DHHS Inventory Item
Creation/Maintenance Job Aid v

QuicK REFERENCE GUIDE INV-41

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide step-by-step explanation of how to
Create and Manage new items, Associate items to the 3000DHHSNI Non-Inventory Organization,
Associate items to DHHS Non-Inventory SSP Organization, Associate DHHS items to Inventory
Organizations, Associate existing items to additional DHHS Inventory Organizations, Associate DHHS
items to an Organization when a Replenishment Source Organization is an Organization(warehouse),
update MIN/MAX Value (Planning) and other attributes for the Inventory Organization in the North
Carolina Financial System (NCFS).

This QRG is to be used in conjunction with Virtual Instructor-Led Training (VILT) INV101: Inventory
Agency Manager, INV102: Inventory Cost Accounting, and INV109: Inventory Item Maintenance as
well as INV-08 QRG and INV-04 QRG found here: https://www.osc.nc.gov/training/ncfs-help-
documents

Introduction and Overview

Inventory Item Management is the process of managing the items for use in a cycle of ordering,
storing, selling, and restocking products. The Department of Health and Human Services (DHHS) will
be responsible for adding and maintaining items in the item master. DHHS has a separate item class
within the item master titled DHHS ITEM CLASS.

Create and Manage New Items

To Create and manage new items in NCFS, please follow the steps below:

Navigate to the NCFS environment with this link: https://osc.nc.gov/ncfslogin.
Log in to the NCFS portal with your credentials to access the system.

On the Home page, click Product Management tab.

Click the Product Information Management app.

P wnNpeE

Good afternoon, !

3in Execution Receivak +9"-:::--:L.ct Management Payables General Accounting ntercompany Accounting

QUICK ACTIONS APP5
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5. The Inventory Management Dashboard page will appear, click the Tasks Icon on the right-

hand side of screen and then click Create Item.

Product Information Management

Product Information Management @

Supplier Products Publication Status Item Completeness

ansesw -

No data available

Import Batches
Statusesw No data available

Time Interval Last 24 hours ED

olm

Create Item

6. Inthe Create Item dialog box, provide values for the following fields:
i.  Organization defaults to (ITEMMASTERORG).
ii. Create New radio button selected.
iii.  Number of Items.
iv.  Item Class (DHHS Item Class).
v. Template defaults to (DHHS Item Template) in Selected List.
7. Click OK.

Create Item x
* Organization | ITEMMASTERORG ILI
@) Create New Create from Copy
* Number of tems | 1
* Item Class | DHHS ltem Class | - |
| item Class Description DHHS ftem Class

Templates

Available List Selected List

Root ltem Template DHHS Item Template

7
Cancel |

8. New Item number is system generated as shown (for DHHS).
9. Enter Item Description (80 Character length).
10. Enter Item Long Description if needed (2000 Character length).

Manage Items
Browse Items

Create Pack

Create Item Structure
Manage Catalogs

Manage Trading Partner ltems
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11. Select the Primary Unit of Measure.

Product Information Management ~ Create ltem x

Create Item @

item Statu

o
DINIG Tost liom Lot
= Description a
No items to display 4

| Lifecycle Phase

Item Class DHHS Item Class

Approv: Approved

Completenes

None == Created By 00815116

Overview Structures Categories  Quality

Creation Date  9/27/23 10:36 AM

Formatted Description g ng Description

DHHS Tast ltem Fniry Fxtandad Description

Mandatory Attributes
Primary Unit of Measure ‘EACH ‘ - ‘ |

4 Unit of Measure @

12. Click on Categories.

13. Click the Actions drop down and select Add Row.

Product Information Management ~ Create Item x

Create ltem @

*ltem 3

. DHHS Test ltem Entry
Description
4

ltem Class DHHS Item Class

No items to display
Approval Status  Approved

Completeness Score

None o Created By 00815116

Ovenview  Speciieations  Structures  Attachments  Associations  Relationships | Categories | Quality

ew v Fomatwy 4 X F Freeze Wrap  Catalogs |All v | Associations | Al v
Add Row ] Controlled At Category ‘Category Code Hierarchy Description
Delete

Exportto Excel

14. In the Catalog field, Select NC Catalog.

Defaulting Control

Positive Deviation Fa:

Negative Deviation Factor 0

[RUTEPWRNL <. ~ | coc

e St
Lifecycle Phase
.
N

Revision 0

Creation Date  9/27/23 10:36 AM

Start Date

User ltem Type | Purchased ltem v

End Date

15. In the Category field, select the appropriate UNSPSC Category Code (Reference existing list

of like items for UNSPSC Category Codes).
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16. Category Code and Description will populate upon Category selection.

Product Information Management ~ Create Item x

Create Item @

*ltem  300XX

. | DHHS Test tem Entry
Description
No items to display 4

Item Class DHHS ltem Class

Approval Status  Approved
Completeness Score

None 4 Created By 00815116

Overview ificati Structures ttachment; iations  Relationshij Categories  Quality

Actions v View v Formatw o= X [ (1 Freeze o Wrap Catalogs Associations _

Catalog

NC Catalog n

Controlled At ategory Category Code Hierarchy Description

Master Level 551015-Printed pu| v 551015

551015-Printed publications

17. Click on Specifications tab, then click on DHHS Additional Attributes.

LRV ... - | co |

Item Status | A

Uyl hase [rdcior]
User ltem Type | Purchased ltem v
e I

Revision 0

Creation Date  3/5/24 11:01 AM

Start Date End Date

315124 midlyy

18. Enter the item Unit of Purchase (UOP), Conversion Factor, Stock Keeping Unit (SKU), and

Conversion Class.
19. Click Save.

