, monthly).

During the stock revaluation process, the stock quantity is calculated and the item cost price will be determined 
based on the stock valuation method you have determined earlier. The difference between the calculated stock 
value and the actual stock value will be written off in a revaluation entry.

During the stock revaluation in Exact Globe Next, two fi nancial journal entries are updated if there is a new 
cost price captured and there are adjustments to be made. The fi rst transaction is the updating of the new stock 
value in the existing incoming transaction in the stock account (balance sheet account).

The account used to adjust the new stock value is adjusted in the account defi ned at Stock in item maintenance 
(under the Financial tab in Inventory  Items  Maintain). The next step is the updating of the adjustment 
amount in the cost of goods sold account (profi t and loss account). After processing the stock revaluation, the 
new stock value and the respective revaluation adjustment amounts will be updated to the specifi ed accounts.
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To process stock revaluations:

Go to System 1.  Logistics  Revaluation.
Defi ne the relevant criteria in the 2. Range section to include only item(s) you want to revaluate.
In the 3. Extra section, type or select the transaction/reporting date to revaluate inventory transactions 
registered on or before the entered date.
After defi ning the relevant criteria, click 4. Start. You will see the Revaluation screen.
In the 5. Profi t & Loss account column, specify the account in which you want to register the adjusted 
amount. The amount to be adjusted is automatically displayed in the Revaluation column. The stock 
(purchased items) account is displayed by default in the Purchase account column. This account will be 
used to register the new stock value as displayed in the New value column.
Click 6. Process to process the revaluation and exit.

You can choose to use the transaction date or reporting date in step 3 to further specify and limit the volume 
of inventory transactions for the stock revaluation. You will see Transaction date or Reporting date in the 
Extra section depending on your setting at Check: Closed periods at System  General  Settings, under 
General settings.

Transaction dates are the actual dates of the inventory transactions whereas reporting dates are the dates the 
inventory transactions are recorded in the general ledger. The transaction and reporting date can differ, for 
example if you receive an order of goods on January 1, 2012, and then process the receipt on January 2, 2012, 
the transaction date is January 1, 2012 and the reporting date is January 2, 2012.
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3.7.3 Stock value adjustment

A stock value adjustment is similar to a stock revaluation but unlike stock revaluation, it does not alter the 
existing stock quantity, nor does it adjust the cost of goods sold in the outgoing transactions. Instead, a new 
value is adjusted in the cost of goods sold transaction, and is used in the next stock valuation calculation to get 
the new item cost, current stock value, and update the cost of goods sold.

While you may use the stock value revaluation for the adjusting stock value and quantity in a closed period, 
you use stock value adjustment to adjust new stock value in an open period.

The stock value adjustment is used only during an open fi nancial period. During the stock value adjustment, 
two transactions are made. The fi rst is the registration of the adjustment value in the stock account (balance 
sheet). The second transaction is the registration of the adjustment value in the cost of goods sold account 
(profi t and loss account). The stock value adjustment will be refl ected in the item cost price, stock value, and 
cost of goods sold in the next stock valuation.

To process stock value adjustments:

Go to Inventory 1.  Warehouse management  Stock value adjustment.
In the 2. Stock value adjustment screen at Transaction date, type or select the transaction date you want 
to register this adjustment.
At 3. G/L account, type or select the stock account you want to debit the stock value adjustment with.
In the entry lines, type or select (by pressing F2) the item you want to adjust the stock value for in the 4. 
Item column.
Press TAB once to defi ne the following columns in the entry lines. You can type or select by pressing F2, to 5. 
defi ne the following details of the stock value adjustment:

Warehouse –  — Type or select the warehouse that is storing the item you want to adjust stock value for.
Adjustment –  — Type the amount for the adjustment.
G/L account –  — Type or select the cost of goods sold (profi t and loss) account that you want to credit 
the stock value adjustment in.

Click 6. Process to process the adjusted amounts and exit automatically.
After the stock valuation process, you can view the new cost prices in the stock positions report at 7. 
Inventory  Reports  Stock positions.
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3.7.4 ABC Analysis

An ABC analysis is a classifi cation of a group of products/items to form three categories (A, B, C) for stock 
control and planning purposes. After processing the stock value for the items in the warehouse, an ABC 
analysis is done to determine the value of an item relative to another in a warehouse, and group the items into 
classes that represent the item’s relative values.

Criteria for the stock analysis may include the quantity used, quantity sold, revenue generated, cost of goods 
sold, purchase cost and profi t generated. Based on the item’s relative values as a result of the ABC analysis, we 
can determine the frequency of an item’s cycle count.

To process an ABC analysis:

Go to Inventory 1.  Item management  ABC analysis.
Defi ne the relevant criteria in the2.  Range section.
At 3. Sort by in the Options section, defi ne the sorting method to be used to present the ABC analysis report:

Quantity used  – — Items will be sorted in terms of the total quantity fulfi lled.
Sales quantity –  — Items will be sorted in terms of the total quantity sold.
Revenue –  — Items will be sorted in terms of revenue generated by sales.
Cost of goods sold –  — Items will be sorted in terms of cost of goods sold.
Purchase cost  – — Items will be sorted in terms of the total purchase cost.
Margin –  — Items will be sorted in terms of the profi t.

