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3. THE PROCESS 
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Step 1: Login using your user name and password to 

the system 

 



 

1. Under Reports option 

2. Under Inventory Reports 

 

4. STEP 2: ISSUE NOTE REPORT 

 



 

1. Under inventory reports 

2. Under Issue Note option 

3. Select the Issue Note Report 

4. Put the tick to select 

5. Put the tick to select 

6. Put the tick to select 

7. Put the tick to select 

 

 

1. From Date : Select the date from which 

2. To Date : Select the date to which 

3. Click to view the report 



The report is viewed as follows 

 

 

 

 

 

 



5. STEP 3: ISSUE NOTE-DEPTWISE REPORT 

 

1. Under inventory reports 

2. Under Issue Note option 

3. Select the Issue Note-DeptWise Report 

4. Put the tick to select 

5. Put the tick to select 

6. Put the tick to select 

7. Put the tick to select 

 

 

1. From Date : Select the date from which 

2. To Date : Select the date to which 



3. Click to view the report 

The report is viewed as follows 

 

 

 

 

 



6. STEP 4: ISSUE NOTE-DEPTWISE (CROSS TAB) REPORT 

 

1. Under inventory reports 

2. Under Issue Note option 

3. Select the Issue Note-DeptWise(Cross Tab) Report 

4. Put the tick to select 

5. Put the tick to select 

6. Put the tick to select 

7. Put the tick to select 

 

1. Put the tick to select 

2. From Date : Select the date from which 



3. To Date : Select the date to which 

4. Click to view the report 

 

The report is viewed as follows 

 

 

 

 

 

 

 

 

 



7. STEP 5: ISSUE NOTE-ISSUED LOCATION WISE REPORT 

 

1. Under inventory reports 

2. Under Issue Note option 

3. Select the Issue Note-Issued location Wise Report 

4. Put the tick to select 

5. Put the tick to select 

6. Put the tick to select 

7. Put the tick to select 

 

1. From Date : Select the date from which 

2. To Date : Select the date to which 

3. Click to view the report 

 



The report is viewed as follows 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. STEP 6: GRN REPORT 

 

 

1. Under inventory reports 

2. Under Purchase option 

3. Select the GRN Report 

4. Put the tick to select 

5. Put the tick to select 

6. Put the tick to select 

7. Put the tick to select 

 

 

1. From Date : Select the date from which 

2. To Date : Select the date to which 

3. Click to view the report 



The report is viewed as follows 

 

 

 

 

 

 



9. STEP 7: REQUEST NOTE DETAIL REPORT 

 

 

1. Under inventory reports 

2. Under Purchase option 

3. Select the Request Note Detail Report 

4. Put the tick to select 

5. Put the tick to select 

 

 

1. From Date : Select the date from which 

2. To Date : Select the date to which 

3. Click to view the report 

 

 

 



10. STEP 8: PURCHASE REQUEST NOTE DETAIL REPORT 

 

1. Under inventory reports 

2. Under Purchase option 

3. Select the Request Note Detail Report 

4. Put the tick to select 

5. Put the tick to select 

 

 

4. From Date : Select the date from which 

5. To Date : Select the date to which 

6. Click to view the report 

 

 

 

 

 



The report is viewed as follows 

 

 

 

 

 

 



11. STEP 9: BIN CARD REPORT 

 

1. Under inventory reports 

2. Under Stock option 

3. Select the Bin card Report 

4. Put the tick to select 

5. Put the tick to select 

 

 

1. From Date : Select the date from which 

2. To Date : Select the date to which 

3. Click to view the report 

 

 

 

 



The report is viewed as follows 

 

 

 

 

 

 



12. STEP 10: BIN CARD-DETAIL REPORT 

 

1. Under inventory reports 

2. Under Stock option 

3. Select the Bin card-Detail Report 

4. Put the tick to select 

5. Put the tick to select 

6. Put the tick to select 

 

 

 

1. From Date : Select the date from which 

2. To Date : Select the date to which 

3. Click to view the report 



The report is viewed as follows 

 

 

 

 

 

 

 

 

 

 

 

 

 



13. STEP 11: BATCH-DETAIL REPORT 

 

 

1. Under inventory reports 

2. Under Stock option 

3. Select the Batch-Detail Report 

4. Put the tick to select 

5. Put the tick to select 

6. To Date : Select the date to which 

 

 

 

1. Click to view the report 

 

 

 



The report is viewed as follows 

 

 

 

 

 

 

 

 

 

 

 

 

 



14. STEP 12: EXPIRED BATCH REPORT 

 

1. Under inventory reports 

2. Under Stock option 

3. Select the Expired Batch Report 

4. Put the tick to select 

5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 

 

 

 



15. STEP 13: EXPIRED TO- BE BATCH REPORT 

 

1. Under inventory reports 

2. Under Stock option 

3. Select the Expired To-Be  Batch Report 

4. Put the tick to select 

5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 

 

 

 



16. STEP 14: STOCK TRANSACTION REPORT 

 

 

1. Under inventory reports 

2. Under Stock option 

3. Select the Stock transaction Report 

4. Put the tick to select 

5. Put the tick to select 

6. Put the tick to select 

7. From Date : Select the date from whcih 

8. To Date : Select the date to which 

 

 

 

 

1. Click to view the report 



The report is viewed as follows 

 

 

 

 

 

 

 

 



17. STEP 15: STOCK VALUATION REPORT 
 

 