Create ltem @

* ftem 300

. | DHHS Test ltem Entry
Description
No items to display 4

Item Class  DHHS Item Class

Approval Status  Approved

Completeness Score

None == Created By 100815116
Ovenview swdms Attachments  Associaions  Relationships  Categories  Qualiy

4 ltem Item: DHHS Additional Attributes

Transactional Attributes

Additional Attributes

WjSocial  Actions w |
o s [ ]

Adive v
Lifecycle Phase
User Item Type | Purchased tem v

Revision 0

Creation Date  3/5/24 11:01 AM

17 4 DHHS Additional Attributes

4 ltem Revision

Addiional Attributes ' Catalog [ 370K n Conversion Factor
 ftem Organizaton Poacwon [+ [ "‘“

Manufacturing

Service Seasonal liem - Conversion Class

Inventory

oo o]

C—
INTRACLASS n

Sales and Order Management

Planning
Purchasing
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QRG INV-41 — DHHS Inventory Item Creation/Maintenance Job Aid

20. The new Item number will be displayed.

Edit Item: 30011019 (ITEMMASTERORG) @& —_ |. o - mm
Itam Status | Active v
: ’ DHHS Test Hem Entry

Description Lifecyche Phase  Production
i o displ

Yo Clags DHHS hom Class User ltem Type | Purchased llem v

Approval Status  Approved Pack Type -
Complateness Scorm Rovision 0

MNane Created By 00815116

Creation Date  9/27/23 1:31 PM

If the new Item Creation requires a Intra/Inter Class UOM Conversion, pause at
Step 18 above and email the new Iltem number, Unit of Purchase, Unit of
Measure (SKU) and Conversion Factor to NCFS@osc.nc.gov for processing. Once

the request is processed by OSC, the agency will be notified, then New ltem
Creation steps can be continued below.

3000DHHSNI Non-Inventory Organization Item Association
To Associate a New Item to your 3000DHHSNI Non-Inventory Organization in NCFS, please follow
the steps below:

1. Click on the Associations Tab for the newly created item.

Product Information Management ~ Create ltem x

Edit Item: 30011019 (ITEMMASTERORG) @ I ... - | o

ltem 30011019

. [ DHHS Test tem Entry
Description Lifecycle Phase  Production
No items to display 4
tem Class  DHHS ltem Class User Item Type | Purchased tem v
Approval Status  Approved Pack Type S
Completeness Score revision ©
Nane 4 Created By 00815116 .
Creation Date 9127723 1:31 PM
Formatted Description # Long Description [ 5,10 Toct 1tem Entry Extended Description

4 Unit of Measure @

Primary Unit of Measure EAGH Defaulting Control

2. Click the Select and Add Icon or Click the Actions drop down and Select and Add and a Pop-
up window will appear to Select and Add: Organizations.
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3. Enter the 3000DHHSNI Non-Inventory Organization to Associate item to and Click the Search
button.

Select and Add: Organizations

x
Search [Orgamza'.inn v]‘ H Q ‘]
»

Templates :

Available List

***NOTE: Always Associate New Items to the Non-Inventory Organization 3000DHHSNI (3000-
DHHS-NON-INVENTORY) first***

4. Select the Organization and the DHHS Item Template (ITEMMASTERORG) will populate
under Available List.

5. Click the Single Arrow to move this template to the Selected List.

Select and Add: Organizations x

Search | Organization A || 3000DHHSNI " Q ‘

rganization Organization Name

3000DHHSNI 3000-DHHS-NON-INVENTORY

Templates : 31TMAIN

Available List Selected List
DHHS Item Template (ITEMMASTERORG)

Root Item Template (ITEMMASTERORG)
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QRG INV-41 — DHHS Inventory Item Creation/Maintenance Job Aid

6. Click Apply and then Done.

Select and Add: Organizations x
Search | Organization ~ | 3000oHHsM =]

Organization  Organization Name

3000DHHSNI 3000-DHHS-NON-INVENTORY

Templates : 3000DHHSNI

Available List Selected List

Root Item Template (ITEMMASTERORG) DHHS Item Template (ITEMMASTERORG)

6 —
= Ea e

7. The newly Associated DHHS Non-Inventory Organization will now appear under the item’s
Associations tab.
8. Click Save.

