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Inventory:

Overview

Currently, the BHA maintains one centralized warehouse for the most often ordered supplies.  The value of this warehouse is approximately
$500,000 with monthly transaction volume of $150,000.  The inventory stocked in this warehouse is maintained in a computer system, which is
not accessible to other BHA staff.  Many departments and developments also maintain individual supply rooms and/or closets.  Because this
inventory is expensed to the department or development when issued, this inventory is maintained outside of the central inventory or not at all.
Our redesigned process focuses on giving BHA staff access to reviewing the availability of stock and the lead time needed to acquire out of stock
items.  Our process also focuses on providing a method of maintaining counts for stock, which has already been expensed.
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O R D E R I N G  I N V E N T O R Y :

§ Sys tem shou ld  check  mu l t i p l e  wa rehouses  /  l oca t i ons  f o r  i nven to ry

§ Sys tem shou ld  l i s t  ava i lab le  s tock  by  loca t ion  in  user -de f ined  o rder  (s i te  loca t ion  f i r s t )

§ Sys tem shou ld  es t ima te  de l i ve ry  da te  f o r  i t ems  on  back -o rde r  a t  t he  cen t ra l  wa rehouse

§ Sys tem shou ld  a l l ow  emp loyees  to  v i ew  on l y   ce r ta in  s tock  l oca t i ons  based  on  secu r i t y

§ Sys tem shou ld  va l i da te  tha t  budge t  do l l a rs  a re  ava i l ab le  fo r  th i s  i t em

§ Sys tem shou ld  f l ag  t he  Budge t  Depa r tmen t  when  ce r t a i n  t h resho lds  have  been  reached

§ Sys tem shou ld  ma in ta in  ac tua l  i t em cos ts  fo r  t he  pu rpose  o f  t rans fe rs

§ Sys tem shou ld  be  ab le  to  i ssue  s tock  in  a  d i f f e ren t  quan t i t y  than  o r ig ina l l y  rece ived

§ Sys tem shou ld  a l l ow  use rs  t o  sea rch  fo r  an  i t em by  s tock  number

§ Sys tem shou ld  a l l ow  use rs  to  sea rch  fo r  an  i t em by  pa r t i a l  desc r ip t i on

§ Sys tem shou ld  a l l ow  use rs  t o  sea rch  f o r  an  i t em by  vendo r

§ Sys tem shou ld  ma in ta in  t o ta l  i t em coun ts  (on -hand )

§ Sys tem shou ld  ma in ta in  to ta l  i t em coun ts  (on -ho ld  fo r  app rova l )

§ Sys tem shou ld  ma in ta in  t o ta l  i t em coun ts  (on  o rde r )

§ Sys tem shou ld  ma in ta in  repo r t s  on  the  movemen t  o f  i t ems  be tween  i nven to ry  l oca t i ons

§ System shou ld  a l low fo r  spec i f i c  p ro jec ts  to  be  iden t i f i ed  in  the  reques t  fo r  s tock  (ex :

un i t  tu rnover )

§ Sys tem f l ags  reques to r  when  add i t i ona l  componen ts  may  be  needed  (ex :  i f  p r i n te r  i s

o rde red ,  sys tem sugges ts  o rde r i ng  a  cab le )

U P D A T I N G  I N V E N T O R Y :

§ Sys tem shou ld  au toma t i ca l l y  upda te  i nven to ry  when  goods  a re  rece i ved

§ Sys tem shou ld  au tomat i ca l l y  ad jus t  app rop r ia te  gene ra l  l edge r  accoun ts  f o r  t r ans fe rs

§ Sys tem shou ld  rese rve  inven to ry  fo r  reques to rs  wa i t i ng  fo r  approva ls

§ Sys tem shou ld  rou te  reques t  t o  app rop r ia te  app rove rs  based  on  use r -de f i ned  c r i t e r i a  ( cos t ,  i t em,  e t c )

§ Sys tem shou ld  no t i f y  r eques to r  when  reques t  has  been  den ied

§ Sys tem shou ld  no t i f y  r eques to r  o f  t en ta t i ve  de l i ve ry  da te  once  reques t  has  been  app roved

§ Sys tem shou ld  no t i f y  Accoun t s  Payab le  when  i t em  has  been  rece i ved  f r om an  ou t s i de  vendo r

M A I N T A I N I N G  I N V E N T O R Y :

§ Sys tem shou ld  ma in ta in  cu r ren t  s tock  loca t ion

§ Sys tem shou ld  ma in ta in  s tock  i n  t rans i t  f rom one  loca t ion  to  ano the r

§ Sys tem shou ld  ma in ta in  loca t ion  o f  i t ems  w i th in  loca t ions  (a i s les ,  rows ,  b ins ,  e tc )

