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Inventory Adjustments
From time to time you may find the need to enter adjustments to your inventory. Positive and negative quantity adjustments are done in an item journal. The instructions below discuss a positive adjustment; however, the negative adjustment is entered the same way except in the Entry Type field select Negative Adjmt. Multiple lines, including both positive and negative adjustments can be included on one journal posting. 
1. In the Search box, enter Item Journals, and then choose the related link.
2. In the Posting Date field, enter the posting date for this transaction.
3. In the Entry Type field, select Positive Adjmt.
4. In the Document No. field, enter a document number or if system assigned, tab from the field and it will auto complete. 
5. In the Item No. field, enter the item number to adjust.
6. In the Location Code field, enter the location code if applicable. 
7. In the Quantity field, enter the quantity to increase inventory by.
8. In the Unit of Measure field, enter the appropriate code.
9. In the Unit Amount field, the cost amount should pull from the item card. 
10. The Amount field will auto populate with the Quantity multiplied by the Unit Amount. 
11. In the Global Dimension 1 field (will be named with the name of your global dimension 1) enter the appropriate code.
12. In the Global Dimension 2 field (will be named with the name of your global dimension 2) enter the appropriate code.
13. Repeat for the remaining lines. 
14. [bookmark: _GoBack]On the Home tab, Posting group, select Post or Post and Print.
Reclassify Serial or Lot Numbers
1. In the Search box, enter Item Reclass. Journal, and then choose the related link.
2. Fill in the line using the instructions for Inventory Adjustments. On the Navigate tab, in the Line group, choose Item Tracking Lines.
3. In the Serial No. or Lot No. field, select the current serial or lot number.
4. If you want to enter a new item tracking number, enter it in the New Serial No. or New Lot No. field. If you want, you can merge one or more lots to one new or existing lot. Note: When you reclassify expiration dates, then the items with the earliest expiration dates for outbound transactions are suggested first. 
5. If you would like to enter a new expiration date for the serial or lot number, enter it in the New Expiration Date field. Important: If you are reclassifying a lot to the same lot number but with a different expiration date, you must reclassify the entire lot, using one item reclassification journal line. If you are reclassifying more than one lot to one new lot number, meaning that you are merging more than one lot into one new lot, you must enter the same new expiration date for all the lots. If you are reclassifying one existing lot to a second existing lot that has a different expiration date, you must use the expiration date from the second lot. If you leave the New Expiration Date field blank, the lot or serial number will be reclassified with a blank expiration date.
6. If you have existing information on the old serial or lot number, you can copy it to the new serial or lot number.
1. In the Item Tracking Lines window, on the Navigate tab, in the Line group, choose New Serial No. Information or New Lot No. Information.
2. To copy information from the old lot or serial number, on the Actions tab, in the Functionsgroup, choose Copy Info.
3. In the information list window, select the lot or serial number that you would like to copy from, and choose the OK button.
7. If you want to modify the existing information for the lot or serial number, you can record lot or serial information.
8. Post the journal to link the renewed item tracking numbers or expiration dates to the associated item ledger entry.

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching on the topic category above.
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