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Inventory Refresher 

Setup your new Fiscal Year 

 
1)  Core -> Fiscal Years, select “ + Create “ to create a new Fiscal Year.  Select “  Create “ to save it. 

 

 
____________________________________________________________________________________________ 
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1) Select the circled checkmark next to the desired fiscal year to set it as the current fiscal year. 

 

 
 

2)  Now you are ready to start creating transactions in the new Fiscal Year. 
 

Enter New Items 
 

3) Go to Transactions -> Pending Items and select the “Pull From USAS” button to pull in items from USAS which were 
marked on the AP Invoice step for “EIS”.  The Pull option will search for invoiced PO items with an invoice date on or after 

the specified starting date that have been marked for inventory.  At this point, the item is in a 'pending' status for Inventory. For 

an invoiced PO item to be marked for inventory, it must meet the pending threshold criteria in USAS. 

Inventory -> Pending Items: 
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Enter Starting Date and “Confirm” 

 

___________________________________________________________________________________________________ 

AP Invoice on USAS: 
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4) All the Pending Inventory Items will be added to the Transactions –> Pending Items grid. 

 

5) Generate the Pending Item List Report under Reports. 

 



 
 

P a g e  5 | 12 

 

 
 

 
6) Add the tags for your new Items.  You will use the PO numbers to add the Items. 
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7) Go to Transaction -> Items and “ + Create” 

 

 
 

8) Enter the PO number in the Pending Item box or use the drop down to select.  Enter the Tag number for the item from your report, then 
select “  Continue to Item “ 

 
9)  Entering in the Pending Item will fill in most of the boxes and is a great timesaver. 

10)  Enter all of the information for the item (especially dates, life expectancy (years), depreciation method) in order for the item to 

depreciate, then “  Save Item “. 
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11)  If the Item meets the Capitalization Criteria, then it will also appear as an Acquisition.  These will be included on your GAAP 
Reports. 
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12) Continue with other Items to be added for the Fiscal Year. 

 

13) If there is anything which DID NOT get pulled in from USAS, there is a report (Inventory - Catch up extract for inventory 

items) which can be generated in Excel-Data for these items in the Report Manager.  Please ask HCC to add this to your 

Report Manager, if it is not included.  Evaluate which items have already been added into Inventory, then you will need to 

hand enter those which were not.  If manually entering the acquisition information, please enter the desired information.  

 

NOTE: Careful attention should be made when entering the account, vendor, PO and check entries as it does not validate them 

against USAS.   

NOTE: The tag number can be numeric or alphanumeric.  The max number is 20 characters.  Generate with the following 

parameters, so you catch anything which possibly has been entered as a supply instead of an asset. 

Example query options:  Sometimes inventory items are added as 5XX objects, so these line items should be evaluated. 

 
 

14) Use the resulting spreadsheet to enter remaining unentered Items in Inventory.  Delete out “Cancel” invoices.  Some line items 
may need to be combined.  Use your best judgement and consult your Treasurer if you have questions regarding the Items and 

consult HCC for technical questions. 
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Entering Disposals 
 

15) Conduct an asset inventory to find which items need to be disposed, then go to Transactions -> Dispositions and “ + Create “ 
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16)  Select the Item number from the drop down or partially type in then select.  Enter fields on the screen, then “  Create “ 

 
Generate Reports 
 

17) Generate the Acquisition/Original Cost Mismatch Report.  This report shows the difference between the Original Cost and 
Acquisition total.  Enter a ticket to HCC if you have anything appearing on this report. 

18) Below is a chart of the reports, Classic EIS crossover reference, and the report description: 

Inventory Report Classic Report 

Comparison 

Definition 

GAAP Reports  

    

• Fixed Asset By Source 
EIS101 Schedule of capitalized fixed assets by source (acquisition 

information) 

• Fixed Asset by 

Function/Class 

EIS102 Schedule of capitalized fixed assets by function and class  

https://mcoecn.atlassian.net/wiki/spaces/ID/pages/1575774
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• Schedule of Change in 

Fixed Assets 

EIS103 Schedule of changes that occurred during the fiscal year for 

capitalized fixed assets 

• Schedule of Change in 

Depreciation 

EIS104 Schedule of changes that occurred in depreciation during the 

fiscal year for capitalized fixed assets 

Non-GAAP Reports 

    

• Acquisition/Original 

Cost Mismatch Report 

  This report will show items that have an acquisition total that 

does not equal the original cost.  This report will help 

determine the "Acquisitions Prior to System Startup" amount on 

the Fixed Asset By Source Report. 

• Audit Report 
EIS801 Report of the additions, deletions, or modifications made in the 

Inventory application 

• Asset Listing by 

Grant/Source Report 

EIS203 Contains acquisition transactions by source account code and/or 

by grant identifier 

• Book Value Report 
EIS305 Book value depreciation report 

• Brief Asset Listing 

Report 

EIS304 Summarized asset listing of inventory items in a very condensed 

form 

https://mcoecn.atlassian.net/wiki/spaces/ID/pages/1575785
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• Code Listing Report 
EIS001 Report of State and Local code files, as well as the data under 

Core  

• Depreciation Posting 

Report 

EISCLS Projection of what the FTD depreciation and Book Value 

amounts will be for the current fiscal year when the fiscal period 

is closed 

• Fiscal Year Ending 

Balances Report 

EISCLS Projection of what the ending balances will be for the current 

fiscal year when the fiscal period is closed 

• Leased Asset Listing 

Report 

EIS202 Contains items marked as a leased asset 

• Location Worksheet 
EIS302 Report of inventory items by their location category and number 

• Pending Item List Report 
EIS501 Report of all items currently stored under Transactions>Pending 

Items 

• SOC1 Audit Bundle 

 
Produces a bundle of reports associated with the SOC1 audit 

(System and Organization Controls), with a focus on internal 

controls. 

• User Listing Report 
N/A Produces a report of inventory user accounts. Can be filtered to 

exclude Roles or show only enabled and/or disabled users. 

Inventory wiki link:  https://mcoecn.atlassian.net/wiki/spaces/ID/pages/1575666/Inventory+User+Manual 


