How to Edit an Inventory Quantity Adjustment
Chapter 8

Inventory quantity adjustments are made to update inventory counts to match the actual
amounts of inventory on hand. As part of an inventory adjustment you must select the
inventory item(s) that need to be adjusted and the account used to offset the inventory change.

Below are the instructions to edit and update the quantity and the account used.
e Select Q from the Icon Bar

e [f your Inventory Qty Adjust appears in the RECENT TRANSACTIONS, select it, otherwise
select Advanced Search.

| X
RECENT Sales Receipt 5R-118  Williams, Eliot  4/16/22 | §51.11
SEARCHES
RECENT Inventory Oty Adjust 7 Dry-Erase  07/12/2022 | $0.00 h
TRANSACTIONS OR

Invoice INV-1042 | Savidge, Jon  04/22/2022 | $270.00
Deposit | 04/17/2022 | $50.09
Expense | Paper Bag Depot 04/21/2022  $150.00

View more

to navigate enter toselect esc to dismiss | Advanced Search

e In the All Transactions drop-down select Inventory Quantity Adjustment and Search for
the transaction you want to edit.

Sea rCh Inventory Cluantity Adjustment ¥

Account ¥ Contains or Equals - | -
@ Add Filter

e Click on the transaction to open it up.
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If you need to edit the Quantity OF AN INVENTORY QUANTITY ADJUSTMENT follow these
steps.

e In the Previous adjustments area, make the necessary change to the CHANGE IN QTY
field to reflect the appropriate change in inventory and select Save and close.

Adjustmant data Refarence no.

07/12/2022 7

Invantory adjustmant account _

Cost of Goods Sold ~

¥ New adjustments

# PRODUCT DESCRIPTION QTY ON HAND NEW QTY CHANGE IN QTY

1

Make the necessary

v Previous adjustments changes to the CHANGE IN
QTY field
# PRODUCT DESCRIPTION CHANGE IN aTY
1 Dry-Erase Handheld Dry-Erase Boards 2
[ Clearalllines |
Cancel Copy Delete More Save

If you need to edit the Inventory Adjustment Account used in an INVENTORY QUANTITY
ADJUSTMENT follow these steps:

A. Change the Inventory adjustment account to the correct account.

B. In the New adjustments section duplicate what is in the Previous adjustments with the
same PRODUCT and CHANGE IN QTY.

In the Previous Adjustments, make the CHANGE IN QTY 0.

D. Select Save and close

0

& Inventory Quantity Adjustment #7 @ rep X

Adjustment date

Inventory adjustment account
Inventory Shrinkege o e
v New adjustments “

& PRODUCT DESCRIPTION QTY ON HAND NEW aTY CHANGE IN QTY

[+ 1 | DryErase | Handheld Dry-Erase Boards 23 21

Preui =i
+

# PRODUCT DESCRIPTION

1| Dryegrase | Handheld Dry-Erase Boards C o
inos

Copy = Delete | More
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(' Inventory Quantity Adjustment #7 @ e X

Saveand close ¥
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