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1 GETTING STARTED 

 

This section provides start-up instructions for using the Oracle Cloud applications. 

 

1.1 Sign-On to Cloud applications  

To log into the application:  

1.  Open internet browser window. Any browser can be used to access Cloud Application. 

2. Enter the URL below: 

                              

URL 
Type 

URL Link 

UAT  https://fa-etei-test-saasfaprod1.fa.ocs.oraclecloud.com/ 

Table 1: Direct Login URL 1 

 

3. The Sign In page appears. Enter your User ID and Password.  

 

Figure 1: Oracle Cloud Sign-In Page 1 

4. Your user ID and password are case sensitive. Passwords always appear as asterisks 
in the display as you enter them.  

5. Tab to or click the  button to sign in  

6. Personal Homepage dashboard screen appears with CLOUD privilege access. 
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1.2 Navigating from Personal Home Page to Applications 

After you log in to Oracle Applications, your Oracle SCM Cloud Home page is displayed. All 
the functionality within the Oracle Cloud applications revolves around homepage which you 
can personalize. From here you can: 

1. Get a quick glance at your work-related conversations and announcements. 

2. Use the Application Link icons to navigate to pages and dashboards to perform your 
day-to-day activities.  

3. Access the Navigator to access any additional applications that are not available in the 
application section on the home page 

4. Favourited list of quick actions to quickly perform some key tasks. 

 

Note: 

The exact appearance of your windows may vary depending on your personalization and roles 
that is assign to you. 

 

 

Figure 1: Personal Home Page 

 

 

 

 

 

 

 

 

 

 

Figure 3: Navigation tools in the global area of the home page 

Navigator Home Watchlist 

Settings
& Action 

Logo Favorites & 
recent item Notification 
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Once you have set your homepage as the Newsfeed Home Page, then it will come with 
different sections. 

 

1. Apps Section  

 

 

 

Figure 4: Apps section 

 

Within the Apps section, you have various icons that can be used to start navigating into 
the different work areas of an application.  

You can also access the apps via the Navigator.  

Here, the access is granted to various work areas based on the roles that have been given 
to your user account. You have the flexibility to personalize the App section. You can 
decide what you want to show within these springboard icons and what you want to hide. 
If you are an order regular visitor to the Payment work area, you mostly work with 
Payable’s dashboard invoices, you can hide the payments by clicking on this icon. So, it 
will not be shown in the apps icon but only accessible through the Navigator. 

 

2. Things to Finish section  

 

 

Figure 5: Things to Finish section 

 

The Things to Finish section provides you with a count of any pending notifications that 
are assigned to you and may require an action from you. Account Link name created 
by me lists the approval requests that you have created. You can click the link to 

Click this to 
personalize 
springboard 
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navigate to a full list of notifications pertaining to that account. Then the items listed in 
the Things to Finish section are same as the notifications that are listed in the global 
header.  

The same information is available when you click on notifications icon. You can access 
the same number of notifications from here, as well as from the Things to Finish 
section. The list displays the latest notification first and allows you to scroll horizontally 
to view more notifications.  

You can clear a notification from the list by clicking the Close icon. When you clear a 
notification, the count does not change, since no action is taken on that notification. If 
you click on you will get a listing of all the notifications that are either FYI or the 
notifications that require an action from you. When you click on the link it opens the 
notification and you can get the details of the notification. If you are satisfied, you can 
either approve it or you can either reject it. Once the notification is read then the count 
will change. 

 

 

1.3 Creating Favorites and Setting Preferences  

Creating Favorites 

Each user has their own favorites and adding favorites is easy in cloud: just go to your favorite 
work area or task page. Click on the favorite icon and click Add to Favorites.  By this you get 
to your favorite pages directly and easily when you click the favorite icon. You can remove 
unwanted pages by clicking Manage Favorites. 

 

 

 

Figure 7: Creating and Managing Favorites 

 

Set Preferences 

Select Preferences to set personal options such as regional, language, accessibility setting, 
watchlist and etc as shown in the list in Figure 8. You can also reset your password from the 
Preferences page. To get into set preferences, click on setting and action dropdown menu 
click on Set Preferences. 
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Figure 8: Setting Preferences 

 

1.4 View of Using Work Areas to Streamline Business Processes 

The Oracle Inventory Management Cloud Service offers a complete materials management 
solution that enables companies to manage the flow of inbound and outbound material within 
the warehouse and stocking locations. 
 
The Oracle Inventory Management Cloud Service is comprised of products designed for 
specific warehouse management business processes and tasks throughout the Inventory, 
Shipping, and Receiving applications. The Inventory Management work area provides a 
landing pad for these applications. 
 
You can use the Inventory Management work area to view high-level details of your 
warehouse operations through infolets. Also, access tasks and processes to perform from the 
Task panel of the Inventory Management work area. 
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Figure 9: Inventory Management Work Area 

 

Infotlets 

Infolets are visual, actionable, and personalized information cards summarizing critical data 
about specific objects. Infolet cards display in the Inventory Management work area to make 
key performance indicators easy to view, understand, and act upon. Use the infolets in the 
Inventory Management work area to quickly view details about picks, cycle counts, on-hand 
values, shipments, and receipts. 

 

You can do the following with infolet cards: 

• Flip or expand the card to view additional details about the object featured in the infolet 

card. 

• Drill down to more details by navigating to relevant manage pages from the infolet 

view. 

• Hide infolet cards. 

• Reorder infolet cards. 

 

Use the My Infolets icon in the right corner of the Inventory Management work area to toggle 
your infolets on and off. Drag and drop infolets to rearrange them in the work area. 