§ System shou ld  have  the  ab i l i t y  to  per fo rm fu l l  o r  par t ia l  inven tor ies

§ Sys tem shou ld  ma in ta i n  coun t  d i sc repancy  t o l e rances  and  o rde r  au toma t i c  r ecoun t s  when

t h r e s h h o l d s  a r e  e x c e e d e d

§ Sys tem shou ld  have  the  ab i l i t y  to  reco rd  mu l t i p le  un i t s  o f  measure  fo r  the  same i tem

§ Sys tem shou ld  a l l ow  a  superv i so r  t o  rev iew  and  app rove  i nven to ry  ad jus tmen ts  p r i o r  t o

commi t t i ng  the  ac tua l  coun ts

§ Sys tem shou ld  ma in ta i n  max imum s tock  l eve l s

§ Sys tem shou ld  ma in ta in  m in imum s tock  l eve l s

§ Sys tem shou ld  ma in ta in  re -o rde r  po in t s

§ Sys tem shou ld  ad jus t  re -o rde r  po in t s  au tomat i ca l l y  based  on  the  season

§ Sys tem shou ld  ma in ta in  i nven to ry  coun ts  f o r  expense  i t ems  w i thou t  impac t i ng  the  i nven to ry

genera l  l edger  l i ne  i t em

§ Sys tem shou ld  t rack  she l f  l i f e  o f  an  i t em and  f l ag  supe rv i so r  when  p roduc t  shou ld  be

r e m o v e d

§ Sys tem shou ld  au toma t i ca l l y  gene ra te  rep len i shmen t  r eques t  t o  app roved  supp ie r s  when

use r -de f i ned  t h reshho lds  a re  r eached

§ Sys tem shou ld  ma in ta in  i t em usage  repo r t s  f o r  t he  pu rpose  o f  de te rm in ing  re -o rde r  po in t s

§ Sys tem shou ld  a l l ow  phys i ca l  i n ven to r y  coun t s  t o  be  up loaded  f r om a  handhe ld

§ Sys tem shou ld  a l l ow  phys i ca l  i nven to ry  coun ts  t o  be  up loaded  f rom th i rd  pa r t y  app l i ca t i ons

§ Sys tem shou ld  a l l oad  hoc  repo r t i ng  a round  a l l  i nven to ry  i t ems  and  t ransac t i ons

§ Sys tem shou ld  ma in ta i n  d i sc repanc ies  be tween  s tock  i s sued  and  s tock  rece i ved

§ Sys tem shou ld  a l l ow  s tock  numbers  t o  be  a l pha -numer i c

§ Sys tem shou ld  a l l ow  s tock  numbers  t o  be  a  use r -de f i ned  l eng th

§ Sys tem shou ld  t rack  fa i l u re  ra tes  o f  use r -de f i ned  p roduc ts

§ Sys tem shou ld  ma in ta in  use r -de f ined  in fo rmat ion  (no tes  f i e lds )  fo r  each  i t em

§ Sys tem shou ld  ma in ta in  p re fe r red  vendo r  i n fo rma t i on

§ Sys tem shou ld  ma in ta in  vendor  s tock  number  i f  app l i cab le

I N T E R F A C E S :

§ Sys tem shou ld  i n te r face  w i th  handhe ld  dev i ces

§ Sys tem shou ld  i n te r face  w i th  o the r  th i rd  pa r t y  sys tems  (such  as  exce l )

when  handhe lds  a re  no t  ava i l ab l e

§ Sys tem shou ld  i n te r f ace  w i t h  a  pu rchase  o rde r  sys tem

§ Sys tem shou ld  i n te r face  w i th  a  th i rd -pa r t y  work  o rde r  sys tem

§ Sys tem shou ld  i n te r face  w i th  a  f i xed  asse t  sys tem

§ Sys tem shou ld  i n te r face  w i th  a  gene ra l  l edge r  sys tem

§ Ssy tem shou ld  i n te r f ace  w i t h  an  accoun ts  payab le  sys tem

§ Sys tem shou ld  i n te r face  w i t h  a  budge t  sys tem
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1. Maintaining Inventory: System should maintain current stock location 1

2. Maintaining Inventory:
System should maintain stock in transit from one location to
another 2

3. Maintaining Inventory:
System should maintain location of items within locations
(aisles, rows, bins, etc) 1

4. Maintaining Inventory:
System should have the ability to perform full or partial
inventories 1

5. Maintaining Inventory:
System should maintain count discrepancy tolerances and
order automatic recounts when thresholds are exceeded 2

6. Maintaining Inventory:
System should have the ability to record multiple units of
measure for the same item 2

7. Maintaining Inventory:
System should allow a supervisor to review and approve
inventory adjustments prior to committing the actual counts 2