In the 4. ABC analysis section, type the percentage of items you want to categorize the items based on the 
sorting method. The total of the three percentages for A, B, and C respectively should amount to 100.
Click 5. Start to generate the ABC analysis in the form of data and graph in Microsoft Excel.
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4. Management Information
Now that you have items and warehouses to store them and have conducted transactions by adding, selling, 
and moving your stocks, you can compile all the available information and produce certain managerial-relevant 
information in the format that you want to assist in the decision-making process.

Exact Globe Next provides comprehensive reporting functionalities to maximize the usage of all your 
information contained in the system. To effectively make decisions, you must have relevant information 
and the facility to present the information in the format that you want. The reports generated depend on the 
criteria and how you defi ne these criteria.

You can access information such as the position of your items at any single point in time. This provides you 
with an overview of your organization’s capability to meet current and future demands for your items.

You can also analyze the movement of items in your organization which allows you to place and manage your 
items in the various warehouses more effi ciently. Another use is to monitor the ordered items that have not 
been delivered yet and this may indirectly show the level of customer service your organization is providing.

4.1 Stock Position

It is useful for organizations to know the position of their stock at any point in time. This allows managers 
to properly manage the organization’s stocks such as ensuring that stock levels of popular items are enough 
for an upcoming holiday season after taking into account stocks in transit and stocks that have been reserved 
for orders made. For instance, a manager may want to fi nd out the current status of all the warehouses to see 
whether additional quantity of items has to be replenished.

To check your stock position, go to Inventory  Reports  Stock positions. You may click Advanced to show 
additional criteria. Defi ne the relevant criteria, and then click Display to generate the report.

Some criteria to note include Show, where you select either Purchase units or Sales units. This option 
determines whether the report will show the quantities in Purchase or Sales units. Depending on what you 
have defi ned for an item, the unit for purchase can be different from the one for sales. For instance, you may 
purchase keyboards in boxes whereby one box contains 12 keyboards while you sell one keyboard each time.

Another option is Lines with quantity 0 where it will list existing items that have the quantity 0 when the 
check box is selected. The New:Items option lists new items that have no prior transactions and should have a 
quantity of 0.
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The Planner option searches for the selected employee that is responsible for planning.

Essentially, the Stock positions report provides information on the stock level of each item in each 
warehouse. For management personnel, the report is useful in obtaining the current overall status of stock 
levels of all the organization’s products. This will assist in making decisions especially on whether to replenish 
the stock from suppliers or whether to transfer the existing stock from another warehouse.

In the example, the PO level column shows the minimum recommended quantity for the item. It helps in 
determining the minimum quantity that should be ordered in order to maintain a safe level, as decided by your 
organization, of items in the warehouse. Usually, a safe level is the quantity that can still sustain sales while 
replenishments are made or in transit.

Other important columns include the Quantity to be received and Quantity to be delivered columns. The 
former shows any incoming stock while the latter shows outgoing stock. The Available column shows the 
current free stock available for that item in a particular warehouse. If the total is negative, it means that the item 
does not have enough quantity to meet sales already made.

You can access other information by clicking the relevant buttons. The Totals only button shows the total 
quantity in hand, and the expected infl ow and outfl ow of the items. Selecting an item will enable other 
buttons. Clicking Allocation will display the Allocation screen where you can set aside stocks for other 
purposes such as for sales that are not delivered yet. The Export button allows you to export the report to 
Microsoft Excel.
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4.2 Shortage

The Shortage report is useful for managers to quickly ascertain the items that have insuffi cient quantity to 
meet demands. With this knowledge in hand, they will be able to decide where and how to allocate the people 
in the organization. The report also takes into account items that are scheduled to be received and the expected 
delivery time. This allows a more accurate gauge as to how soon additional items need to be purchased.

To check your stock shortage, go to Inventory  Reports  Shortage. You may click Advanced to show 
additional fi ltering criteria. Defi ne the relevant criteria, and then click Display to generate the report.

You can fi ll in a date at Reference date to calculate the shortage of stock based on the date defi ned in this fi eld. 

Some criteria to note after clicking Advanced include the Report options section where you can specify 
whether to display purchase orders that are unauthorized and/or not printed. This allows you to take into 
account purchase orders that have not been processed yet but might affect your future stock levels when the 
orders are processed later.

In this example, the Shortage report provides a quick view on all items that do not have suffi cient stock. This 
is after taking into account the stock in hand and stock that is expected to arrive. This will be compared to the 
expected quantity ordered by customers. This is refl ected in the example’s fi rst entry whereby the Quantity 
to be delivered column is 15 units. The Qty. to be rcvd. column shows that there are 3 units that will be 
arriving soon. This causes the Available column to be -12 units. The negative value shows that quantity is 
short of 12 units. This is refl ected in the Shortage column.