Product Information Management ~ Manage ltems x  Item: 30011019 (ITEMMASTERORG) x

Edit Item: 30011019 (ITEMMASTERORG) @ v o [l Actons vl save | v

ltem 30011019 I
ttem Status [ Active v |

[N . DHHS Test ltem Entry

Description

Lifecycle Phase  Production
No items to display

4
e Clase DHHS ltem Clase User Item Type | Purchased Item v
Approval Status  Approved Pack Type | -
Completeness Score Revision 0
None 4 Created By 700815116
Creation Date 9727123 1:31 PM

Ovenview Specifications ~ Structures  Aliachments  Associations  Relationships ~ Calegories  Quality
Organizations | Supplier Organizations
Actions v View v Formatv FE B X M [ " Detach

Organization  Organization Name Item Status _ Primary Unit Tracking Unitof - pe;p Secondary Unit  Defaulting Deviation Deviation Approval Statys CMange Order:  Ghange Line

& & of Measure Measure 9 of Measure Control Factor o PP Line
3000DHHSNI 3000-DHHS-NON-INVENTORY Active EACH Primary Primary o 0 Approved
ITEMMASTERO... INVENTORY ITEM MASTER Active EACH Primary Primary 0 0 Approved

Cabumne Hiddan 2

TIP: When Selecting and Adding Organizations/Association to an Item, you can pull up a
complete list of DHHS warehouses, 3000DHHSNI Non-Inventory Organization and SSP Non-
Inventory Organizations using a numeric character and percentage sign (3%).

This will allow you to select multiple Organizations for Item association at once by pressing the
Control (Ctrl) key and clicking multiple Organizations. Note: The Organization Templates will not
display, but the DHHS Item Template (ITEMMASTERORG) will be selected for all Organizations
selected.
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Select and Add: Organizations

>

Search | Organization ~|[ 3%

F100SSPDHHSNI 3100 DHHS SSP NON-INVENTORY

31MAIN BLACK MOUNTAIN MAIN

3I200SSPDHHSNI 3200 DHHS SSP NON-INVEMNTORY

I2MAIN JIRDC MAIN WAREHOUSE

Z3400SSPDHHSNI 3400 DHHS SSP NON-INVENTORY

SANAIN MURDOCH MAIN WHSE

3T7T00SSPDHHSNI 3700 DHHS SSP NON-INVENTORY

ITCEMNT BROUGHTOMN CENTRAL WH
ITFOOD BROUGHTON FOOD WHSE
FITMAIN BROUGHTON MAIN WHSE

Templates :

Available List Selected List

Oorganization organization Name %

Apply || Done || Cancel

DHHS Inventory Organization Association

1. Repeat steps 1-8 to add additional DHHS Organization associations to the newly created

item. See Example below***

2. When Associating an Item to a DHHS Organization, you must also select the DHHS Non-
Inventory SSP Organization as well. For an item in 31MAIN, 3100SSPDHHSNI organizations,
in addition to 3000DHHSNI that was previously selected.

3. Click Apply and Done.

Select and Add: Organizations >
N =]
ory i ion or i ion Name

3100SSPDHHSNI 3100 DHHS SSP NON-INVENTORY

3TMAIN BLACK MOUNTAIN MaAIN

Templates :

Awvailable List Selected List

Apply || Done || Cancel |

4. The newly Associated DHHS Inventory Organization and SSP Non-Inventory Organization will
now appear under the item’s Associations tab.
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5. Click Save.

Productinfomton Managament  Mansge bems o 30011019 (TEMMASTERORG) x
5
Edit ltem: 30011019 (ITEMMASTERORG) ® o[l s v E oz
et Saved 812923 145 P

Kem 30011019

DHHS Test tem Entry

Noitems to display

s DHHS tem Class

By "00B15116

Creation Date 9/27/23 1:31 PM

Nemsits My Unit Tscking Uiter g " Cevaton  Degauen apovrsaus (00O Clarge Lne
e Fecar
TEMUASTERO. IVENTORY e neSTER rcve eack inay iy 0 o Apoes
SN 00 OHHSNON IVENTORY rcve eacH ey prman 0 o Apoves
TSN 0 D S5 NN VERTORY pee T e P : T oot
S BLACK OUTAN AN rcve oo pinary prmary o o ropronss

Adding Item to a Sub-Inventory Location within a Warehouse

1. Navigate to My Enterprise.
2. Select Setup and Maintenance.

Good morning, NATLYNN STEIN

QUICK ACTIONS. Apps

Analytics

Cash Management Infolets

3. Select Manufacturing and Supply Chain Materials Management.
4. Select Inventory Management.
5. Change the Show field drop down to “All Tasks”.
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6. Select Manage Items Transaction Defaults.

Setup: Manufacturing and Supply Chain Materials Management [¥] = ®p m
Functional Areas Change Feature Optln | Search Tasks ‘
Inventory Management 5
* Financial Reporting Structures Shared (KD
View v Format v ] Detach Show ‘ Al Tasks v‘
* Organization Structures shared D —
Task Help Scope Predecessor Tasks Notes Actions
* Customers - GG SUUISIUI 1S GG CoCaorS U — . E
. Manage ABC Classes : ED
Suppliers snares @&
Manage ABC Classffication Sets o &
* Facilties °% &B
Manage ABC Assignment Groups : ED
* Users and Security shared ()
Manage Interorganization Parameters o &
* ltems snarea (D)
i Manage Intersubinventory Parameters ) &
Carriers and Transit Times. [+ ] Manags AscountAliases &
* Catalogs snarea (5B Manage Inventory Transaction Reasons » &
Inventory Management 6 [+ ] | Manage ltem Transaction Defauits e 0 ED
Recelving shares € Manage Pick Slip Grouping Rules ) &
* Shioping o Manane Pirkina Rules 0 R e
Receipt Accounting Shared (KD
* Cost Accounting =

