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1 MRN Process 
1.1 Create MRN Without MPS  

1. Navigate to Departments -> Projects -> Material Management -> MRN.  

  
2. Click “New” 
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 Select the Following Fields (Mandatory Fields in the MRN) 
1. Project No  
2. Request Location Code  
3. Supply Location 
4. Delivery Location 
5. Item No 
6. Quantity 

1.2 Sending MRN for Approval  
1. After inserting the item description line, the document should be sent for approval. 

Click “Authorization” in Actions ribbon bar. 

 
2. Click “Yes” in the confirmation message. 
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3. A Confirmation message will be displayed after creating the approval entries. 

 
4. Status of the document will be changed to “Pending Approval”. 

 

1.3 Approving MRN  
1. Navigate to Departments -> Projects -> Approval Management -> User tasks to view 

the approval request entry. Only the entries open for the logged in user will be 
displayed.  
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2. Authorized users can “Approve” or “Reject” the orders. 

 
3. Click “Yes” for confirmation message. 

 
4. Confirmation of the approval will be displayed. Click “Ok”. 

 
5. The status of the MRN will be changed to “Released”. 
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1.4 Verifying the MRN 
1. Click “Verified” in the Actions Tab of the ribbon bar.  Only the Authorized Person have 

the Permission to Verified the MRN. 

 
2. The Document will be verified. 

 
3. Verification status will be changed to “Released” from “Open”. 

 



 

6 | P a g e   

1.5 Creating Purchase Requisition Note (PRN) 
1. Type the Qty Needed to Create a “PRN” 
2. Select the lines that should be transferred to “PRN”. 

 
3. Click “Create PRN” in the Ribbon Bar. 

 
4. Confirmation message will be displayed. 

 
5. Verification message after creating the PRN will be displayed. 
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1.6 Creating Request for Quotes (RFQ) through PRN 
1. Navigate to Departments -> Projects -> Material Management-> PRN list and select 

the relevant PRN. 

 
2. Click “Edit” or double click the selected line. 

 



 

8 | P a g e   

3. Select the line(s) to create RFQ and select the Replenishment Type as “RFQ”. 
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4. Select the vendor for the RFQ. 

Note: Users can create multiple RFQs for different vendors 

 
5. Select the Purchase Order Delivery Type as “Delivery Location” or “Supply Location”. 

(Based on Inventory Process) 

 
6. Click “Create RFQ” in Ribbon Bar. 

 Note: If RFQs are not required, a direct purchase order can be created by clicking 
“Create PO” located in the Ribbon Bar. 
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7. Verification message will be displayed with the RFQ number created in the system. 

 
1.7 Entering quoted prices from vendors 

1. Navigate to purchase RFQs through Departments -> Projects -> Material Management 
-> Purchase RFQ. 
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2. Open each purchase RFQ and insert the price quoted. 

 
Select the “Currency Code”  

  
Click         and enter the Fixed Exchange Rate for Import Purchasing 
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1.8 Converting RFQ to Purchase Quote 
1. Navigate to Purchase RFQs created against a PRN and Click “Make Quote” in the 

Ribbon Bar. Continue this step for the number of quotes to be created. 

 
2. Verification message will be created with a new quote number assigned. 

 

1.9 Comparing Purchase Quotes 
1. Navigate to “Departments -> Projects -> Material Management -> Document -> Quote 

Comparison. 
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2. Select the PRN number from the selection page and click “Get Source” in the Ribbon 
bar. 

 
3. A summary of the quotes will be displayed. 

 
1.10 Selecting Items to be purchased through “Quote Comparison wrk sheet”. 

Navigate to the “Quote Comparison wrk sheet” and select the quote that needs to be 
converted to a purchase order. 
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2. Click “Make Order” in the Ribbon Bar. 

 
3. Verification message will be created with a new Purchase Order number assigned 

  
Note -: For the Created Purchase Order Relevant user need to enter the Performa 
Invoice no in the “Vendor Order No” field in the Purchase Order Page 

 
1.11 Sending Purchase Order for Approval 

1. After the Purchase Order is created, the document should be sent for approval. Click 
“Send Approval Request” in the Home Tab of the Ribbon 
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2. Click “Yes” for confirmation message. 