 

 

 

 

Infolet 

 

Task panel 

Search panel 

Reports & Analytic 
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Tasks Panel Tab 

Use the task panel of the Inventory Management work area to access tasks and processes 
related to these areas: 

• Inventory 

• Counts 

• Shipments 

• Picks 

• Receipts 

Switch between these main areas by selecting Show Tasks in the Task pane. 

 

Search Panel Tab 

Search enables you to find a specific transaction using search criteria related to the work 
area.Search enables offer short cut to access for search on an item quantity and receipt line. 

 

Reports and Analytics Panel Tab 

The Reports and Analytics panel tab contains predefined reports as well as a folder for you to 
set up your own reports. 

For example, use the predefined reports to perform a deeper analysis on inventory and cost 
management. You can also access reports that you have copied and modified and stored in 
your own folder. 

 

1.5 Scheduled Process 

Scheduled processes do tasks that are too complex or time-consuming to do manually, for 
example importing data or updating many records. You can run scheduled processes on a 
recurring schedule and send notifications based on how the process ends. Some scheduled 
processes give you printable output. Those processes might have Report in their name. 

 

Jobs  

Each scheduled process that you run is based on a job. The job is the executable that controls 
what the process can do and what parameters and other options you have for the process. A 
job set contains multiple jobs. 

Job definitions can be set on Oracle Business Intelligence Publisher reports so that people 
can run the reports as scheduled processes. 

 

Process Sets 

A process set is a scheduled process that is based on a job set. So, when you submit a 
process set, you are running more than one job. 

Note: When you submit certain scheduled processes, the job logic causes other processes to 
automatically run. But in this case, you are not submitting a process set that includes those 
other processes. 

 

Submission 
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When you submit a scheduled process, you can use its parameters to control which records 
are processed and how. Some scheduled processes do not have parameters. 

As part of the submission, you can also set up a schedule for the process, for example to run 
once a week for two months. Every time a process runs, there is a unique process ID. 

 

Output 

Some scheduled processes provide output in PDF, HTML, and other formats. For example, a 
process can import records and produce output with details about those records. There are 
many types of output, for example a tax document or a list of transactions. 

 

Process Sets 
A process set is a type of scheduled process that is based on a job set and contains at least 
two processes. So, you can run many processes in one go, for a specific purpose. These 
processes run in a certain order, in serial or parallel, or by some other logic.  
Process sets can have any number of individual scheduled processes and even other 
process sets.  
 
 
To Submit Scheduled Processes 
 
Click Navigator > Tools > Scheduled Processes. 
 

Figure 10: Scheduled Processes Overview Page 

 
1. On the Scheduled Processes Overview page, click Schedule New Process. 

2. Leave the type as Job, enter the process that you want to submit, and click OK. 

3. In the Process Details dialog box, enter at least the required parameters, if any. ‘ 

 
Some processes have no parameters at all. Some parameters depend on other 

parameters. For example, date range parameters might appear only after you select 

By Date for another parameter. 

 
4. Click the Advanced button if you want to define the schedule, notifications, or 

output. Continue to the next steps. Or just skip to the steps for  

5. Click Submit, to run the process once as soon as possible with the default output. 
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Define the Schedule 
Set up a schedule to run the process on a recurring basis or at a specific time. Use the 
Process Details dialog box in Advanced mode. 
 

1. Open the Schedule tab and select Using a schedule for the Run option. 

2. Select a frequency. 

3. Select User-Defined if you want to enter the exact dates and times to run the 

process. 

4. You can select Use a Saved Schedule to use an existing schedule if there are any. 

5. Depending on the frequency, define when the process should run. 

 
Define the Output 
You can choose the layout, format, and destination for your output. Use the Process Details 
dialog box in Advanced mode. 
 

1. Open the Output tab, if available. 

2. Click Add Output Document. 

3. Change the name if you want. The name identifies this output document when you 

go to view output later. 

4. Select a layout if you have more than one to choose from. 

5. Select a format, for example one of these: 

 
PDF: Is the best option if you want to print the output. 

Excel: Supports embedded images, such as charts and logos, but can be opened 

only in Excel 2003 or higher. 

Data: Gives you report data in an XML file, which is used mainly for editing the report 

layout. 

 
6. Click Add Destination to send the output somewhere, for example to a printer or 

email address. You can add many destinations and send the output to all of them at 

the same time. 

 
Tip: You can also print the output as part of the steps for finishing the submission, 

instead of adding a printer destination here. 

 

To add more output documents, repeat steps 2 to 6. 

 
Set Up Notifications 
You can have notifications sent out depending on how the process ends. Use the Process 
Details dialog box in Advanced mode to set that up. 
 

1. Open the Notification tab. 

2. Click Create Notification. 

3. In the Recipient field, enter the user ID of the person you want to send the 

notification to. 

4. In the Condition list, select when to send the notification, for example when the 

process ends in error. 

5. Click OK. 
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To send notifications to more people, repeat steps 2 to 5. 
 
Finish the Submission 
Follow these steps in the Process Details dialog box: 
 

1. Click the Process Options button if you want to define settings that affect the data to 

be processed. 

2. If the process gives you output and you want to print it, select the Print output check 

box and a printer. 

3. Select the Notify me when this process ends check box if you want to get an email 

notification. 

4. Enter submission notes to capture any information you want to associate with this 

submission. You can use your notes to find this submission later. 