You can obtain other information by clicking the relevant buttons. The Totals only, Allocation, and Export 
buttons are explained in 4.1 Stock Position. The Warehouse location button shows the quantity of the item in 
each location of that warehouse. The Card button shows the stock movements of the selected item.
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4.3 Deliverable from Stock

The Deliverable from stock report shows sales order for items that are scheduled to be delivered to customers 
but have not been done so yet. With this information, you can quickly rectify the situation and improve on 
your organization’s customer service.

This report also helps to identify ineffi ciency in your organization when you compare the dates of the sales 
order with the current date. Usually, the longer the period is between these dates, the more ineffi cient your 
delivery methods are. Some of these ineffi ciencies can be due to late delivery from suppliers, delivery methods 
of your organization, and procedures involving the delivery of stocks.

To check sales orders that are not delivered yet, go to Inventory  Reports  Deliverable from stock. Defi ne 
the appropriate criteria and click Display.

In the Deliverable from stock screen, you can select to view the sales orders based on the stock deliverable or 
stock shortage. Select Deliverable to list sales orders that you can deliver with enough stock but not delivered 
yet. Select Shortage to list sales orders that you are unable to deliver due to insuffi cient stock.

Selecting a sales order and clicking Zoom will display the Sales orders screen with the details of the order. If 
you click Debtor card, you will see more information with regards to the transaction or the customer. This 
report can be exported to Microsoft Excel by clicking Export.
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4.4 Item Transactions

The Item transactions report lists all transactions that are related to your organization’s items. This allows 
you to effectively view all the item’s movements from a single screen.

To view your items’ transactions, go to Inventory  Reports  Item transactions. You may click Advanced to 
show additional criteria. Defi ne the appropriate criteria and click Display to view the report.

The Stock transactions report provides information on the movement of your organization’s items. The 
Received and Fulfi lled columns show the items that have been received and delivered within the specifi ed 
transaction dates. The Balance column shows the balance of stock left after taking into account the quantity 
received and delivered while the Stock column shows the balance of stock after taking into account the 
opening balance of the items. Click Export to view the report in Microsoft Excel.
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4.5 Flow of Goods

The Flow of goods report shows the infl ow and outfl ow of your organization’s items. It allows you to closely 
monitor the movements of your items. If required, you can also use it to verify a sales or purchase order by 
comparing the order to the report on information such as the warehouse, item, and number of units involved.

To view the report, go to Inventory  Reports  Flow of goods. You may click Advanced to show more criteria 
including the classifi cation of customers. Defi ne the appropriate criteria and click Display to view the report.

The report records the items’ fl ow in the relevant Fulfi lled or Received columns. Depending on how you 
choose to group the report (Warehouse, Item, or Fulfi llment), the report will group the purchase and sales 
orders based on your selection. If the report is not grouped, you will see the purchase and sales orders specifi ed 
in the Order column, and each line tells you the debtor or creditor that was involved as well as the item and 
quantity of that transaction and whether it was a receipt or a delivery. If it is grouped, you will need to click the 
Zoom button to see this.

The total received and fulfi lled amount will also be displayed at the bottom right of the report.
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4.6 G/L Analysis - Item/Warehouse

The G/L analysis - item/warehouse report provides information on the fi nancial transactions for every 
transaction. From this report, you can view, at a single place, the general ledger (G/L) accounts involved for 
each transaction.

To view the G/L analysis - item/warehouse report, go to Inventory  Reports  G/L analysis – item / 
warehouse. You may click Advanced to show more criteria. Defi ne the appropriate criteria and click Display 
to view the report. You can choose to sort the report by item or G/L account by selecting the relevant option 
under the General section.

The relevant account code refl ected in the G/L column has been defi ned earlier for each item. This is specifi ed 
in the item maintenance card accessible via Inventory  Items  Maintain, under the Financial tab.

The Balance column shows the total amount for all transactions related to the item for that particular G/L 
account. Sometimes it is possible for the Balance column to have a negative fi gure. This shows that either the 
account is a credit balance account or the transactions resulted in a negative balance. This report can be exported 
to Microsoft Excel by clicking Export. You can then view and save the Microsoft Excel fi le for future reference.
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4.7 Profit calculation

To view the profi tability of items sold, you can use the Profi t calculation report. The profi t calculation for each 
item is displayed in amount and percentage. This report only includes items that have been actually delivered to 
maintain the accuracy of the report and not to be distorted by including items that are not delivered yet.

The report also includes non-physical items and is thus, useful for viewing items sold based on hours such 
as services.

To view the profi t calculation report, go to Inventory  Item management  Profi t calculation, defi ne the 
relevant criteria and click Refresh.

The Average price column is derived from the average sales price calculated from all the items sold. This is 
because sales prices are not necessarily the same when we sell to different customers and when sold at different 
times due to different pricing and discount structures that are applied according to your organization’s policies.

The Margin column is derived from the average price less the purchase price for that item. A negative value means 
the item is not profi table whereby the purchase price is higher than the average sales price. The Margin % column 
is the percentage of margin over the purchase price. This shows the profi tability of the item in percentage.