1. Under inventory reports 

2. Under Stock option 

3. Select the Stock valuation Report 

4. Put the tick to select 

5. Put the tick to select 

6. To Date : Select the date to which 

 

 

 

1. Click to view the report 

 

 

 

The report is viewed a follows 



 

 

 

 

 

 

 

 

 

 

 

 

 



18. STEP 16: STOCK VALUATION REPORT 2 

 

1. Under inventory reports 

2. Under Stock option 

3. Select the Stock Valuation Report 2 

4. Put the tick to select 

5. Put the tick to select 

6. From Date : Select the date from whcih 

7. To Date : Select the date to which 

 

 

 

 

1. Click to view the report 

 

 



The report is viewed as follows 

 

 

 

 

 

 

 



19. STEP 17: STOCK BY PERSON REPORT  

 

1. Under inventory reports 

2. Under Stock option 

3. Select the By Person Report 

4. From Date : Select the date from which 

5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 



 

 

20. STEP 18: STOCK VERIFICATION REPORT  

 

1. Under inventory reports 

2. Under Stock option 



3. Select the Stock verification  Report 

4. Put the tick to select 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

The report is viewed as follows 

 



21. STEP 19: STOCK ADJUSTMENT REPORT  

 

1. Under inventory reports 

2. Under Stock option 

3. Select the Stock Adjustment  Report 

4. Put the tick to select 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

The report is viewed as follows 



 

 

22. STEP 20: TRANSFER NOTES REPORT  

 



1. Under inventory reports 

2. Under Stock option 

3. Select the Transfer Notes  Report 

4. Put the tick to select 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

 

The report is viewed as follows 

 

 

23. STEP 21: AGE ANALYSIS REPORT  

 



1. Under inventory reports 

2. Under Stock option 

3. Select the Age Analysis  Report 

4. Put the tick to select 

5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 

 

24. STEP 22: FASTLY MOVING ITEMS REPORT  

 

1. Under inventory reports 



2. Under Stock option 

3. Select the Fastly Moving Items Report 

4. Put the tick to select 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

The report is viewed as follows 

 

STEP 23: SLOWLY MOVING ITEMS REPORt  

 

1. Under inventory reports 

2. Under Stock option 



3. Select the slowly Moving Items Report 

4. Put the tick to select 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

The report is viewed as follows 

 

STEP 24: PRODUCTION BATCH REPORT  

 

1. Under inventory reports 

2. Under Stock option 



3. Select the Production Batch Report 

4. Put the tick to select 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

The report is viewed as follows 

 

STEP 25: MATERIAL REQUEST NOTE REFERENCE REPORT  

 

1. Under inventory reports 

2. Under Reference Report option 



3. Select the Material Request Note Reference Report 

4. Enter the number 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

The report is viewed as follows 

 

STEP 26: PURCHASE REQUEST NOTE REFERENCE REPORT  

 

1. Under inventory reports 



2. Under Reference Report option 

3. Select the Purchase Request Note Reference Report 

4. Enter the number 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

The report is viewed as follows 

 

STEP 27: TENDER NOTE REFERENCE REPORT  

 

1. Under inventory reports 



2. Under Reference Report option 

3. Select the Tender Note Reference Report 

4. Enter the number 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

The report is viewed as follows 

 

STEP 28: QUOTATION REFERENCE REPORT  

 

1. Under inventory reports 



2. Under Reference Report option 

3. Select the Quotation Reference Report 

4. Enter the number 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

The report is viewed as follows 

 

STEP 29: PURCHASE ORDER REFERENCE REPORT  

 

1. Under inventory reports 



2. Under Reference Report option 

3. Select the Quotation Reference Report 

4. Enter the number 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

The report is viewed as follows 

 

 

STEP 30: GRN REFERENCE REPORT  

 



1. Under inventory reports 

2. Under Reference Report option 

3. Select the GRN Reference Report 

4. Enter the number 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

The report is viewed as follows 

 

STEP 31: ISSUE NOTE REFERENCE REPORT  

 



1. Under inventory reports 

2. Under Reference Report option 

3. Select the GRN Reference Report 

4. Enter the number 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

 

The report is viewed as follows 

 

STEP 32: PURCHASE INVOICE REFERENCE REFERENCE REPORT  

 



1. Under inventory reports 

2. Under Reference Report option 

3. Select the Purchase Invoice Reference Report 

4. Enter the number 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

The report is viewed follows 

 

STEP 33: TRANSFER NOTE REFERENCE REFERENCE REPORT  

 



1. Under inventory reports 

2. Under Reference Report option 

3. Select the Transfer Note Reference Report 

4. Enter the number 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Click to view the report 

 

The report is viewed as follows 

 

STEP 34: ITEM LIST REPORT  

 



1. Under inventory reports 

2. Under Master Report option 

3. Select the Item List Report 

4. Put the tick to select an option 

5. Put the tick to select an option 

6. Click to view the report 

The report is viewed as follows 

 

 

STEP 35: ITEM ACCOUNT REPORT  

 

 



1. Under inventory reports 

2. Under Master Report option 

3. Select the Item Account Report 

4. Put the tick to select an option 

5. Click to view the report 

The report is viewed as follows 

 

 

STEP 36: SUPPLIERS/CUSTOMERS REPORT  

 

1. Under inventory reports 

2. Under Master Report option 

3. Select the Suppliers/Customers Report 



4. Put the tick to select an option 

5. Click to view the report 

The report is viewed as follows 

 