5. Click Submit. 

6. Click OK to confirm. 

 
Tip: Note down the process ID for your submission so you can easily find it later. For 
example, let's say you set the process to run once a week. If you later want to cancel all runs 
on this schedule, you need to cancel this original submission with this process ID. 
 
To Submit Process Sets 
 
To submit a process set from the Scheduled Processes Overview page: 
 

1. Proceed with the steps that you would follow to submit any scheduled process, but 

select Job Set for the Type option. 

2. In the Process details dialog box, set parameters for individual processes in the set. 

A process set itself does not have parameters. 

a. Select a process on the Processes tab. 

b. Enter parameters for that process, if any. 

c. Repeat for other processes in the set. 

3. Define the schedule, output, and notifications for the process set, as you would do for 

any scheduled process. 

4. Set any other options and click Submit. 

 
To Check Status 
 

1. Click Navigator > Tools > Scheduled Processes. 
The Search Results table shows processes that match the default saved 
search, Last 24 hours. 

• The table might be blank if nothing was submitted. 

• If submission notes were entered when submitting the process, you can use 
the Submission Notes column to help identify the process. 

2. If you don't see the process, click the Refresh icon or use the Search section. 

3. Do any of these tasks to check on the progress of the process: 

• For more details about the status, click the status link. For example, if a 

process is in the Ready status, you can click the Ready link in 

the Status column to see where the process is in the submission queue. 

• Check the Start Time column to see if the process has started running 

yet. 
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• In the Search Results table, find the This Job's Items Processed / 

Errors / Total column. For some scheduled processes, this column 

shows what's getting processed and how things are going.  

• Click the View Log button, especially if your process has a blank This 

Job's Items Processed / Errors / Total column. The type of information 

in the log varies, depending on the process. You can open the log from 

here only for if the process is currently running. When the process is 

done, you might want to also take a look at the final log, if any, from the 

Details section. 

 
To view output from scheduled process 
 

1. Click Navigator > Tools > Scheduled Process. 

2. Find your scheduled process and, if you need to, refresh the search results to see 
the latest status. 

3. Select the scheduled process. 

4. Go to the Output subsection in the Details section. 

5. Click the link in the Output Name column to view or download the output, which you 
can then print. 

6. To view or export the output in a different format: 

a. Click the Republish button. 
b. Click the Actions icon. 
c. Select Export, and then select a format. 
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2 ITEM MAINTENANCE 

 

Product Information Management Landing Page/ Overview page 

The Product Information Management landing page contains infolets to manage product 
information. Apart from the infolets, you also receive notifications about events and workflow 
that need your attention. You can also search for items, catalogs, and so on from the Quick 
Search pane in Product Information Management work area. The Tasks pane has all the tasks 
that will help you manage your product data. 

 

2.1 Item creation 

No. Work Area Navigation 

1.  Product 
Management   

Product Information Management 

 

No. Steps 

1. Click the Task Panel Tab > Create Item.  The Create Item dialog box appears. 

 

 

 

2. In Create Item dialog box, enter following details. 

Field Description 

Organization Select organization code (IMO) 

Create New Select Create New 

Number of Items Enter a number between 1 until 10 (Max item 10). 

Item Class Select Root Item Class 

Templates Select the Inventory Asset Item/Expense template. 
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 Inventory Asset Item template - Is for Inventory Item 

Expense Item - Is for Expense Item 

 

3. Click OK to close the Create Item dialog box. The Create Item page appears. 

4. In Create Item page, enter following details. 

Field Description 

Item Field Enter item number code. (E.g. 01/01/00026) 

Description Enter name of item. (E.g. HYUNDAI WIRE SF71 1.2MM X 
15KG) 

Item Status Select Active 
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5. Click the Overview Tab. In the Primary Unit of Measure field, select 1 OUM option 
available (E.g. Unit, Set, KG). 

 

 

6. Click the Specification Tab > Purchasing > Pricing. In the List Price and Market 
Price field, enter the amount of price. 

 

7. Click the Association Tab. Click the Select and Add icon. The Select and Add: 
organization dialog box appears. Alternatively, click the Action menu and then select 
Select and Add. 
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8. In the Organization field, enter W01 and then click the Search icon. Select 
Organization W01 LSE Main Warehouse. You can put other organization as well. 

 

In the Templates region, in the Available List column, select the Inventory Asset 
Item/Expense Item template and click the Single Arrow to move it to the Selected 
List. Click Apply. 

 

Click Done to Close the Select and Add: Organization dialog box. 

 

 

9. Click Categories Tab and enter category for the item. 

 

10. 
 Click Cycle Count Enabled = Yes if the item is eligible for cycle count processes. 

Navigation: Specification Tab > Inventory > Cycle Count 

 

11. Click Save and Close. 
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2.2 Item Maintenance 

Use the manage Item function if you want to search for specific item, inactive item or you want 
to assign the item to different inventory organization. 

 

No. Work Area Navigation 

1.  Product 
Management   

Product Information Management 

 

No. Steps 

1. Click the Task Panel Tab > Manage Item.  The Create Item dialog box appears. 

 

 

 

2. Enter Item code and click Search 

 

3. User can associate new inventory org to the item 
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User can Inactive the item 
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3 RECEIPT 

 

3.1 Create Receipt 

This function is use when user want to perform receiving inventory purchase order. 