 
 

3. Confirmation message will be displayed after creating the approval entries. 

 
1.12 Approving the purchase Order 

1. Navigate to Departments -> Departments -> Financial Management -> Payables -> 
Approval Entries to view the approval request entry. Only the entries open for the 
logged in user will be displayed.  
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2. Authorized users can “Approve” or “Reject” the Approval Requests. 

 
2 Letter of Credit Creation 
2.1 Creating Letter of Credit Card 

1.  Navigate to Departments -> Departments -> Projects -> Material Management -> 
Purchase Orders. 

 
2.  To view the Approved Purchase Order, Click Edit.  

 



 

17 | P a g e   

 
3. Click “Create LC” in the Ribbon Bar. 

 
 

4. Need to Select the Relevant LC Type and click “OK” 

 
5. Confirmation message will be displayed after creating the LC. 

 
6. Click “LC List” in the Ribbon Bar. 
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7. Select the LC Line and Click “Edit” 

 
8. Enter the Relevant Details as Per “Application for letter of Credit” 
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2.2 Creating the Liability 
Enter the chargers before Goods received at Store Bank Chargers, Insurance Charge, 
Custom Duty, ….  

1. Navigate to Departments -> Projects -> Material Management -> Purchase Invoices 

 
2. Click “New”. 
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3. Insert the required parameters to header.  

 
Need to Select the Dimension “LC no”  
 Go to Navigate Tab in the Ribbon 

 
Click New 
Select the LC no as Shown 

 
Click OK 
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4. Insert the Purchase Invoice Lines. When inserting the lines. Select the Type as “G/L 
Account” and Select the GL account 2-49010 (GOODSAFLOAT - LC - CONTROL AC) 
in “No”  

 
And Click OK 

3 Update the Purchase Order to Commercial Invoice 
1. Navigate to Departments -> Projects -> Material Management -> Purchase Orders  

Select the Relevant Purchase Order -> Edit 
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2. Click “Reopen” 

 
3. Change the Purchase Order Item/s according to the Commercial Invoice. 

If the Commercial Invoice Item/s Qty is more than the entered purchase Order Qty, 
User need to add a new line for the Extra Qty and update the unit Price. 

4. Update the Actual Exchange Rate. Go to Foreign Trade Tab -> go to Currency Code 
and Click                and enter the Actual Exchange Rate for Import Purchasing and Click 
Ok 

 

 Click OK 
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5. Need to Select the Dimension “LC no”  
 Go to Navigate Tab in the Ribbon 

 
Click New 
Select the LC no as Shown 

 
6. Send for Approval 

Go to Approval -> Send Approval Request 

 
7. A Confirmation message will be displayed after creating the approval entries. 

 
Click Ok 
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8. Relevant User need to approve the Changed Purchase Order 
Departments -> Purchase -> Order Processing -> Approval Entries 

  
 Select the Relevant Purchase Order and Click Approve/Reject or Delegate 

9. After Approving the Relevant Purchase Order, Status will mark as Released. 
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4 Print the Inspection Report 
1. Select the Relevant Purchase Order, Open the Purchase Order go to Navigate -> Click 

“Print for LC...”  

 
2. Select the Relevant LC and Click OK 

 
3. Enter the Following Details 

 From (If you leave this Field Blank, the report will show the Authorized Person 
Mention in the Purchasing & Payable Setup) 

 To 
 Container 
 Delivery Location (This is a text Field only, entering the data here will not Affect 

any transaction) 

          Click Print 
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Note: - If the Location mention in the PO is Different than “Goods Dispatch to”, as per 
inventory Process GRN can be raised by the permission user for Location mention in the PO. 
And a Transfer order must be raised to Goods Dispatch to relevant Location. 
 
