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How To Submit Month End Inventory

1 Click the "Search" field.

2 Type "Create Request"
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3 Click "Create Request"

4 Click this icon.
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5 Click "All"

6 Click "Monthly Inventory Ending Balance"



4

7 Click "OK"

8 Click this icon and enter the last day of the month you are entering the inventory
balance for.
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9 Click this field.

10 Type your Cost Center number "CC0####"
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11 Click the inventory field/s and enter your month end inventory.

12 Attach your inventory support
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13 Click "Submit"