 

1. Navigate to:  Inventory Management > Show Task > Receipts > Receive Expected 

Shipments > Advance Search 

 

 

 

 

 

2. Enter at least one of the details below: 

Fields Description 

Purchase Order Enter a unique alpha numerical to represent this 
purchase order 

Supplier Enter the supplier’s name to whom you want to 
receive the item.  
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Item Enter item number code 

 

3. Click Search 

4. Choose the line item you want to receive and Click Receive button. 

 

 
 

5. Click Show Receipt Quantity to shows the quantity. 

 

 
 

6. Enter Locator 

 

 
7. Click OK 

 

 
 

8. Click Create receipt 

9. Click Submit 



Olivestouch Technologies Sdn Bhd 
User Manual 

Inventory Management Module v1.0 

 

Confidential  Page 23 of 75 

 

 

 

3.2 Return Receipt 

1. Navigate to:  Inventory Management > Show Task > Receipts > Return Receipts > 

Advance Search 
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Enter at least one of the details below: 

Fields Description 

Receipt Enter a unique number to represent this receipt 

Purchase Order Enter a unique alpha numerical to represent this 
purchase order 

Supplier Enter the supplier’s name to whom you want to 
return the item.  

Item Enter item number code 

 

2. Click Search  

3. Based on Search Results, choose which item to return and click button Return. 

 

 
 

4. In the Quantity field, enter number of quantity item that you want to return. 

5. In the Reason field, choose Rejects. 

 

 
6. If you require to add further reasoning/explanation, click View Details button and write 

those remark in Note box. 

7. Click OK button 

 

 
 

8. Click the Submit button. 

9. Click the OK button to close the confirmation message to return to the Return Receipt 

page. 
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4 MOVEMENT REQUEST ISSUE 

When you fully transact a movement request issue, you perform the complete process 
required to request movement of request issue, create pick and pick confirm a movement 
request issue. 

 

4.1 Creating and Processing Movement Request Issue 

4.1.1 Review Item On-Hand Quantity  

1. Navigate to Inventory Management > Task > Show Task: Inventory > Manage Item 

Quantities. 

 

 

 

2. In the Advanced Search region, in the Item field, enter Item Number code. 

3. Click Search 

 

4. Click the Expand icon next to the Item Number code to view on-hand quantity in the 

Inventory Organization. 

5. Click Expand icon next to Organization code to view on-hand quantity in the 

Subinventory. 

6. Click Done to return to the Inventory Management page. 
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4.1.2 Create Movement Request Issue 

1. From Inventory Management > Task > Show Task: Inventory > Manage Movement 

Request. 

 

2. In the Search Results region, click the Create icon. The Create Movement Request 

page opens with pre-numbered movement request. Note down your movement 

number for use later in the process. 

 

3. In the Movement Request region, enter details below. 

Fields Description 

Movement request Running number was auto generated. 

Description Enter any description regarding Material Request 
Issue 

Transaction Type Select Movement Request Issue 
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4.  In the Lines region, click Create icon and enter detail below. 

Fields Description 

Item Enter item number code 

Requested Quantity  Enter quantity of item to issue 

Source Subinventory Select Stores 

Locator Enter locator of the item 

Destination Account Enter alias account/ charge account 

 

5. Click Submit. 

 

 

6. Click OK to close the confirmation message. 

7. Click Done to return to the Inventory Management page. 
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4.1.3 Print Slip Pick Report 

  

1. From the Navigator > Tools > Scheduled Processes. 

 

 

 

2. Click Schedule New Process. 

 

3. In the Name field, click drill down icon and click Search 
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4. In the Search and Select: Name dialog box, enter Print Movement in Name field and 

click Search. 

5. Select Print Movement Request Pick Slip Report and then, click OK. 

 

6. Click OK to close the Schedule New Process dialog box. 
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7. In the Process Details dialog box, fill up the parameter below. 

Fields Description 

Organization Enter organization code number 

From Movement Request  Enter the Movement Request number created in the 
previous section. 

To Movement Request Enter the Movement Request number created in the 
previous section. 

Release Approved Lines Select Yes 

 

8. Click Submit  
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9. Click OK. 

10. Click the Refresh icon until your process is Succeeded. 

 

 
 

4.1.4 Confirm Pick Slip 

1. Navigate to Supply Chain Execution > Inventory Management > Task > Show 

Task: Shipment > Confirm Pick Slips 

 

 

2. In the Movement Request field, enter the movement request number generated 

during Create Movement Request Issue. 

3. Click the Search button 

4. Click Pick Slip number for your movement request 
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5. Select the Ready to Confirm check box. 

6. In the Picked Quantity field, enter number of items, if not defaulted already 

7. Click Confirm and Close  

 

 

8. Click Done to return to the Inventory Management page. 

 

 

4.1.5 Review Item On-Hand Quantity 

1. Navigate to Inventory Management > Task > Show Task: Inventory > Manage Item 

Quantities. 
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2. On the Manage Item Quantities page, in the Advanced Search region, in the Item 

field, enter Item Number code. 

3. Click Search 

 

 

 

 

4. Click the Expand icon next to the Item Number code to view on-hand quantity in the 

Inventory Organization. 
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5 INTERORGANIZATION TRANSFER 

Interorganization transfers enable you to transfer material between inventory organizations, 
which can be necessary if you define multiple inventory organizations.  

 

In addition to being able to transfer one or more items in a single transaction, you can transfer 
partial quantities of the same item to different subinventories and locators in a single 
transaction. The items that you transfer must exist in both the source and destination 
organizations. 

 

5.1 Creating Interorganization Transfer 

5.1.1 Review Item On-Hand Quantity from Source Organization 

 

1. Navigate to Inventory Management > Task > Show Task: Inventory > Manage Item 

Quantities. 