5 Create Goods Received Note 
5.1 Creating the Goods Received Note 

1. After Receiving the Material to site (With the Inspection Report) GRN Should Be 
Created Against the Received Qty. (This should be Created according to MRN Process) 
Navigate to Departments -> Projects -> Material Management -> Purchase Orders -> 
Edit 

 Select the Receiving No Series 
 Type the Qty received to site 
 Type the Material Received date on Posting Date  

 
2. Click “Post” in the ribbon 
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3. Select Receive and Click “OK” 

 
Material ca be issued to Site/Production  
6 Post the Supplier Invoice 

1. Open the Relative Purchase order 
Navigate to Departments -> Projects -> Material Management -> Purchase Orders -
Edit 
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2. Type the Quantity to Invoice, Vendor Invoice No, check the Cleared Exchange Rate  

 
3. Click the Statistics  

 
4. Compare the Value with Commercial Invoice Value in Invoice Tab 

Click OK 
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5. If the current Purchase Order Exchange Rate changed, then Reopen the Purchase 
Order and Do the Changes and Send for Approval 
Go to Approval -> Send Approval Request 

 
 A Confirmation message will be displayed after creating the approval entries. 

 
Click Ok 
 
 Relevant User need to approve the Changed Purchase Order 
 After Approving the Relevant Purchase Order, Status will mark as Released. 

 
6. Open the Related Purchase Order Marked “Released” -> Click Post 

Select Invoice and click Ok 
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7 The Additional Costs Charge to GRN  
7.1 Creating the Clearing Bill 

Note -: Any Chargers done before or after the GRN, assigning to them to relevant GRN    
should follow the same process 
1. Navigate to Departments -> Projects -> Material Management -> Purchase Invoices 

 
2. Click “New”. 
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3. Insert the required parameters to header.  

 
Note -: Vendor Should be “GOODSAFLOAT – LC” 
Need to Select the Dimension “LC no”  
 Go to Navigate Tab in the Ribbon 

 
Select the LC no as Shown 
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4. Insert the Purchase Invoice Lines. When inserting the lines. Select the Type as “Charge 

(Item)” and Select the Service Charge in “No” (Ex-: PAL, AGENCY FEE….)  

 
7.2 Assigning the Item Charge to Related GRN  

1. Navigate to Departments -> Projects -> Material Management -> Purchase Invoices 
Select the Relevant Purchase Invoice and Click Edit  

Lines -> Line -> Item Charge Assignment  

 
2. Go to Action Tab -> Click “Get Receipt Lines”  
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3. Select the Related Good Received Document. 

User can Filter by LC no -> Click  

 
 Select LC no and Type the Related LC no 
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Click “OK”. 

 
4. Go to Action Tab -> Click “Suggest Item Charge Assignment”. 
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5. Select “Amount” 

 
Click “OK” 

 
Click “OK” 

8 Creating the Payment Requisition  
Note-: Payment Requisition Should not be Created for Vendor “GOODSAFLOAT – 
LC”   

1. Departments -> Financial Management -> Cash Management -> Payment Requisition 
List 
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2. Click New 

 
3. Select the Payment “Expected Date”, 

Select the “Responsible Person Code” 
Select the Related Vendor in “Vendor No” Field  
If this Supplier in a foreign vendor select the Related Currency from “Currency”  
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4. Select the Payment type as “Direct Invoice” 

 
5. click “Ref no” Select the relevant Invoice/s -> Click Ok 

 
6. Verifying the Payment Requisition 

Departments -> Financial Management -> Cash Management -> Payment Requisition 
for Verification 
Select the Relative PR Document and Click Edit 
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7. Click “Verified” in the ribbon bar. 

 
8. Authorized the Payment Requisition 

Departments -> Financial Management -> Cash Management -> Payment Requisition 
for Authorization 
Select the Relative PR Document and Click Edit 
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9. Click “Authorized” in the ribbon bar. 