7. Select the appropriate Inventory Organization.

8. Enter the Item number.

9. Click Search.

10. Click the +(plus) sign to add the Item to a Sub-Inventory.

Manage ltem Transaction Defaults @ i Inventory Organization 31MAIN

4 Search

tom 3000015 Q DefaultFor | v|
Item Description ‘ Starts with v ” Subinventory ‘ v

Item Keyword | ‘ Locator ‘ ‘ v ‘

Search
4 Search Results €]
+ Edit

Actions w View v

“Default A

B -
Item Item Description For

* Subinventary? Locator

11. Enter the item number in the item field.

12. The item description will populate.

13. Select “Receiving” from the Default For drop down list.

14. Select the appropriate Sub-inventory from the drop down list.
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15. Click Save and Close.

3 5
Manage Item Transaction Defaults @ Inventory Organization 3{MAN
15

4 Search
hem | 300018 Q Defaul For | v
Item Description | Starts with v Subinventory v
Item Keyword ‘ [\} Locator | v

Search || Reset

4 Search Results

tons w View w < X Edit | Subinventory v v | Change

* tem Item Description Fqumull AV Subinventary? Locator @

3000015 O | | BANDAGE, ELASTIC WRAP, 6" X5 YDS,AL| |Receiving v b

®_ -

[ABI1

ACD1
AD01
AED
BAN1T
BBO1
BCO1
BD01
CAD1

Search..

16. Navigate back to Inventory Management Functional Area and Select Manage Subinventories
and Locators.

Setup: Markifacturing and Supply Chain Materials Management =1 = @ m
Functional Areas Change Feature OptIn  Search Tasks ‘
* Initial Users shared (B2 Inventory Management
* Enterprise Profle shared (B2 View w Format v [=] Detach Wrap  Show | All Tasks v
* Logal Stuctures sraes €D Task Help Scope Predecessor Tasks Notes Actions
Manage Inventory Profile Options ) & E
* Financial Reporting Structures shared (BB
Manage Inventory Lookups ) &
* Organization Structures shared (BAD
Manage Inventory Value Sets [N ~ ]
* Customers shared (BB
Manage Inventory Descriptive Flexfields &
* Suppliers sharet (B2
o Manage Inventory Account Alas Key Flexfeld » &
R s
Facilies s &B Manage Inventory Locator Key Flexield ) &
* Users and Security shared (2D Manage Inventory Transaction Sources and Types ) B
* liems shared Manage Material Statuses &3
Carriors and Transit Times = Manage Subinventories and Locators @ &
* Catdogs et €D Manage ABC Classes » & .
Inventory Management =
Re:eivmg Shared ﬂ

17. Select the appropriate Inventory Organization.

18. Enter appropriate search criteria if known or click the Search button to pull up all valid
Subinventories.

19. Click on the appropriate Subinventory row.
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20. Click on Manage Item Subinventories button.

Manage Subinventories @ Inventory Organization 31MAIN

4 Search
Subinventory ‘ Equals v H ‘ Subinventory Type
Description ‘ Equals v H ‘ Material Status ‘ M

Locator Coniol :|

” Search ‘l Reset H Add Fields ¥ H Reorder ‘
—

Search Results

Actions v View w S _’,-‘ Manage Item Subinventories | | Manage Locators

| ——
Subinventory  Description Active Material Status  Locator Control ;;':;"“"mw ‘:;‘:_:‘t::t';; EndDate  Location g::‘:s" Locator Is;:::g::m EE’EI':{II:]';:?!N Picking Order ::;;r:venwry Depreciable ?,;:;
FCot MAIN WHSE A [] Active None Storage =] 31MAIN-932 OLD US 70 Four-Segment L. Order par 10 v . v
FDO1 MAIN WHSE A (] Active None Storage =] 31MAIN-932 OLD US 70 Four-Segment L... Order par 10 v — v

éFE(N MAIN WHSE A [ Active None Storage =] 31MAIN-932 OLD US 70 Four-Segment L. Order par 10 v o v
FFO1 MAIN WHSE A [ Active None Storage = 31MAIN-832 LD US 70 Four-Segment L. Order par 10 v . v
FGo1 MAIN WHSE A ] Active None Storage =l 31MAIN-932 OLDUS 70 Four-Segment L... Order par 10 v - v
FHO1 MAIN WHSE A ] Active None Storage =] 31MAIN-932 OLDUS 70 Four-Segment ...  Order par 10 v - v
Fio1 MAIN WHSE A ] Active None Storage =] 31MAIN-932 OLDUS 70 Four-Segment L... Order par 10 v - v
GAD1 MAIN FREEZE V] Active None Storage =] 31MAIN-932 OLDUS 70 Four-Segment L... Order par 10 L4 - L4
GBO1 MAIN FREEZE... @ Active None Storage =] JIMAIN-932 QLDUS 70 Four-Segment L...  Order par 10 v — v
GCO1 MAIN FREEZE ] Adtive None Storage = 31MAIN-932 OLD US 70 Four-Segment L. Order par 10 v . v