 

 

2. In the Advanced Search region, in the Item field, enter Item Number code. 

3. Click Search 
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4. Click the Expand icon next to the Item Number code to view on-hand quantity in the 

Inventory Organization. 

5. Click Expand icon next to Organization code to view on-hand quantity in the 

Subinventory. 

6. Click Done to return to the Inventory Management page. 

 

 

5.1.2 Create Interorganization Transfer from Source Organization 

 

1. Navigate Inventory Management > Task > Show Task: Inventory > Create 

Interorganization Transfer. 

 

 

 

2. In the Transaction region, enter following details. 

Fields Description 

Destination Organization Select preferred organization code (Store) you want 
to transfer 

Type Select Direct Organization Transfer 
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 Please ensure item to transfer required to assign to the Destination Organization. 

 
 

 

3. In Transaction Lines region, click Add icon and enter following details. 

Fields Description 

Item Enter item number code 

Source Subinventory  Select Stores  

Locator Enter Source Locator 

Destination Subinventory Select Stores 

Locator Enter Destination Locator 

Quantity Enter number of items to be transfer to another 
store 

 
 

 

4. Click the Submit button. A message that your transaction has been processed 

appears on the screen. Click OK. 
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5.1.3 Review Item On-Hand Quantity in Destination Organization  

1. Navigate to Inventory Management > Task > Show Task: Inventory > Manage Item 

Quantities. 

 

2. In the Advanced Search region, in the Item field, enter Item Number code. 

3. Click Search 

4. Click the Expand icon next to your organization to see on-hand in all subinventory. 

5. Click the Expand icon next to subinventory that was received against. 

6. Verify on-hand quantity is correct based upon the transactions you performed.  
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6 SUBINVENTORY TRANSFER 

Use a subinventory transfer to transfer material within your current organization between 
subinventories, or between two locators within the same subinventory. 

 

6.1 Creating Subinventory Transfer 

1. Navigate to Inventory Management > Task > Show Task: Inventory > Create 

Subinventory Transfer 

 

 

 

 

 

2. In the Transaction region, enter following details. 

Fields Description 

Type Select Subinventory Transfer 
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3. In Transaction Lines region, click Add icon and enter following details. 

Fields Description 

Item Enter item number code 

Source Subinventory  Select Subinventory  

Locator Enter Source Locator 

Destination Subinventory Select Subinventory 

Locator Enter Destination Locator 

Quantity Enter number of items to be transfer to another 
locator 

 

 

 

4. Click the Submit button. A message that your transaction has been processed 

appears on the screen. Click OK. 

 

 

 

 

 

 

 

 

 

7 MISCELLANEOUS TRANSACTIONS 

A miscellaneous transaction is a transaction, such as a miscellaneous issue or miscellaneous 
receipt. For LSE user will use miscellaneous receipt to recognize item surplus. 
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7.1 Creating Miscellaneous Transactions 

1. Navigate to Inventory Management > Task > Show Task: Inventory > Create 

Miscellaneous Transactions 

 

 

 

2. In the Transaction region, enter following details. 

Fields Description 

Type Select Miscellaneous Receipt 

Use Current Item Cost Select No 

 

  

 

3. In Transaction Lines region, click Add icon and enter following details. 
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Fields Description 

Item Enter item number code 

Subinventory Select Subinventory  

Locator Enter Locator 

Unit Cost Enter Cost Details 

Account Enter Account 

 

 

 

 

4. In Edit Details, click Add icon and enter following details. 

 

Fields Description 

Unit Cost Enter Cost Details 

Account Enter Account 

 

 
5. Click OK and Submit. 

 

 

8 PHYSICAL INVENTORY COUNT 

Physical inventory is a process where a business physically counts its entire inventory. A 
physical inventory is performed on a periodic basis to evaluate and reconcile inventory 
quantities and values. The physical inventory process requires the inventory organization to 
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suspend incoming and order fulfillment activities for the time it takes to conduct the physical 
inventory.  

Because revenue-generating processes are halted for the duration of the physical inventory, 
it is important to perform the required process steps sequentially and efficiently to complete 
the process in a timely manner. As important as it is to complete the process quickly and 
efficiently, it is equally important to provide thorough and accurate counts so the company’s 
financial picture is represented correctly. 

 

8.1 Manage Physical Inventories 

1. Navigate to: Inventory Management > Show Task > Count > Manage Physical 

Inventories  
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2. In the Search Results region, click the Create icon. The Create Physical Inventories 

page appears. 
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3. In the Primary Details region, enter details below. 

Fields/Checkbox Description 

Name & Description Enter name and description for the Physical 
Inventory. A Physical Inventory is identified by a 
unique, user-defined name and description. 

Date Enter the date the Physical Inventory is defined 

Exclude negative balances Tick or untick the checkbox. “Exclude negative 
balances” provides the option to exclude physical 
inventory tags for items that have a negative on 
hand balance.   

Exclude zero balances Tick or untick the checkbox. “Exclude zero 
balances” provides the option to exclude physical 
inventory tags for items that have a zero on hand 
balance.   

Dynamic tags allowed Tick the checkbox. “Dynamic tags allowed” provides 
the option to create new Physical Inventory Tags on 
the fly during the Physical Inventory count. This 
feature can be useful in the cases where items are 
found during the physical inventory in which default 
tags had not been generated. This flag enables or 
disables the ability dynamically create tags to 
accommodate this scenario. 

 

4. In the Subinventories region, select All. However, you can define multiple physical 

inventories to count selected portions of your inventory, or you can count the total 

inventory for your organization. 