 
6. Confirm the message. 

 
7. Confirmation of the Authorization will be displayed. Click “Ok”. 

 
Note-: According to the Payment Requisition Process payment will be Done 

9 Set-off the Import Vendor 
Import Supplier need to be settled with the LC amount. 

1. Navigate to Departments -> Departments -> Financial Management -> General Ledger 
-> General Journals 
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2. Select the Relevent Batch 

 
i) First Row  

Posting Date: Enter the LC Grant Date  
Account Type: Select Type as “Vendor”  
Account no: Select the Related LC no 

                                    

  
3.   Enter the data   
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Balance Account Type: G/L Account  
Balance Account no: Import Contra Account No  

  
ii) Second Row  

Posting Date: Enter the LC Grant Date  
Account Type: Select Type as “Vendor”  
Account no: Select the Related Import Vendor  
Select the Related Currency Code  
Click           and Type the Exchange Rate  

  

 

Select the Related Currency Code   
Click           and Type the Exchange Rate   

  
Credit   Amount: Foreign Currency Amount   
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Debit Amount: Foreign Currency Amount 
Balance Account Type: G/L Account  
Balance Account no: Import Contra Account No  

  
  
Need to Select the Dimension “LC no” For Each line   

   Go to Navigate Tab in the Ribbon  

 
Select the LC no as Shown  
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9.1 Sending journal Entry for Approval  
1. After Entering the journal user should be sent for approval. Click “Authorization” in 

Actions ribbon bar.  

  
  

 
  
  

3. Confirmation message will be displayed after creating the approval entries.  

 
9.2 Approving the Journal Entry  

1. Navigate to Departments -> Projects -> Approval Management -> User task to 
view the approval request entry. Only the entries open for the logged in user will 
be displayed  

 

2.   Click “Yes” for confirmation message.   
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2. Authorized users can “Approve” or “Reject” the orders.  

 
3. Click “Yes” for confirmation message.  

  4. Confirmation of the approval will be displayed. Click “Ok”.  

  
9.3 Post the Approved Entry   

 
  

 
  

  
  

1.   Click “Post ”.   

  

2.   Click “Yes” for confirmation message.   
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3. Confirmation of the Posting will be displayed. Click “Ok”.  

  
10 Letter of Credit Clearing 

When an LC is cleared relevant user must enter a payment to settle the LC. This Can 
be done through General journal or Payment Journal 
 

1. Enter the Data as Follows 
Posting Date : Enter the LC Cleared Date 
Account Type : Select Type as “ Vendor” 
Account No : Select the Relevant LC Account 
Currrency Code  
Currency Exchange rate  

  
Select “Apply Entries” From Ribbon 

  Select the Payment Bank and Submit for Payment 
2. Through the payment process and Settlement Process LC will be Cleared. 
3. Need to Select the Dimension “LC no” for the Payment  

 Go to Navigate Tab in the Ribbon 
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Select the LC no as Shown 

 
11 Update the LC Completion  

Departments -> Administration -> Application Setup -> Financial Management -> 
Dimensions 
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Select the Dimension LC -> Go to Navigate Tab -> Dimension Values  

 
Select the Relevant LC No and Marked as Blocked  
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12 Report – Import Cost Analysis 
12.1 LC Costing Report 

Financial Management -> General Ledger -> LC -> LC- Import Cost Analysis 
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12.2 Outstanding LC to Be Cleared 
Financial Management -> General Ledger -> LC -> Outstanding LC to be Cleared 

 
12.3 LC Open Entries 
Financial Management -> General Ledger -> LC -> Outstanding LC 
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12.4 LC G/L Account Balance 
Purchase -> Planning -> LC List 
Select the Relevant LC Card and Click G/L LC Balance in header 
 

 
13 Administration  
13.1 ICC LC No Series Creation  

1. Navigate to Departments -> Administration -> Application Setup ->General -> No. 
Series 

 
2. Click new 
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3. Type the Code as “LC”  

Type the Related Description  
Click the Default no 

 
4. Go to Navigate in the Ribbon -> Click Lines 

   
5. Enter the No Series as shown 
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6. Give Relationship for the Created No Series with Vendor 

Select the “Vendor” No Series  

 
7. Go to Navigate from the ribbon -> Click Relationships. And add the “LC” no series 
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13.2 Create the LC Dimension 
1. Navigate to Departments -> Administration -> Application Setup -> Financial 

Management -> Dimensions 

 
2. Click New 

 
3. After Creation Need to Assign to Dimension List 

Navigate to Departments -> Administration -> Application Setup -> Financial 
Management -> Finance -> General Ledger Setup ->Dimensions Tab 
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Note-: This is a onetime Creation. 