21. Click on Actions and select Add.

Manage Item Subinventories 9

4 Search

Item Description ‘ Stars vith v H ‘

| Search H Reset H Add Fields ¥ H Reorder ‘

Search Results

o Vieww o & X 7 | Manage tem Locators

H Pamwg  Acaonat

Edit @ Method

Delete DRESSING, TRANSPARENT, 4" X 4.75", 50/BOX Not planned =]

Export to Excel BANDAGE, SELF-ADHERENT WRAP, 3", COBAN OR EQUIV Not planned =]

Manage ltem Locators TAPE. SURGICAL. PAPER. 1"X 10 YD Not planned =]
FEO1 -3002644 TAPE, SURGICAL, CLOTH, 1"X10 YD Not planned =]
FEO1 3002845 TAPE, SURGICAL, CLOTH, 2" X 10 YD Not planned =]
FEO1 3003204 BAND-AID, 1", OR EQUIV. 50/BOX Not planned =]
FEO1 3003268 SUTURE REMOVALKIT Not planned =]
FEO1 3000334 TUBE, TRACHEOSTOMY, 6 CFS Not planned t_‘l
FEO1 3000336 TUBING, OXYGEN, 7FT Not planned =]
FEO1 3009422 CUSHION EAR NASAL CANNULA Not planned =]

22. The Add Item to Subinventory window will appear.
23. The Subinventory will default with selection.

24. Enter the Item number in the Item field.

25. The Item Description will populate.
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26. Click the Save and Close button.

IAdd Item to Subinventory @

* Subinventory | FE01

3000015

Item Description BANDAGE, ELASTIC WRAP, 6" X 5 YDS, ACE OR EQUIV Processing | |

* Inventory Planning Method | Not planned v Postprocessing ‘ ‘

Lead Times in Days

Preprocessing | |

Minimum Quantity ‘ EACH Sourcing

Maximum Quantity ‘ ‘ EACH Type E

Fixed Lot Multiple Organization v

Minimum Order Quantity | EACH Subinventory v

Maximum Order Quantity ‘ ‘ EACH

PAR Settings
PAR Maximum Quantity

Replenishment Count Type
PAR Level UOM v

PAR Level
Count Tolerance Percentage

‘ Save and Create Another || Save and Close ‘ Cancel ‘

27. The Item will now show associated with to the Subinventory selected.
28. Click the Done button.

Manage ltem Subinventories @

28
» Search
Search Results

Acions v View v = S W §F
Subinventory  ltem Item Description m:::':\? I:':‘:xli:l':::‘
FEO1 3000015 BANDAGE, ELASTIC WRAP, 6" X 5 YDS, ACE OR EQUIV Not planned =
FEO1 " 3002644 TAPE, SURGICAL, CLOTH, 1" X 10 YD Not planned =
FEO 3002645 TAPE, SURGICAL, CLOTH, 2' X 10 YD Not planned 2]
FEO1 3003204 BAND-AID, 1°, OR EQUIV, 50/BOX Not planned =
FEO1 3003268 SUTURE REMOVAL KIT Not planned ]
FEO1 3000013 BANDAGE, ELASTIC WRAP, 3' X 5 YDS, ACE OR EQUIV Not planned =
FEO1 3000014 BANDAGE, ELASTIC WRAP. 4° X 5 YDS, ACE OR EQUIV Not planned =
FEO 3000018 BAND-AID, 2°, OR EQUIV, 50/BOX Not planned =
FEO1 3000122 GAUZE, NON-STERILE, 2' X 2°, 200/PACK Not planned =
FEO1 3000124 GAUZE, NON-STERILE, 3" X 3", 200/PACK Not planned 5]

3000015 -- FEOQ1 : Item Subinventory Details

Item 3000015 Maximum Quantity

ltem Description BANDAGE, ELASTIC WRAP, 6" X 5 YDS, ACE OR EQUIV Fixed Lot Multiple

Wi Ord i
Inventory Planning Method Not planned finimum Order Quantity

[0 Ord i
Minimum Quantity laximum Order Quantity

. Sourcin
Lead Times in Days 9
Type
Preprocessing
Organization

Processing
Subinventory
Postprocessing

PAR Settings

Replenishment Count Type

PAR Maximum Quantity

PAR Level UOM
PAR Level
Count Tolerance Percentane
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Associate Existing Items to Additional DHHS Inventory Organization(s)

1. Navigate to Product Information Management tab.
2. Click the Task Menu Icon.
3. Select Mange items under Item Management.

Product Information Management

roduct Information Management @ |
I8

Time Interval Last 24 hours

Supplier Products Publication Status item Completeness Import Batches

Al Stawses v 100% v Al Statuses w

No data available

Item Category Assignments

Catalogs | 0 No data available No data available
Trading Partner |
[
No data available Rules Impact Analysis Items for Definition Items Pending Approval

4. Select the DHHS Item Class.
5. Enter Iltem Number, Description or Keyword to search Item for updating.
6. Click the Search Button.