At the bottom of the screen are totals of the corresponding information. These totals will give an overview of 
the profi tability of sold items for the organization as a whole.
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4.8 Audit Trail

There may be times when you need to fi nd out the status of internal use requests for items or services. Internal 
use requests are requests made by your employees to use your organization’s products and services. This can be 
items such as stationery or new computers. The status of internal use requests can be retrieved from the Audit 
trail report.

This report provides information on the status of each internal use request made. The information is useful in 
determining the effi ciency of fulfi lling internal use requests of your organization and can be used to improve 
the process, where possible.

The report can also inform you of any pending internal use requests that have not been fulfi lled, processed, or 
awaiting replenishment of stock so decisions can be made if these requests need to be expedited.

To view the audit trail of internal use requests, go to Inventory  Item management  Audit trail, defi ne the 
relevant criteria and click Display. If you select the Incomplete check box under the Show all section, the 
report will include the following internal use requests:

Internal use requests without purchase orders.–
Internal use requests with purchase orders but without purchase invoices.–
Internal use requests with purchase orders where the purchase invoice amount is not the same as the –
internal use request amount.

In the example, the transaction required replenishment of stock so purchase order was created. This is refl ected 
in the quantities being displayed in the Purchased column. 

The Purchase, Receipt, and Invoice columns are relevant only if the item needs to be replenished before it 
can fulfi ll the internal use request. Also, in the event that there are expense claims, the Invoice columns will be 
fi lled out with the relevant details. When the requester fi nally receives the item, the corresponding information 
will be fi lled out in the Issue column. The totals of all the transactions are displayed at the bottom of the screen.

To obtain further information about each transaction, click the relevant buttons at the bottom of the screen that 
allow you to view the following:

Our ref.–  — The fi nancial transactions involved.
PO–  — The related purchase order, if available.
Request–  — The related internal use request.
Receipts – — The related receipt of the item, if available.
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4.9 Assortments

The Assortments report displays details of assortments linked to items in your organization. It lists 
information, such as the item, its sales and cost prices, the markup or margin, and its type. This report can 
be used to give a quick overview of your organization’s categorization of items based on assortments and 
their respective properties. One item can be linked to more than one assortment. This refl ects the possible 
combinations of properties an item can have in your organization.

You can obtain the Assortments report at Inventory  Item management  Assortments. Defi ne the relevant 
criteria and click Start to generate the report. The Reference date option allows you to provide a specifi c date 
in which the report should be based on. Depending on your data, different dates may produce a report with 
different data.

The report lists the assortments and their corresponding items. It also lists the price lists that are linked to that 
assortment as specifi ed in Order  Price management  Price lists.

The Margin column as shown in the example can be changed to show the markup of the item. This is defi ned 
in System  General  Settings, under Order settings, at the Profi t calculation option in the Entry section.

The Type column shows the type of the item. An item with the type Phantom means it is not a physical item 
or parts used to manufacture an item. However, phantom items are accounted for because it can be part of a 
business process. Exact Globe Next handles this scenario by categorizing these items as phantom items. In the 
example, the price list attached to the assortment is of type Phantom. Other forms of phantom items include 
extra charges, payment conditions, and shipping methods.

Other item types that can be displayed in this column include Labor hour and Machine hour. Labor and 
machine hours are used in managing the productivity of these items. For instance, labor hours are related to 
the effectiveness of the people in your organization while machine hour relates to your organization’s machine 
resources. These item types can be placed into separate assortments for improved classifi cation.
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4.10 List of Serial/batch Numbers

The serial and batch number report is a list of serial or batch numbers that are available in the system. You 
can use this list to keep track of all your serial and batch numbers and related information such as the validity 
period and the current status of the number.

Serial numbers are used to uniquely identify individual units of the same or different item. Items with serial 
numbers are usually items that have a high value or have a service warranty as part of a sales or purchase 
contract. Batch numbers are used to uniquely identify a large quantity of items that were manufactured in a 
single production run. The batch numbers are usually used to identify all the fi nal products of the same batch 
for quality control purposes. If the material or parts used in the production is defective, you can trace other 
items that may be similarly defective by using the batch numbers.

To view a list of all existing serial and batch numbers in the system, go to Inventory  Serial/batch  List. You 
can limit your list of serial or batch numbers by specifying a range of numbers, a range of items, a specifi c period 
of time for which the numbers are valid starting on the dates, or range of lot numbers in the Range section.

You can sort the order of the list of serial and batch numbers by selecting the relevant option at Sort by to 
sort by date, serial/batch numbers in ascending order, and an alphabetical order of the items. You can further 
limit the serial/batch numbers that will be displayed in the report based on the status by selecting Active or 
Blocked at Status.

You can also choose whether to display the lot numbers for the respective serial/batch numbers. Lot numbers 
identify items that share the same production and resultant characteristics, for example the same physical 
properties, evaluated at the same production costs or quality. Lot numbers can be used to identify serial/batch 
numbers that originated from the specifi c lot of the same production batch.
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4.11 Delivered Serial/batch Numbers

The delivered serial/batch number report displays a list of serial or batch numbers for items used in the fulfi llment 
of requests such as sales orders, internal use requests, warehouse transfers, and production orders. You can use the 
delivered serial/batch number report to track the items that have been delivered from your inventory.

