
How to do EOM inventory procedure 
  

 
  
Go to Data Entry, Inventories, Inventory Entry Form 
  
  

 
  
  

Click on Create to start new inventory. 
  
  



 
  
  

Select your template or Choose Profit Center Full to start from scratch. 
  
  
  

 
  



Set the inventory date to the end of the month, and Time of Inventory to 11:59PM.  Toggle Period-End 
Inventory and set to the last day of the month. 
Click on Details. 
  
  

 
 Click on item you are counting and let information load. 

  
 Enter count in the Quantity box and use the pull down to change units. 



 

 
  
If quantities are correct, click Update to finalize or click on enter. 

 
Item will have a check mark next to it and the next item on the list will be selected for entering the 
inventory. 
  

 
  
Click on Update template to update any changes to an existing template or click New template to create 
a new one. 
  
When inventory enter is completed, click on Complete (1 of 2) 



 
  
On Pop up, click OK. 
   

 
Check for Critical Issues and Warnings.  Toggle Print when completed to print out automatically and click 
on Complete (2 of 2). 
  
If you need to edit your inventory, go to Inventory Entry form and on the Inventory Form Selection , click 
on Edit. 

 
Click on the Inventory to open. 