Product Information Management ~ Manage ltems x

Manage Items (]| DHHS lem Class [«] | [ oore |
[N

4 Advanced Search

- Ilem‘Stanswnhv‘ 30011019 ** Keyword ‘
** Description | Starls with v

Saved Search ‘ Application Default v ‘

4 Search Results

Acons v View v Formatv 4 % 72 ¥ (=) Detach [£] Image ‘Shm—,‘v‘ o

Item Description Approval Status Item Status Long Description Item Class Organization Image

No search conducted
Columns Hidden 367

7. The DHHS item will populate and show a list of associated Organizations.
8. Click the Item number for the ITEMMASTERORG organization.

Manage lterns @ [vrrs o cluss |~ =3
1> Advanced search Saved Search [ Application Datautt < |
« Search Results
Aclions w  View w  Founal v =+ 3 58 | Compare B e Detach 5] hage | Show v
" Descrption Approval staws item statu: Long Descriptio
DHHS Tl F A HHS Tt e = n.
oHHE T a Act DHHS Test Ham Entry o
S —— s . v
oHHE T A act DHHS Test Ham Entry o

9. Click the Associations Tab.
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10. Click the Select and Add Icon or Click Actions and Select and Add.

Product Information Management  Manage ltems x  Item: 30011019 ITEMMASTERORG) x

Edit Item: 30011019 (ITEMMASTERORG) @

No items to display

Organization Name

INVENTORY ITCM MASTCR

3000DHHSNI 3000-DHHE-NON-INVENTORY

3100SSPDHHSNI 3100 DHHS SSP NON-INVENTORY

SIMAIN HIACK MOUNTAIN MAIN

Item Status

Active

Active

Active

Active

ps  Categories

{7 Datach

= Primary Unit
of Measure

EACH

EACH

EACH

EACH

Item Class

Approval Status

Completenes

Created By

Tracking Unit of
easure

30011019

DHHS Test ltem Entry
4

DHHS ltem Class.

Appraved

00815116

v

Deviation
Factor

0

0

0

Lifecycle Phase

User liem Type [Purhaced fom

0 Approve
0 Approve
0 Approvs

0 Approve

Cieation Date  S/27/23 1:31 PM

e
Deviation Approval Status

Change Order:  Change Line
Line status

11. Select the DHHS Organization and corresponding DHHS SSP Non-Inventory Organization to

associate the existing item too.

12. Click Apply and then Done.

Select and Add: Organizations x

scarch | Organization v H 38% H Q ‘I

rganization Organization Name
3800DHHSNI 3800-DHHS-NON-INVENTORY

3800SSPDHHSNI 3800 DHHS SSP NON-INVENTORY

38CENT CHERRY CENTRAL WHSE
38FO0D CHERRY FOOD WHSE
38MAIN CHERRY MAIN WHSE
»
Templates :
Available List Selected List

12 EnE =

13. Click Save.
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QRG INV-41 — DHHS Inventory Item Creation/Maintenance Job Aid

14. The new DHHS Organization and SSP Non-Inventory Organization Association is complete.

Product Information Management ~ Manage ltems x  Item: 30011019 (ITEMMASTERORG) x

14
Edit Item: 30011019 (ITEMMASTERORG) @ . Acti
N " Social | v Cancel
Yo 0011010
-
. DHHS Test Item Entry
Description Lifecycle Phase
No items to display | —
o crons DHS e Gl User tom Type [ Purchased e -

< Approved Pack Type | v

Revision 0

00815116

DN ook Creation Date  9/27/23 1:31 PM
ts  Associations Relationships ~ Categ Qualit
nizations
R X & (=7 Detach
. *Primary Unit  Tracking Unit of Secondary Unit  Defaulting o g Change Order: ~ Change Line
Organization  Organization Name tem Status ~ Frimary U Tracking pricing Secondary Defaut Deviation Deviation Approval status Char Chang
Factor Factor

SBMAIN CHERRY MAIN WHSE Active EACH Primery Primary o 0 Approved
3800SSPDHHSNI 3800 DHHS SSP NON-NVENTORY Active EACH Priman P 0 Approved
ITFMMASTFRO  INVENTORY ITFM MASTFR Artve FACH B B 0 Approved
3000DHHSNI  3000-DHHS-NON-INVENTORY Active Ench P Prmary 0 Approved
3100SSPDHHSNI 3100 DHHS SSP NONANVENTORY Adive EAcH Py P o Approved

Associate DHHS items to an Organization when the Replenishment Source
is an Organization (Warehouse)

In some cases, your DHHS warehouse(s) may order inventory items from another DHHS warehouse.
The Source Replenishment Type will need to be updated to Organization and an Organization will
need to be selected. Follow the below steps to set up this relationship.

Follow steps 1-14 for associating an item to an organization.

Click on Specifications and then Planning.

Set Inventory Planning Method to Min-Max Planning.

Enter Minimum and Maximum quantities.

Enter Maximum Order Quantity.

Under Source enter Replenishment Type as Organization.

Under Organization field select the Source Organization from the drop down.
Under Order Modifiers, enter “1” as the Fixed Lot Size Multiplier.