The serial/batch numbers are recorded for quality control, marketing, and customer service purposes. For 
example, if you receive a complaint on a defective car brake and the cause of the defect is a part or the raw 
material that might be present in other units of the same item, you can then track, retrieve, and replace the 
other units with the same batch numbers. Serial numbers can be used for recording customer complaints for 
items like computers where after-sales services are provided free of charge within the period of warranty.

To generate the delivered serial/batch number report, go to Inventory  Serial/batch  Delivered. The 
number of delivered of serial/batch numbers that are delivered over a long period of time may be considerably 
large. You can choose to display a specifi c set of serial/batch numbers by selecting the relevant criteria, such as 
the warehouse it was delivered from, the request types fulfi lled by the serial/batch numbers, the serial/batch 
numbers by a specifi c supplier, the serial/batch numbers that were sent to a specifi c person, requests that were 
fulfi lled on a specifi c date, a range of items or items from a specifi c lot.

The delivered serial/batch number report contains information about the delivered serial/batch numbers, such 
as the item, lot number, the serial validity period, the warehouse the item was stored in and delivered from, the 
types of requests that were fulfi lled, and the request number.
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4.12 Reserved Serial/batch Numbers

You can use the reserved serial/batch numbers report to display information on serial/batch numbers that 
have been reserved by existing open requests. This report contains information on reserved serial/batch 
numbers, such as the sales order debtor, warehouse the serial number item is stored, sales order number, and 
the expected fulfi llment date.

This report is useful to identify the serial/batch numbers in your inventory that are already reserved and the 
items and the requests the serial/batch numbers are reserved for so that you can accurately plan the allocation 
of limited stock.

You can then use this information to plan for fulfi llment in case of shortage of stock and to avoid allocating 
reserved serial numbers to other open orders.

To generate the reserved serial/batch number report, go to Inventory  Serial/batch  Reservations. You can 
use the report criteria to target specifi c serial/batch numbers and reduce the volume of serial/batch numbers 
that will be displayed in the report.

You can choose to display the reserved serial/batch numbers that are specifi c to a warehouse or a range of 
warehouses, a debtor or a range of debtors, sales orders within a range of expected fulfi llment dates, an item or 
a range of items, and a lot number or a range of lot numbers. You can also display the lot number (if any) for the 
respective serial/batch numbers in the report by selecting the Lot number check box.
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4.13 Expired Serial/batch Numbers

The expired serial/batch numbers report can be used to display the serial/batch numbers that are no longer 
valid for use. Expired serial/batch numbers are numbers that have an end date that is earlier than the current 
date in the system.

You can use this report to identify expired serial/batch numbers and view the expiry details of active serial/
batch numbers. The expired serial/batch numbers report contains information about the serial/batch 
numbers, such as the end date (if any), the number of days before the serial/batch numbers expire or the 
number of days after expiry, the quantity, reserved quantity, and the quantity fulfi lled. This is useful so that you 
can avoid fulfi lling expired serial/batch numbers to customers.

To generate the expired serial/batch number report, go to Inventory  Serial/batch  Expiry date. You can 
use the report criteria to display the specifi c expired serial/batch numbers and reduce the volume of serial/
batch numbers that will be displayed in the report.

You can choose to display the expiry information for the serial/batch numbers that are specifi c to a warehouse 
or a range of warehouses, a debtor or a range of debtors, a date or a range of dates after which the serial/batch 
numbers are considered invalid, an item or a range of items, and a lot number or a range of lot numbers. You 
can display only the serial/batch numbers that are still valid by clicking the Expired check box. You can also 
display the lot number (if any) for the respective serial/batch numbers in the report by selecting the Lot 
number check box.
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5. Advanced Features

Besides the basic features, Exact Globe Next also provides advanced features to handle additional functions for 
inventory management. In this chapter, the external numbering functionality is explained from the setting up 
stage up to its applications in the inventory operations.

5.1 Using External Numbering

External numbering is a functionality offered by Exact Globe Next to provide you the fl exibility to use the 
external numbers in your business documents apart from the standard numbering system based on the Entry, 
Our reference, and Your reference numbers. In addition, the external numbering functionality caters 
to users in some countries where the legislations require businesses to use a numbering system, in which 
documents generated from different business transaction types are to use different sets of numbers.

In certain countries, these numbers must meet specifi c format requirements, such as to include prefi xes and 
masks. For these reasons, you can now choose to enable the external numbering functionality in your system to 
cater to the additional needs of your business. In line with the external numbering functionality, you can defi ne 
the numbering rules and the number ranges for the external numbers. The system will then assign external 
numbers for the specifi c business transactions based on the defi ned numbering rules and number ranges. 
Meanwhile, the external number will be printed on the fi nal printed documents if you have added the external 
number fi eld in the document layout.

5.1.1 Setting up external numbering functionality

Before you can use the external numbering functionality, you need to enable this functionality in Exact Globe Next. 
After you have enabled the functionality, you will then be able to see two new menu paths, namely System 
 Logistics  External numbering  Numbering rules and System  Logistics  External numbering  
External numbers.