 

 

 

 

 

 

5. In the Approval region, select Always.  

Approval type can be specified as Always, If Out of Tolerance, and Never. 

• Select Always to require approval of all physical inventory adjustments. 

• Select If out of tolerance to hold for approval those counts that are outside the limits 

of the positive and negative quantity tolerance percentages or value tolerances. 

• Select Never to allow any adjustment to post without approval. 
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6. In the Tags region, fill up details below. 

Fields/Checkbox Description 

Tag Type Select Default.  

There is an option to generate default or blank tags 
for a physical inventory.  If you choose to generate 
default tags for each item, specify the starting 
default tag number 

Starting Default Tag Enter the tag numbers. E.g. PIC0001. You may 
enter alphanumeric, but you can increment only the 
numeric portion.  The alphabetic characters in the 
tag number stay constant. 

Show serial numbers on tags Tick the box. 

Tag generation sequence You can determine the sequence in which the tags 
are generated by assigning a priority to the above 
attributes. The suggested priority will be, 

1. Item Name.  

2. Subinventory Name, 

3. Locator Name, 

4. Revision 

 

7. Click Save and Close and return to back to Manage Physical Inventories page. 

 

 

8.2 Generate Physical Inventory Snapshot 

Before you can generate tags for a physical inventory, you must take a snapshot of all system 
on-hand quantities for your items. The snapshot is a concurrent program that saves all current 
item on-hand quantities and costs. This information is the basis for all physical inventory 
adjustments.  All tag counts entered for this physical inventory are compared with the static 
quantities obtained from the snapshot.   

Inventory does not stop inventory processing during a physical inventory.  Therefore, you must 
procedurally coordinate the snapshot of your physical inventory with your actual counting and 
ensure that no transaction activity occurs in a particular location until after you have performed 
your adjustments. It is recommended to clear the Pending Transactions and Transactions 
Open Interface, before taking a snapshot of inventory quantities. 
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To generate a physical inventory snapshot, complete these steps: 

 

1. Click Manage Physical Inventories from the Counts task list in the Inventory 
Management work area. 

 

 

 

2. Search for and select an inventory and click Actions menu and select Generate 

Physical Inventory Snapshot. 

 

 

 

 

3. Click OK 

 

 

 

 

4. Navigate to Tools > Scheduled Processes. Search for the process ID and click the 

Refresh icon until your process is Succeeded. 
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8.3 Generate Physical Inventory Tag 

Physical inventory tags represent actual paper tags that some companies use to count 
inventory items. A tag contains the count for a group of a given item. This process generates 
one tag for every unique combination of item, subinventory, locator, lot, serial, and revision for 
which the application has on-hand quantity not equal to zero.  

The tag generation process doesn't print physical tags. It generates electronic records of tags. 
You must run the Physical Inventory Tags report to print physical inventory tags. 

 

To generate and print physical inventory tags, complete these steps: 

1. Navigate to Inventory Management > Show Task:  Counts > Manage Physical 
Inventories. 

 

 

 

2. Search for and select a physical inventory and click Actions > Generate Physical 
Inventory Tags. Note the process ID and click OK. 

 

 

3. Navigate to Tools > Scheduled Processes. Search for the process ID and click the 

Refresh icon until your process is Succeeded. 

 

 

4. Navigate Scheduled Processes > Schedule New Process, search for Print 
Physical Inventory Tag Listing Report 

5. Click OK to close the Schedule New Process dialog box. 
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6. In the Process Details dialog box, fill up the parameter below. 

Fields Description 

Organization Enter organization code number 

Physical Inventory Enter name of defined Physical Inventory. 

 

 

 

7. Click Submit.  

8. Click OK 

 

 

 

 

9. Click the Refresh icon until your process is Succeeded. 
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10. Search for the process ID and download the Print Physical Inventory Tags Report 
in pdf format from Output section. This report is used as the document that is given to 
the employees performing the counts. 

 

 

8.4 Record Physical Inventory Tag 

This process consists of a person entering the information from inventory tags into the 
system.  Storekeeper or other person physically counts the inventory and record the counts 
on the inventory tags. 

 

To record physical inventory tags, complete these steps: 

1. Navigate to Inventory Management > Show Task > Count > Manage Physical 

Inventories 

 

  

2. In Search region, enter full name of defined Physical Inventory in Physical Inventory 

field.  
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3. Click Search and select a physical inventory. 

4. Click Actions > Record Physical Inventory Tags 

 

  

5. In the Count Quantity field, enter the amount counted.  

6. In the Counted By field, select Counted By. 

7. Click Save and Close and return to back to Inventory Management page. 

 

 

 

8.5 Approve Physical Inventory Adjustment 

The Warehouse or Inventory Manager usually approves all adjustments. This process consists 
of finding the out of tolerance adjustments, and either approving them or rejecting them. This 
step is not mandatory and is dependent on the approval option in the physical inventory 
definition. 

 

You can view, reject, or, approve physical inventory adjustments pending approval.  The 
adjustments you can view from this window are determined by the approval option you defined 
for your physical inventory.  If you set the approval type for adjustments to “Never” for the 
physical inventory, you are ready to process your adjustments. 
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If you set your approval option to “Required” for adjustments out of tolerance, inventory holds 
all tags for approval with counts that are outside the limits of the quantity variance or 
adjustment value tolerances. Since you set your approval option to “Required” for all 
adjustments, inventory holds all counts for approval. 

 

To Manage Physical Inventory Adjustment, complete these steps: 

1. Navigate to Inventory Management > Show Task > Count > Manage Physical 

Inventories 

 

  

1. In Search region, enter full name of defined Physical Inventory in Physical Inventory 

field.  