NowukwnNe
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QRG INV-41 — DHHS Inventory Item Creation/Maintenance Job Aid

8. Click Save.

|Ecm Item: 30011019 (39MAIN) @ b

Completeness Score

Created By 00815116

Nons 4

Over\ Structures  Attachment i Relati

4 ltem

Transactional Atiributes
Additional Attributes
DHHS Additional Attributes

4 ltem Revision

Additional Attributes

4 ltem QOrganization

Manufacturing
Service

Inventory

Physical Attributes

Categories  Quality

Item Organization: Planning

4 General Planning @

elnvenmwwmmingMemm Min-max planning v

‘

Revision 0

Creation Date  10/2/23 8:32 AM

Planner

Make or Buy Subcontracting Component
Min-Max Quantity Order Quantity
* Minimum Minimum :
Cost Saurce

Order

6 Replenishment Type

CRH MAIN WHSE

gl end Order inagenen:

Purchasing

Carrying Percentage | Organization

"%

39MAIN 0

Subinventory

Safety Stock Order Modifiers CRAMAINHSE

Safety Stock Planning Method | Not Planned v

Fixed Order Quantity | CRH MAIN WHSE 33MAIN

Search

Demand Period Fixed Days Supply

Days of Cover

DHHS Min/Max Value (Planning) and Updating Other Attributes

Note: Min/Max Value (Planning) is not required for 3000DHHSNI and any of the DHHS SSP Non-
Inventory Organizations***

1. Navigate to the Product Management Tab.
2. Select Product Information Management.

Good afternoon, Training Super User 1!

¢ Receivables I y Cl 1 Planr :QF’rL:du:.l Management ] Gener r .y
QUICK ACTIONS APPS

NORTH CAROLINA OFFICE OF THE STATE CONTROLLER
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QRG INV-41 — DHHS Inventory Item Creation/Maintenance Job Aid

3. Click on the Tasks Icon and Select Manage Items.

Product Information Management Item Management
+ Create ftem

L . Manage liems
roduct Information Management (@

v Drowse ftems

« Create Pack

Time Interval Last 24 hours 3 + Create ltem Structure

« Manage Catalogs
Supplier Products Publication Status Item Completeness Import Batches *+ Manage Trading Partner tems
Al Statusesw v 100%w AllStatuses v + Manage ltem Relationships

\ + Manage Delete Groups

||I| Data Governance

ltems | 0 + Manage New ltem Requests

No data available + Manage Change Orders

+ Manage ltem Rule Sets
ltem Class

+ Analyze ltem Rule Set Impact

Item Category Assignments + Manage Workiist

Catdogs No data available No data available Data Consolidation

+ Manage ltem Batches
+ Review Supplier Uploads

Trading Partner
ltems

+ Manage Spoke Systems

« Manage Import Maps
+ Manage Data Pool Subscriptions
+ Review Data Pool Messages

Dilan lusmané Aualinin linman far Mafinibinm lamen Dandinn Ammraal '

4. Under the Advanced Search, enter Item, Description, or Keyword.
5. Click Search.

Product Information Management ~ Manage ltems x

Manage tems @) ‘DHHS\lem Class M M

4 Advanced Search

™ Jtem ‘ Startswith v

g ‘ : * Kopuord :

™ Description ‘ Starts vith v

4 Search Results

Actons v View v Fomaty o ¥ ]

sy t)

5 Detach Vi @Image Manage ltem

Item Description Approval Status Item Status  Long Description Item Class Organization Image
No search conducted.
Columns Hidden 367
3/6/24 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 17 OF 23
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QRG INV-41 — DHHS Inventory Item Creation/Maintenance Job Aid

6. Click on the Item for the DHHS Organization to update Min/Max Value.

Product Information Management  Manage ltems x

Manage Items (2 | ors em Ciass [~]

P Advanced Search Saved Search | Application Default v‘

4 Search Results

Actions v View v Format w

+ % 7 [compre| T

Detach

£ mage | Show v |

Item Description Approval Status Item Status Long Description item Class Organization Image

» | 30011019 DHHS Test ltem Entry Approved Active DHHS Test ltem Entry Extended D DHHS ltem Class  ITEMMASTERORG

» | 30011019 DHHS Test Item Entry Approved Active DHHS Test ltem Entry Extended D DHHS Item Class  3000DHHSNI 7

» 30011019 DHHS Test ltem Entry Approved Active DHHS Test Item Entry Extended D. DHHS Item Class  31MAIN 7
DHHS Test ltem Entry Approved Active DHHS Test ltem Entry Extended D DHHS ltem Class  38MAIN bl

7. Click Specifications and then Click Planning under Item Organization.

Edit Item: 30011019 (38MAIN) @

4 tem

Additional A

DHHS

4 ltem Revision

Additional Atirbutes

Item Organization: Planning

4 General Planning @
Inventory Planning Method

Wake or Buy

Not planned

Planner

Subcontracting Component

Min-Max Quantity Order Quantity
4 ltem Organization
Winimum Minimum
Maximum Maximum
Cost Source
Order Replenishment Type

Carrying Percentage

Safety Stock

Safety Stock Planning Method

Demand Period

Days of Cover

Not Planned

Organization
Subinventory
Order Madifiers
Fixed Order Quantity |
Fixed Days Supply

Fixed Lot Size Multiplier

Supplier Managed

Release Authorization Required Consigned

8. Under General Planning enter the Inventory Planning Method as “Min-max planning”.
9. Under Min-Max Quantity enter the Minimum and Maximum quantities.