To set up the external number functionality:

Go to System 1.  General  Settings.
Click 2. Numbers settings under the Settings section.
Under the3.  General section, select the Use external numbering check box.
Click 4. Save. The message “Changes will only take effect after restarting the software” will be displayed.
Click 5. OK.
Click 6. Close on the main menu to exit the software, and then restart the software. 
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5.1.2 Creating numbering rules

After you have enabled the external numbering setting, you can create the numbering rules which will 
determine the external numbers to be generated. By creating the numbering rules, you can defi ne the 
transaction types, optional conditions, and number ranges to be used to generate the external numbers. The 
system will refer to these criteria when assigning the external numbers to your business documents.

To create numbering rules:

Go to System 1.  Logistics  External numbering  Numbering rules.
Click 2. New.
Type a code for the new numbering rule at 3. Numbering rule code. This is mandatory.
At 4. Description, type a description for the new numbering rule. This is mandatory. Click  to type the 
description in foreign languages which have been defi ned in the Descriptions in list boxes section at 
General settings.
Under the 5. Basics tab in the Transactions section, the Available box lists all available transaction types 
which you can select for use in the numbering rule. Select the transaction type(s), and then click to 
move the selected transaction type(s) to the Selected box. By doing this, you are selecting the transaction 
type(s) to be used in the numbering rule. To move any of the transaction types from the Selected box to 
the Available box, select the transaction type(s) in the Selected box, and then click . By doing this, 
you can delete the transaction type(s) selected earlier to be used in the numbering rule.
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At 6. Number of optional conditions in the Optional conditions section, you can select None, one, 
or two to defi ne the number of optional conditions you want to use in the numbering rule. Use optional 
conditions to further defi ne the conditions of every numbering rule. These optional conditions are 
important while generating the external numbers within a number range and at the same time, these 
conditions help to speed up data retrieval in reports.
Based on the 7. Number of optional conditions you have defi ned, you can select the optional conditions 
to be used at Optional condition 1 and Optional condition 2. If you select None at Number of 
optional conditions, the Optional condition 1 and Optional condition 2 fi elds will not be enabled. 
If you select one, only Optional condition 1 will be enabled. If you select two at Number of optional 
conditions, both fi elds will be enabled. The options available for selection are Cost center, Person, or 
Warehouse. For an existing numbering rule which is linked to number ranges, the Optional conditions 
section will be disabled.
Click 8. Save to save the numbering rule. By default, a newly-created numbering rule will be activated. As 
such, when you are creating a numbering rule, the Inactive check box will be disabled. The check box will 
only be enabled after you have clicked Save to save the new numbering rule.
Under the 9. Number ranges tab, click  New to create number ranges for the numbering rule. You will 
see the Number range screen, as displayed in the following:

 
 

Optional condition 110.  and Optional condition 2 will be disabled if you have selected None at Number 
of optional conditions in the Optional conditions section. If you have defi ned to use one or two 
optional conditions and selected the optional conditions in the Optional conditions section, the label 
of the Optional condition 1 and Optional condition 2 fi elds will be named according to the optional 
conditions you have selected. For example, if you have selected to use Cost center as the optional condition 
1 in the Optional conditions section, the Optional condition 1 fi eld will be shown as Cost center.
Next, click 11.  to select the optional condition values to be used to generate the external 
numbers if you are using the optional conditions. For example, if you have selected to use Cost center as 
the optional condition 1, click Select to select the cost center(s) to use the number ranges for transactions 
involving the selected cost center(s). In this example, you will see the Optional condition screen 
displaying all the active cost centers in the system. Select the cost center(s) and click Select to select the 
cost center(s) that the number ranges will be created for. A green check mark will be displayed under 
the Select column to indicate that the cost center(s) has been selected. Click Deselect all to clear the 
selection of all the selected cost centers. To clear the selection of a specifi c selected cost center, double-click 
the selected cost center or click Select again. Click Close to exit. By doing this, you can create different 
number ranges for transactions involving different cost centers or one number range for use by multiple 
cost centers.
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At 12. Mask, type the mask for the number range. This information is mandatory. You can type up to 30 
characters in this fi eld. The mask is case-sensitive and it can contain a separator as well as any symbol, 
except “#” and “¿” (ENTER key on the keyboard) when you defi ne a prefi x for the mask. A <space> is 
allowed in between the mask; however it cannot be placed before or after the mask as all spaces will be 
trimmed by the system during the numbers generation. In addition, the mask must represent the running 
number format which is indicated by the “#” symbol. For example, to create a mask with prefi x “ABC” 
and the running number to contain three digits, you can type “SALEINVOICE-###” at Mask. You should 
type at least one “#” at Mask to represent the running number format in the number range.
Type the start and end numbers for the number range at 13. Number range and To. This information is 
mandatory. The maximum number of digits allowed will depend on the mask you have defi ned. For 
example, if you have typed “SALEINVOICE-###” at Mask, the maximum number of digits that you can 
type as the start and end numbers in the number range will be three as indicated by the three “#” symbols 
in the mask. The start and end numbers must not be equal to “0” and the start number must be a smaller 
number than the end number in the number range. For example, you type “1” at Number range and 
“999” at To. The resulting number range will start from “SALEINVOICE-001” to “SALEINVOICE-999” 
as shown at Preview.
At 14. Valid and To, type or select the validity date range for the number range. This determines the life cycle 
of the number range. By default, the start date of the validity period will show the current date when you 
create a number range. The start date is mandatory. However, you can leave the To fi eld empty. You may 
want to do this to use the number range for as long as you desire, and only enter an end date when your 
business requires so. Once an external number from the number range has been used, you cannot change 
the start date of the number range. In addition, the validity period of the number range cannot overlap 
with the validity period of other existing number ranges in the numbering rule. For example, you have an 
existing number range with the validity period from 01/01/2007 to 31/12/2007. If you create a number 
range now with a validity period from 01/06/2007 to an undefi ned end date, you will see this message 
“This range is overlapping with one of the existing number range’s criteria: Life cycle” once you click Save 
to save the new number range.
Click 15. OK to close the message, and then change the start date so that it will not overlap with the existing 
number range.
Click 16. Save to save the number range.