8. Maintaining Inventory:
System should maintain maximum stock levels

1

9. Maintaining Inventory: System should maintain minimum stock levels 1

10. Maintaining Inventory:
System should maintain re-order points

1

11. Maintaining Inventory:
System should adjust re-order points automatically based on
the season 2

12. Maintaining Inventory:

System should maintain subsidiary inventories of items
which have already been expensed to the department or
development (ex: office supplies maintained by a
department; cleaning supplies for a maintenance shop)

1

13. Maintaining Inventory:
System should track shelf life of an item and flag supervisor
when product should be removed 3

14. Maintaining Inventory:
System should automatically generate replenishment
request to approved suppliers when user-defined thresholds
are reached

3

15. Maintaining Inventory:
System should maintain item usage reports for the purpose
of determining re-order points 1
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16. Maintaining Inventory:
System should allow physical inventory counts to be
uploaded from a handheld 3

17. Maintaining Inventory:
System should allow physical inventory counts to be
uploaded from third party applications 3

18. Maintaining Inventory:
System should allow ad hoc reporting around all inventory
items and transactions 1

19. Maintaining Inventory:
System should maintain discrepancies between stock issued
and stock received 1

20. Maintaining Inventory: System should allow stock numbers to be alpha-numeric 1

21. Maintaining Inventory:
System should allow stock numbers to be a user-defined
length 2

22. Maintaining Inventory: System should track failure rates of user-defined products 3

23. Maintaining Inventory:
System should maintain user-defined information (notes
fields) for each item 3

24. Maintaining Inventory:
System should maintain preferred vendor information

3

25. Maintaining Inventory: System should maintain vendor stock number if applicable 1

26. Updating Inventory:
System should automatically update inventory when goods
are received 1

27. Updating Inventory:
System should automatically adjust appropriate general
ledger accounts for transfers 1

28. Updating Inventory:
System should reserve inventory for requestors waiting for
approvals 2

29. Updating Inventory:
System should route request to appropriate approvers based
on user-defined criteria (cost, item, etc) 2

30. Updating Inventory:
System should notify requestor when request has been
denied 2

31. Updating Inventory:
System should notify requestor of tentative delivery date
once request has been approved 2

32. Updating Inventory:
System should notify Accounts Payable when item has been
received from an outside vendor 1
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33. Updating Inventory:
System should automatically calculate maximums and
minimums based on actual usage by warehouse 2

34. Updating Inventory:

System should prompt user when actual usage fluctuates
within a user-defined percentage of set maximums and
minimums.  User should adjust maximums and minimums
manually

2

35. Updating Inventory:

System should allow user to exclude specific stock issues
from automatic maximum and minimum calculation (ex: one
time orders for a specific project – the binders for the Needs
Assessment)

3

36. Ordering Inventory:
System should check multiple warehouses / locations for
inventory 2

37. Ordering Inventory:
System should list available stock by location in user-defined
order (site location first) 1

38. Ordering Inventory:
System should estimate delivery date for items on back-
order at the central warehouse 3

39. Ordering Inventory:
System should allow employees to view only certain stock
locations based on security 2

40. Ordering Inventory:
System should validate that budget dollars are available for
this item 1

41. Ordering Inventory:
System should flag the Budget Department when certain
thresholds have been reached 1

42. Ordering Inventory:
System should maintain actual item costs for the purpose of
transfers 2

43. Ordering Inventory:
System should be able to issue stock in a different quantity
than originally received 2

44. Ordering Inventory:
System should allow users to search for an item by stock
number 1

45. Ordering Inventory:
System should allow users to search for an item by partial
description 1

46. Ordering Inventory:
System should allow users to search for an item by vendor

1

47. Ordering Inventory:
System should maintain total item counts (on-hand)

1
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48. Ordering Inventory:
System should maintain total item counts (on-hold for
approval) 2

49. Ordering Inventory:
System should maintain total item counts (on order)

1

50. Ordering Inventory:
System should maintain reports on the movement of items
between inventory locations 2

51. Ordering Inventory:
System should allow for specific projects to be identified in
the request for stock (ex: unit turnover) 1

52. Ordering Inventory:
System flags requestor when additional components may be
needed (ex: if printer is ordered, system suggests ordering
a cable)

3

53. Interfaces: System should interface with handheld devices 2

54. Interfaces:
System should interface with other third party systems
(such as excel) when handhelds are not available 2

55. Interfaces:
System should interface with a purchase order system

1

56. Interfaces:
System should interface with a third-party work order
system 2

57. Interfaces: System should interface with a fixed asset system 1

58. Interfaces:
System should interface with a general ledger system

1

59. Interfaces: System should interface with an accounts payable system 1

60. Interfaces:
System should interface with a budget system

1


