
Inventory - Issue Note 
 
Here we explain how to perform an inventory issue based on the inventory. Using 
the following steps, you can perform this operation.  
 
Step 01: Navigate to item journal can be done using Departments -> Warehouse -> 
Inventory -> item journals or search box type “item journals” 
 

 
 



 
 
Step 02: Select the Item from the Item Journal template list 
 

 
 



Step 04: Click on Batch name list after that form the item journal batches window will 
open for that screen select relevant batch name (equal to your site/location name) and 
click ok button.  

 
 
 
 
Step 05: Select entry type: Positive or Negative, posting date, item no, SBU, location, 
project codes and quantity. 
 

 
 



Step 06: Printing issue note by clicking on the print icon or you can click post and print for 
printing and posting. 
 
 
 

 



Step 07: Posting the issue note. After entering all the relevant details, you can click on the 
post button -> by clicking Yes icon it will be proceed. 
 
 

 
 
 
After successfully posting you can see below message, 

 
 
 
 
 
 
 



 
After posting all items you will see blank screen 
 

 
 
 
Step 08: View previously posted issue notes, by accessing item ledger entries you can 
view, posted issue notes. 
 

 
 
 