Note: When you create a number range, by default, the Inactive check box is disabled. This 
means the status of a new number range is automatically set to Active. The check box will 
be enabled only when you edit an existing active number range. Select the check box to 
deactivate the number range. Once you have selected the check box, the message “Set to 
inactive?” will be displayed. Click Yes to deactivate the number range, and then type the 
reason for deactivating the number range at Note. Click Save to save the note. Once you 
have deactivated a number range, you are not allowed to activate that number range. The 
system will delete all the unused external numbers in the number range and update the end 
number of the number range to equal to the last assigned number. If the number range has 
not been used, the deactivation process will reset the start and end numbers of the number 
range to “0”.
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5.1.3 External numbering in interbranch transfer

External numbering in interbranch transfer is applied at the following menu paths:

Inventory –  Warehouse management  Interbranch transfers.
Inventory –  Entries  Fulfi llment, and then the Interbranch transfer option in the Selection section.
Inventory –  Entries  Interbranch transfer receipt.

The external numbering depends on the Use intermediate warehouse setting under the Interbranch 
transfers section in Inventory settings at System  General  Settings:

If the – Use intermediate warehouse check box is not selected, then the fulfi llment process will refer to 
the transaction type Interbranch transfer fulfi llment in the external numbering rule.
If the – Use intermediate warehouse check box is selected, then the fulfi llment process will refer to the 
transaction type Interbranch transfer fulfi llment in the external numbering rule. The receiving process 
will refer to the transaction type Interbranch transfer receipt in the external numbering rule.

This feature allows saving of the interbranch transfer transaction documents into the system. To enable this, 
two document types which are IBT (Interbranch Transfer) issuing slip and IBT (Interbranch Transfer) 
receiving slip have been added at System  General  CRM  Document types. The documents printed 
will be saved based on the Use intermediate warehouse setting under the Interbranch transfers section in 
Inventory settings at System  General  Settings:

If the – Use intermediate warehouse check box is not selected, then the interbranch transfer documents 
will be saved under the IBT issuing slip document type.
If Use – intermediate warehouse check box is selected, then the following applies:

If the document is generated from an issuing process, then the document will be saved under  – the IBT 
issuing slip document type.
If the document is generated from a receiving process, then the document will be saved under the  – IBT 
receiving slip document type.

Note: When the Use external numbering check box in the General section at System  
General  Settings, under Numbers settings is selected, and the interbranch transfer is 
linked to an active numbering rule with matching optional condition values, the external 
number will be assigned to the issuing and/or receiving slips. An attachment will always 
be generated regardless of whether the transactions and range defi nitions match.

Note: The printed documents can be reprinted from the documents entry at CRM 
 Entries  Documents, under the IBT issuing slip and IBT receiving slip 
document types respectively.
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5.1.4 External numbering in stock count

The external numbering in interbranch transfer is applied at Inventory  Warehouse management  Counts. 
The stock count refers to the Stock count transaction type in the external numbering rule.

Note: When the Use external numbering check box under the General section at System  
General  Settings, under Numbers settings is selected, and the stock count is linked to 
an active numbering rule with matching optional condition values, the external number 
will be assigned to the stock count document. If there is no stock movement where quantity 
= ‘0’, then an external number will not be assigned to the transaction. If an error occurs 
during the stock count processing, the transaction will not be rolled back but it will be 
registered in the system with an external number without an attachment. The status of the 
linked external number will be set to Void.

5.1.5 External numbering in internal use

External numbering in internal use is applied at the following menu paths:

Inventory –  Entries  Internal use.
Inventory –  Entries  Fulfi llment, and then the Internal use option under the Selection section.

Internal use refers to the Internal fulfi llment and Internal return transaction types in the external 
numbering rule.

