Web UFS - How to Add Inventory Items To
An Iltem Location

QUESTION:

How do | add inventory items to an item location?

ANSWER:

1. Choose Expenses\inventory Setup\ltem Locations
2. Select the entry and click on Edit
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Subsection No. Subsection Name Unit Number Location Number Location Description

o Sodexo Cafe 12345001 6 Dungeon

1} Pedro Test Unit 12345003 3 Stock Room

o Pedro Test Unit 12345003 5 Refrigerator

o Pedro Test Unit 12345003 6 Dungeon

o Yale New Haven Hospital 40062001 2 Pantry

o Yale New Haven Hospital 40062001 3 Stock Room

0 Yale New Haven Hospital 40062001 4 Cooler

o Yale New Haven Hospital 40062001 5 Refrigerator
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3. Click Insert and select an item or items to be added. You can insert multiple
items at one time by holding the Control Key down and clicking on the desired
items to be added.
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Expenses->Inventory Setup->item Locations.

Item Inquiry

Sort By: O Item No. @Item Description O\J’endor No.

Filter: |[ Search |[ Reset |

| Item No. Item Description Vendor No.

Purchase Size

15 Assorted Mini Muffins 1138809

1 Tray

Bouget-Seasonal Flowers 1028638

Pine Sol

5 Bundles

Pomogranite

| SelectAll || DeselectAll || OK

4. Click OK
5. Click Save
6. Click OK