2. Click Search and select a physical inventory. 

3. Click Actions > Approve Physical Inventory Adjustment 

 

 

1. Select 1 line of item. Then, in the Adjustment Status field, select Approve or Reject. 

You must either reject or approve all adjustments for a physical inventory before you 

can start processing your adjustments. 

Adjustment Status Description 

Approve If you approve an adjustment, Oracle Fusion Cloud 
Inventory Management adjusts your inventory balance by 
that quantity. 

Reject If you reject an adjustment, Inventory Management doesn't 
change the on-hand quantity. 
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2. In the Reviewer field, select the Warehouse or Inventory Manager’s name. 

3. Click Save and Close and return to back to Inventory Management page. 

 

8.6 Post Physical Inventory Adjustment 

After entering all tag counts and approving adjustments that need approval, you can submit 
the process that automatically posts physical inventory adjustments. 

The post physical inventory adjustments process can be submitted from the UI or ESS, 
Inventory automatically creates a material transaction adjusting the item quantity and debiting 
or crediting the adjustment account. If you reject an adjustment, Inventory does not change 
the system on-hand quantity. If the count of an item matches the snapshot system on–hand 
quantity, there is no adjustment transaction posted. 

To post an inventory adjustment, complete these steps: 

1. Navigate to Inventory Management > Show Task > Count > Manage Physical 

Inventories 
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4. In Search region, enter full name of defined Physical Inventory in Physical Inventory 

field.  

5. Click Search and select a physical inventory. 

6. Click Actions > Post Physical Inventory Adjustment 

 

 

 

7. Enter the Adjustment Date and click OK. Note the process ID and click OK. 

  

 

 

 

 

 

 

 

 

 

 

 

 

9 CYCLE COUNT 

Cycle counting is an inventory accuracy analysis technique where inventory is counted 
on a cyclic schedule rather than once a year to ensure the accuracy of inventory quantities 
and values. 

Cycle counting enables you to keep inventory records accurate by correcting errors 
between the on-hand (system) and actual on-hand (physical) quantities. 
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9.1 Generate Count Schedules 

1. Navigate to: Inventory Management > Show Task > Count > Manage Cycle Count 

 

 

2. In Search region, enter full name of defined Cycle Count in Count Name field.  

3. Click Search and select a Count Name. 

 

 
4. Click Actions > Generate Count Schedule 

5. Click the Refresh icon until process is Succeeded 
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9.2 Generate Count Sequence 

1. Navigate to: Inventory Management > Show Task > Count > Manage Cycle Count 

 

 

2. In Search region, enter full name of defined Cycle Count in Count Name field.  

3. Click Search and select a Count Name. 

4. Click Actions > Generate Count Sequence 

5. Click the Refresh icon until your process is Succeeded 
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9.3 Record Count Sequence 

 

1. Navigate to: Inventory Management > Show Task > Count > Manage Cycle Count 

 

 

2. In Search region, enter full name of defined Cycle Count in Count Name field.  

3. Click Search and select a Count Name. 

4. Click Actions > Record Count Sequence 
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5. In the Count Quantity field, enter the amount counted.  

6. In the Counted By field, select Counted By. 

7. Click Save and Submit. 

8. System will prompt notifications. Click OK 

 

 

 

 

 

9.4 Record Count Sequence 

1. Navigate to: Inventory Management > Show Task > Count > Manage Cycle Count 
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2. In Search region, enter full name of defined Cycle Count in Count Name field.  

3. Click Search and select a Count Name. 

4. Click Actions > Approve Count Sequences 

 

 

 

5. Click Actions > Approve Count Sequences 

6. Click line Count Sequences 

 

 

 

7. Click Approve 

8. Click Submit 

9. Click OK 
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10 REVIEW COMPLETED TRANSACTION 

10.1 Review Completed Transaction 

 

1. Navigate to Inventory Management > Show Task: Inventory > Review Completed 

Transaction 

 

 

2. In the Advanced Search region, enter the details below: 

Fields Description 

Organization Enter organization code number 

Item Enter item number code. Can search by specific 
item or leave it blank 

Transaction Date Enter duration date preferred   

 

3. Click the Search button 

 

 

4. Click the Transaction number to view Completed Transaction Details.  
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5. Click Done and return to Review Completed Transactions overview page. 

 

 

10.2 Export Completed Transactions 

1. From Review Completed Transactions overview page, click Actions button 

2. Then click Export to Excel and wait for file to download. 

3. View Completed Transactions in excel file form. 
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11 PERIOD CLOSING 

 

11.1 Transfer Transactions from Receiving to Costing  

1. Navigate to Tools > Scheduled Processes > Schedule New Process. 

2. Search for Transfer Transaction from Receiving to Costing 

3. Click OK and Submit 

 

 

11.2 Transfer Transactions from Inventory to Costing  

1. Navigate to Tools > Scheduled Processes > Schedule New Process. 

2. Search for Transfer Transaction from Inventory to Costing 

3. Click OK 

4. Enter Cost Organization 

5. Click Submit 
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11.3 Transfer Costs to Cost Management  

1. Navigate to Tools > Scheduled Processes > Schedule New Process. 

 

 

2. Search for Transfer Costs to Cost Management and click OK. 
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3. In the Process Details dialog box, select following field: 

Field Description 

Business Unit Select LSE_BU 

Cutoff Date Select current date. 

