Transfer Stock to Jobs – Requisition Entries


	TRANSFER STOCK TO JOB




This process transfers any items from stock on to a job.  Ensure you are in the appropriate Entity.

Go to Stores Requisitions within the Inventory Transactions – Store Requisitions Menu. 
Fields indicated as mandatory (Red Label eg. From Customer, Receipt type etc.) require data input, where other fields ( Black label eg. Deliver by etc.) do not necessarily require data input, but these fields can be changed if necessary.
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Figure 1: Inventory – Stores Requisition process
SCREEN 1 – REQUISITIONS

· Trx Type – The drop down box will give you a choice of either a Requisition or a Return of stock

· Requisition Number – If your system is set to automatically allocate a requisition number, then this number will appear. However, if the system is set to NOT automatically allocate the number, then you must enter a unique number (can be alpha or numeric of combination) here.

The Automatic allocation is set up in Inventory Parameters – Auto Allocate (Requisition No) option.  Valid options are Entity specific, System Wide or No Auto Generation.
· Date – Will default to the current date (or you can enter another date as necessary)
· Deliver by – Generally this will be overlooked as the goods would be taken from the Stores Department to be used for a job.
· Picked – Check this box if the item has been ‘picked’ from the Stores already.

· Job No – If all the items to be requisitioned from the Stores are being used for one job, then by entering that job number here, it will default for each of the line found below in the requisition. Also, if that job has already had Bill of Materials allocated to it, then by entering the job number here will automatically complete all the required items line by line in the requisition, thereby avoiding entering them again. You can then change the default items or remove a line if it is not being used for the job (or not being taken from stock this time) or not all the pre-allocated quantity is being taken from Stores at this time.
· Product Code – Enter the unique code for the product being taken from Stores
· Worker – if desired, you can enter the code of the person who is requisitioning the stock

· Job No – If the job number has not already been entered in the preceding section, then you should enter the unique job number here. Of course, it is not mandatory (as is the case for all headings in red) but it would be normal practice. (The requisitioned items may be welding rods or paint etc that is not specific to a job) 

· Activity – If you system is set up to allocate the activities undertaken in the jobs, then that activity code could be entered here.

· G/L account – This will most likely be automatically completed as it should have been set up in the Parameters. If not, then you should check with your Supervisor as to which account should be entered – be careful here as this directly affects the General Ledger.

· Qty Requisitioned – Enter the quantity of the item being requisitioned.

If you need top add further items, click on the + sign and a new line will appear ready for entering data or else, press the Save button of the bottom left of the screen and then either click on New to enter up another requisition or Exit or Delete to delete the entry completely.
If items taken using this requisition have been based on a Bill of Material, this will flow through to the Job and be shown there as ‘Quantities Issued’
If you have transferred and posted an incorrect item, you can return the item back to stores by using the same process except that under Trx Type, you will select ‘return’.

Don’t forget to SAVE your work. Then of course, the requisitions must be POSTED to flow through to the rest of the system.
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Figure 2: Requisition Entries Screen
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