13.3 Creating the Import Authorized Person 
1. Navigate to Departments -> Administration -> Application Setup -> Financial 

Management -> Finance -> Purchase & Payables Setup 
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13.4 Create the Vendor Posting Group 
Note: - this is a one Time Creation 

1. Navigate to Departments -> Administration -> Application Setup -> Financial 
Management -> Posting Groups -> Vendor Posting Group 

 
2. Edit list 

 
3. Enter the data as Follows 
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13.5 Create the Suppliers   
4. Navigate to Departments -> Projects -> Material Management-> Vendors  

 
10. Click “New” 
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Fill the Relevant Details 
Select the Currency Code  
Note: - Need to Create a Vendor as “GOODSAFLOAT - LC” and Vendor Posting Group 
Should be “LC” 
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13.6 Map the Supplier to Item Category    
1. Click “Item Mapping” in the Ribbon Bar. 

 
11. Map the Item Category to the Supplier 

 
Select the Type – Item Category or Item 
Select No – If the Type Item Category - Select the Relevant Category for the Item, 
         If the Type Item – Select the Item relevant item No 

13.7 Enter the Fixed Currency Exchange Rate 
1. Navigate to Departments -> Financial Management -> Setup -> General -> Currencies 

and select the relevant Currency Code. 
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12. Click “Exch.Rates” in the Home Tab in the Ribbon 

 
13. Enter The Fixed Exchange Rate and Starting Date 

 
This Exchange rate Creation is not a mandatory, user can enter the Exchange rate when 
creating the transaction 
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13.8 Close Inventory Periods  
13.8.1 Run the “Adjust Cost - Item Entries” batch job 

2. Navigate to Departments -> Financial Management -> Inventory -> Costing  

 
14. Click “Adjust Cost - Item Entries” 

 
The batch job does not update the general ledger automatically unless the you have 
selected Automatic Cost Posting in the inventory setup. To update the general ledger 
manually. 
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Note: - You can use either the Item No. Filter field or the Item Category Filter field, 
but you cannot use both filter fields at the same time. Using these filter fields means 
that not all the inventory will be adjusted. The main purpose of these filters is to limit 
the runtime of the batch job in special cases. Typically, you should run the cost 
adjustment batch job for all items. 

13.8.2 Post Inventory Cost to G/L Batch Job 
1. Navigate to Departments -> Financial Management -> Inventory -> Costing  

 
15. Click “Post Inventory Cost to G/L” Batch Job 
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Unless you have selected the Automatic Cost Posting check box in the Inventory Setup window, inventory costs are not recorded dynamically in the general ledger, and COGS is not calculated in connection with a sale. Therefore, you must post to the general ledger manually by running the Post Inventory Cost to G/L batch job to update the general ledger and potentially print a report of the value entries that are posted. 

Option Description 

Posting Method 
The batch job can either post inventory value to the general ledger per posting group or per posted entry. If you post per entry, you achieve a detailed specification of how the inventory affects the general ledger, but you also get numerous G/L entries. If you post per posting group, the batch job creates a general ledger entry per posting date per posting group combination. This means that a general ledger entry is created for each combination of posting date, general business posting group, general product posting group, inventory posting group, and location code. In addition, the batch job creates separate general ledger entries for costs with different signs. 

Document No. In this field, you can enter a document number if you have chosen the Post per Inventory Posting Group option. The document number will appear on posted entries. 
Post Select this field if you want the batch job to post to the general ledger automatically. If you do not choose to post the inventory cost to G/L, the batch job will only print a test report showing the values that can be posted to the general ledger, and on the report will appear: Test Report (not posted). 

 
13.8.3 Close Inventory Periods 

At the end of each month, the “Close Inventory Period” Process Must Be done 
1. Navigate to Departments -> Financial Management -> Setup -> Administration  
2. Click “Accounting Periods” 
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3. Click “Inventory Period” 

 
4. Click “Close Period”   
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16. Click “Yes” for confirmation message. 

 
17. Confirmation message will be displayed Click “OK”. 

 
 

 