 

 

 

4. Click Submit.  

5. Note the process number and click OK. 
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11.4 Create Receipt Accounting Distribution 

 

1. Navigate to Tools > Scheduled Processes > Schedule New Process. 

 

2. Search for Create Receipt Accounting Distributions and click OK. 

 
 

 
3. Enter Bill to Business Unit. 

4. Click Submit button. 
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11.5 Create Cost Accounting Distributions 

1. From the Navigator, under Supply Chain Execution, click Cost Accounting. 

2. Click the Task panel tab and select Create Cost Accounting Distributions link. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 55: Create Cost Accounting Distributions link 

 

3. In the Run Control search field, enter LSE BU. 

4. Click Search.  

5. In the Run Control column, select the LSE Main Warehouse CO row. 

 

 

 

6. Click the Schedule Process button. 

7. In the Schedule Process dialog box, click Submit to create a cost accounting 

process. 
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8. Make a note of the process ID in the Confirmation message. Click OK to close the 

Confirmation message. 

11.6 Create Accounting Process 

 

11.6.1 Create Accounting for Receipt Accounting 

1. From the Navigator, under Tools, click Schedule Processes. 

2. Click Schedule New Process. 

3. Search for Create Accounting and click OK. 

 

 

4. In the Process Details dialog box, fill up the parameter below. 

Fields Description 

Subledger Application Select Receipt Accounting 

Ledger Select LSE MY 

End Date Select current date 

Accounting Mode  Select Final 
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Process Event  Select All 

Report Style Select Detail 

Transfer to General Ledger Select Yes 

Post in General Ledger Select Yes 

Include User Transaction 
Identifier 

Select No 

 

5. Click Submit.  

6. Click OK to close the Confirmation message. 

7. In Search Results, search Create Accounting Execution Report and download the 

Accounting Execution Report Report in pdf format from Output section. Please 

ensure the process is succeeded. 

11.6.2 Create Accounting for Cost Management 

 

Fields Description 

Subledger Application Select Cost Management 

Ledger Select LSE MY 

End Date Select current date 

Accounting Mode  Select Final 

Process Event  Select All 

Report Style Select Detail 
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Transfer to General Ledger Select Yes 

Post in General Ledger Select Yes 

Include User Transaction 
Identifier 

Select No 

 

 

 

 

8. Click Submit.  

9. Click OK to close the Confirmation message. 

10. In Search Results, search Create Accounting Execution Report and download the 

Accounting Execution Report Report in pdf format from Output section. Please 

ensure the process is succeeded. 

 

11.7 Open the Next Inventory Period 

1. Navigate to Supply Chain Execution > Cost Accounting > Task > Manage 

Accounting Periods 
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2. On the Manage Cost Accounting Periods page, search for cost organization you 

need to validate. Select: 

Fields Description 

Cost Organization  Select LSE Main Warehouse CO 

Cost Book  Select W01 Cost Book 

Ledger Select LSE MY 

 

3. Click Search 

4. Select the LSE Main Warehouse CO 

5. Click Action button and select Open Target Period. 

 

 

 

 

 

 

 

 

 

6. In Accounting Period filed, select preferred month to open period. 

7. Click OK. 

 

 

 

11.8 Cost Accounting Period Validations 

You can use the Manage Cost Accounting Periods task in the Cost Accounting work area to 
perform validations to ensure that all transactions are complete and accounted for on an 
ongoing basis and before closing the accounting period. 

 

You can execute the validations one at a time, or all at once. Correct any resulting transaction 
errors, and rerun validations as needed. 
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Run Validation 

1. From the Navigator, under Supply Chain Execution, select Cost Accounting. 

2. Click the Tasks panel tab and select Manage Cost Accounting Periods. 

3. On the Manage Cost Accounting Periods page, search for cost ledger you need to 

validate Select: 

Fields Description 

Cost Organization  Select LSE Main Warehouse CO 

Cost Book  Select W01 Cost Book 

Ledger Select LSE MY 

 

4. Click Search 

5. Select the LSE Main Warehouse CO 

6. Click the View Period Detail button. 

 

7. Select the period for which you want to run the validations. 

 

8. Click the Run Validations button. 
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9. Review the validation that are selected to run for this cost organization – cost book – 

period combination. Then click OK. 

 

 

 

 

10. In the Information message, note the process ID. 

11. Click the process ID link to open the Process Monitor tab. 

12. Review any error for your process. Click the reported error to review the details of 

each. (if you want to review error details but no error appears, then select another 

period and rerun the validation). Note: You can review error and fix them by correcting 

setup issues or running the cost processor again. You can run the validation as many 

times as necessary.  
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13. On the Manage Cost Accounting Periods page, click the period you validated. 

Actions dropdown list, View Exceptions. Review the Exceptions. This shows the 

number of records which have failed the validation. The numbers under Count have 

hyperlinks that can be used to drill down to the transactions. 

 

 

 

11.9 Close the Current Inventory Period 

Once the exceptions are resolved user can proceed to close the period. There are 3 possible 
Close statuses: Pending Close, Closed and Permanently Closed. 

 

11.9.1 Close Period  

 

1. Navigate to Cost Accounting > Manage Cost Accounting Periods  

2. In Cost Organization field, search for LSE Main Warehouse CO, click the View 

Period Detail button. 

3. Select the period for which you want to close. 

4. Click Action button and select Closed Period. 
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5. Review the validation that are selected to run for this cost organization – cost book 

– period combination. Then click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Olivestouch Technologies Sdn Bhd 
User Manual 

Inventory Management Module v1.0 

 

Confidential  Page 75 of 75 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

End of Document 


