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On occasion it may be necessary to transfer product from one service center to another. The accounting
tool used to track and manage these transfers is called a journal voucher, or JV. The JV credits the service
center transferring the product, ensuring their inventory count and value reflects the reduction in product.
At the same time, it debits the receiving service center, ensuring their inventory count and value reflects
the addition in product. The amount of the credit must always equal the amount of the debit. By JV’ing the
material, we ensure the month end usage calculations are accurate.

Microsoft D365 handles JVs as a transfer of product from one service center to another.
e The inventory line itself gets transferred (not just the dollar amount)
e This will allow the receiving service center to then issue it and use it as normal.

This process must be completed the same day product is transferred between service centers.
How to send and receive Journal Vouchers

Log-in to Microsoft D365.
Click on the Modules Pane ( = top left).

N —
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3. Click on “Inventory management” from the menu items.

&= Modules

-; Inventory management

I Inventory management

“roject management 3

accounting

4. Click “Expand all” (top of the pullout menu).

@ Expand all

Inbound o1

5. Under the Inbound orders menu, click “Transfer order”.

@ fepandall B Collapse all

Inbound Ul

ransfer orner

Qutbound crders

Journal entries
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Steps To Sending Journal Vouchers:

1. Click “New” (top left corner).

= & edit New ] pelete  Ship Receive Options

{a Operat] New

2. Click the “From warehouse” pulldown menu. A warehouse is anywhere inventory is stored. This
includes the warehouse cage and individual vehicles inventory. You may have to search for your
individual office by searching W-SCxxx. The xxx is the service center number. An example includes
W-SCO001 equals Service Center 1 and W-SC120 equals Service Center 120.

Transfer order header

OVERVIEW From warehouse

3. Click the warehouse you want to transfer product from. This example shows W-SCO001 as Site
SC001 in the North Orlando office.

sc001 ‘ ' | 3/
Warehouse | Name ite

North Orlando SCO0
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4. Click the “To warehouse” pulldown menu.

Transfer order header

OVERVIEW From warehouse To warehouse

5. Click the warehouse you want to transfer to. This example shows W-SC019 as Site SC019 in the
Oviedo office.

To warehouse Ship date STAL

W-5C012 Oviedo SCO019

6. Select “+ Add” from the Transfer order lines.

order lines
\ddl Remave
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7. Type the name of the product you would like to transfer into the search menu. This example shows
the first three letters for Advion Insect Granules.

Tran o _ .
Ac LAWN-Advion Insect Granule 25... 510200
DONOTUSE- Advance TBS (case..

8. Click the product you would like to transfer.

tem number | % Search name Product name lem group
| AdvCompZ2ait Advance DONOTUSE- Advance Compress... 510500 Item
1 ADVERTGEL do_not use DONOTUSE- Advert gel, tube 510700 ten

AavinspCart Advance DONOTUSE- Advance Inspectic.. 510500 tem

AdvioninsG Advion PEST-Advion Insect Granule 25#... 510700 Item

AdvionlnsGL LAWN-Advion Insect Granule 25... 510200 tem
! AdvTES OIS Advance TRS (cass.. 510500 tem
[ | - n

9. Click and adjust the “Transfer quantity” to the amount being transferred from one warehouse to
another warehouse.

AdvioninsG =
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10. Click “Save” (top left corner).

— =l Save New D) Delete Ship

Receive  Options

11. Click “Ship transfer order” (top left corner).

=l Save New I Delete  Ship  Receive  Options

ship transfer arde

12. Click “OK” (bottom right corner). Send an email notifying the receiving service center they must
receive the JV same day.

Cancel

APPROVED BY: EFFECTIVE DATE:
Tony Massey December 21, 2021 Page 6 of 8




MASSEY

IsErRVICES INnNC._|

POLICIES & PROCEDURES

NUMBER _SPP 806

SECTION: M&S CONTROL

SUBJECT: Procedure- Send and Receive

Product Between Service Centers

Steps To Receiving Journal Vouchers:

1. Locate and click the transfer number from the list.
MSC-00054S Shipped W-SC016 W-SC177 171972021 171972021
MSC-000550 W-SC002 25/2021 2/25/2021
M5 N-SC019 3 1 25,2021
M: W-5C060 W-5C187 2542021 37252021
MSC 000554 Shipped W-SC001 W-SC019 3/31/2021 2/31,2021
2. Click “Receive” (top menu).
= & dit Mew [0] Delete  Ship  Receive  Options
{n Operatians
~,’:
3. Click “Receive” (top left corner).
= & ednt New o] Delete  Ship Receive  Options
'_"I» Heoeive
Receive ‘
»
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4. Verify the information is correct.

5. Click “Ok” (bottom right corner).

N

m Sat:" Cancel
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