Note: When the Use external numbering check box under the General section at System  
General  Settings, under Number settings is selected, and the internal use transaction 
is linked to an active numbering rule with matching optional condition values, the external 
number will be assigned to the issuing or return slip. If the internal use transaction meets 
the range defi nition in the external numbering rule, then an attachment with an external 
number will be generated regardless of whether the printout is required. If the internal use 
transaction does not meet the range defi nition in the external numbering rule, and the print 
option is selected, then an attachment without the external number will be generated. If the 
print option is not selected, then the attachment will not be generated.

This feature allows you to save the internal use transaction documents into the system. To enable this, the 
Internal use document type has been added in Document types at System  General  CRM.

Note: The printed documents can be reprinted from the document entries at CRM  Entries  
Documents, under the Internal use document type.
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If the Use external numbering check box under the General section at System  General  Settings, under 
Number settings is selected, and there is an active numbering rule defi ned for internal fulfi llment or internal 
return, then the multiple selection feature for multiple fulfi llment of internal use will be disabled.

5.1.6 External numbering in overviews and search criteria

When you are using the external numbering feature in your inventory application, the external number fi eld or 
column will be added in the following overview, search, and report screens:

To view external numbers in item transactions:

Go to Inventory 1.  Warehouse management  Warehouses.
Select a warehouse.2. 
Click 3. Open. The Maintain warehouses screen will be displayed.
Click 4. Item transactions. The Item transactions screen will be displayed.
Next, type or select an item code at 5. Item. This information is mandatory.
Type or select a range of transaction dates at 6. Transaction date to display the transactions of items 
with the corresponding dates selected or select the All check box to display all transactions of items 
regardless of dates.
Click 7. Edit to display the item transactions.
In the 8. Item transactions screen, the External number column displays the external numbers for all 
types of item transactions, such as Receipt, Fulfi llment, Count, and Returns.
Click 9. Close to exit.

To view external numbers in overview of warehouse cards:

Go to Inventory 1.  Warehouse management  Cards.
Select a warehouse.2. 
Click 3. Card. The Card: Warehouse location screen will be displayed.
Click 4. Filter to expand the search criteria.
In the search criteria, defi ne the external number at 5. External number to search for fi nancial transactions 
of the warehouse that correspond with the defi ned external number.
Click 6. Refresh to display the fi nancial transactions of the warehouse.
In the results section, the 7. External number column displays the external number that corresponds with 
each fi nancial transaction of the warehouse.
Click 8. Close to exit.

Note: Multiple selection feature is where you can select more than one line of internal use in 
the results section at Inventory  Entries  Fulfi llment, and then the Internal Use 
option under the Selection section. You can press the Shift key, and then select the 
internal use lines simultaneously. For random selection of multiple lines, you can press 
the Ctrl key, and then select the internal use lines simultaneously.
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To view external numbers in logistics reconciliations:

Go to Inventory 1.  Warehouse management  Reconcile.
Click 2. Advanced.
Type an external number or a range of external numbers at 3. External number, or select the All check box 
to display the logistics transactions that correspond with the defi ned external number(s).
Click 4. Zoom to display the logistics transactions in the Reconcile screen. The logistics transactions of 
items, such as receipts and invoices that correspond with the external number(s) fi lled in, are displayed 
under the External number column.
Click5.  Export to export the displayed data to Microsoft Excel. In the Microsoft Excel report, the external 
numbers will be displayed under the External number column.
Select an item transaction in the 6. Reconcile screen and click Edit to make changes to the item transaction.
The 7. Change: data screen will display the corresponding external number for each of the item transactions 
under the External number column.

To view external numbers in inventory transactions report:

Go to Inventory 1.  Reports  Transactions.
In the search criteria, type an external number at 2. External number.
Click 3. Search to display the corresponding inventory transactions. The External number column in the 
inventory transaction report will display the corresponding external number for each inventory transaction.
Click 4. Print to print the inventory transactions report.

To view external numbers in item cards:

Go to any one of the following menu paths:1. 
Inventory  –  Items  Cards
Invoice  –  Items  Cards
Order  –  Items  Cards
POS  –  Items  Cards
Purchase  –  Items  Cards
Project  –  Items  Cards

Select an item and click 2. Card. The Item transaction card screen will be displayed.
Click 3. Zoom for a detailed view of the item transaction.
Click 4. Filter, and then type an external number at External number.
Click 5. Refresh to display the corresponding fi nancial transactions of the item.
In the results section, the 6. External number column displays the external number for each fi nancial 
transaction of the item.
Click 7. Export to export the displayed data to Microsoft Excel. In the Microsoft Excel report, the 
External number column displays the external number for each financial transaction of the item. 
Save the report, if required.
Click 8. Close to close the Items transaction card screen and return to the previous screen.
Select an item at any one of the menu paths listed above and click9.  Print to print the fi nancial transaction report.
In the 10. Item card screen, defi ne the relevant criteria and click Start to generate a fi nancial transaction 
report for the selected item.
In the 11. Report screen, the External number fi eld displays the corresponding external number for each 
fi nancial transaction.
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6. Appendix 1 - Product Update Changes

Product Update Chapter

404 2.5.1, 4.2

403 All chapters
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