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Adjust Existing Inventory  

Select INVENTORY 

 

The Manage Requisitions page displays. Expand the Inventory Maintenance folder 

 

Select Adjust Inventory 

 

The Inventory Ajustments and Reconciliation page displays 

Select Reconciliation Type: ‘Quantity on hand adjustment’ 

Enter the correct Holding Point in the type ahead field (ex: 90024-Taché Pharmacy) 

Add * Catalogue Item Code (found on the MDA requistion, yellow paper) (ex: 1715130) 

 

NOTE: If the Catalogue Item Code is unknown continue to page 5 



 

 Inventory: 
Adjust Existing Inventory 

 

2 

2022-06-21 v1                                                                PHAR.000.020                                                          

 

Click New Adjust 

The Inventory Adjustments and Reconciliation page displays 

 

Click on the   +   the row will expand 
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The QOH Adjustment Details panel expands 

 

➢ Select the check box for the row associated to the inventory  

➢ Enter Adjusted QOH = amount of inventory you need plus the amount of current inventory  

(scenario: need 0.2 skus plus current amount 4.0 skus = 4.2 skus = adjusted QOH) 

➢ Select Adjustment Reason from the drop list 

➢ Enter Comment if applicable 
 

Click Adjust 
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The Inventory Adjustments and Reconciliation – Post-Adjustment panel displays 

 

Click Confirm 
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The Inventory Ajustments and Reconciliation page displays 

Select Reconciliation Type: ‘Quantity on hand ajustment and Holding Point’ 

Enter the correct Holding Point in the type aheah field 

Click Search Catalogue hyperlink 

 

The Catalogue Item Information page displays.  

➢ Select Level 1 – Category 

➢ Select Level 2 – Product Group 

➢ Select Level 3 Generic Product Strength 

➢ Click Search  
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The Search Results Returned factory table displays 

 

Select the check box beside the Catalogue Item Code and click Add Catalogue Item(s) 

The Inventory Adjustments and Reconciliation page displays 

 

Click New Adjust 
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The Inventory Adjustments and Reconciliation displays 

 

Click on the   +   the row will expand 

 

➢ Enter the Adjusted QOH = the quantity of vials in Stock Keeping Units (SKU) 
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e.g. AZ/COVISHIELD (1 SKU = 1 vial = 10 doses)  

➢ Select Adjustment Reason from the drop-down list 

➢ Enter Comment as necessary 

➢ Click Adjust 

 

The Inventory Adjustments and Reconciliation page displays 

Click Confirm 

 

 

 

 