10. Under Order Quantity enter the Maximum quantity.

11. Under Source enter the Replenishment Type as “Supplier”.

12. Under Order Modifiers enter the Fixed Lot Size Multiplier as “1”.
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13. Click Save.

Edit Item: 30011019 (38MAIN) @ S e Pﬁ

Overview ~ Specifications ~ Structures  Attachments ~ Associations  Relationships ~ Categories  Quality

4 ltem

Item Organization: Planning

4 General Planning @

e Inventory Planning Method | Min-max planning v | Planner ‘ v ‘

Make or Buy Subcontracting Component

4 ltem Revision
Additional Attributes.

Min-Max Quantity Order Quantity

4 |tem Organization — -
* Minimum | 1 Winimum | |
*Maximum | 10 | Maximum [ 10 | |
ibutes Cost Source
lanagement
Order Replenishment Type ‘Supp\ier v ‘ |
Carrying Percentage Organization

Subinventory

Safety Stock Order Modifiers
Safety Stock Planning Method | Not Planned v Fixed Order Quantity ‘ ‘
Demand Period Fixed Days Supply ‘ ‘
Days of Cover @Fixe(l Lot Size Multiplier ‘ 1 ‘ |

Supplier Managed
Release Authorization Required Consigned

Automatically Expire ASN

Updating Attributes for DHHS Non-Inventory Organizations

Note: This process is only for 3000DHHSNI and any of the DHHS SSP Non-Inventory
Organizations***

***The majority of Attributes will default per the DHHS Item Template, below are the only
Attributes that MUST be updated™**

Click on the Specifications tab for the selected Item and Non-Inventory Organization.
Click on the Manufacturing tab.

Under the Costing section update the Inventory Asset Value to “NO”.

A Warning Pop-up window will appear, Click OK.

bR

Warning X

£, Warning

The inventory transactions will be costed with the expense cost profile because
the inventory asset was changed from Yes to No. (EGP-2776145)

Details- The inventory asset attribute was changed from Yes to No. Transfer the
pending transactions to costing by running the Inventory to Costing scheduled
process to avoid reconciliation issues because earlier transactions were costed

using the current option of inventory asset attribute value.
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5. Click Save.

Edit Item: 30011019 (3000DHHSNI) @ v soca[ll Asione + '

Associations  Relatior Quality
Item Organization: Manufacturing
t 4 |tem Structure @
DHHS Additional Attributes
Structure Item Type Base Mode!
4 [tem Revision
Create Configured Item Autocreated Configuration
Additional Aftributes
Configurator Model Type Pick Components
2 Item Organization
Effectivity Control Assemblo to Order
= Match Configuration
Attribalac 4 Costing @
and Order Management I 1
" Costing Enabled | Yes v
Planning i
Purchasing Include in Rollup
fawp@
Build in WIP Contract Manufacturing
Materials
Supply Type Supply Subinventory .

Supply Locator

5. Click on the Inventory tab.
6. Under Material Control update the Stocked field to “NO”.
7. Click Save.

Edit Item: 30011019 (3000DHHSNI) @ o[l s v@

4 Item

Item Organization: Inventory @
Transactional Attributes

Additional Attributes
DHHS Additional Attributes

Material Control

4 |tem Revision ks Inventory Item Check Material Shortage
Additional Attributes 6 Revision Control
4 ltem Organization Transaction Enabled Bulk Picked
Manufacturing Reservable

Physical Aflibutes Lot @ Lot Expiration
Sales and Order Management
Planning Control Control
Purchasing
Starting Prefix Shelf Life Days
Starting Number Retest Interval
Maturity Days Expiration Action -
Hold Days Expiration Action Interval
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Current List of DHHS Organizations in NCFS

Organization Code
3000DHHSNI(ASSIGNED TO ALL DHHS ITEMS)
3100DHHSNI
3100SSPDHHSNI
31MAIN
3200DHHSNI
3200SSPDHHSNI
32MAIN
3300DHHSNI
3400DHHSNI
3400SSPDHHSNI
34MAIN
3700DHHSNI
3700SSPDHHSNI
37CENT

37FO0OD

37MAIN

37POST
3800DHHSNI
3800SSPDHHSNI
38CENT

38FO0D

38MAIN
3900DHHSNI
3900ENGSSPDHHSNI
3900SSPDHHSNI
39CENT

39ENGR

39FO0D

39MAIN

3/6/24 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 21 OF 23
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Wrap-Up

The above steps detail item creation and maintenance in NCFS.

Additional Resources

Virtual Instructor-Led Training (vILT)

e [NV 101: Inventory Agency Manager (ILT)

e [NV 102: Inventory Cost Accounting (ILT)

e INV 109: Inventory Item Maintenance

e INV-08: QRG https://www.osc.nc.gov/training/ncfs-help-documents
e INV-04: QRG https://www.osc.nc.gov/training/ncfs-help-documents
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