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Inventory Asset Tracking 

With Inventory capsule features, the scheduled usage of assets can be 

recorded including dates, times, location, and contacts. 

 

To start, decide if you want to categorize these movements with an Inventory Type.  The advantage of an Inventory Type 

would be for dealing with many transactions involving a specific material or piece of equipment. Having an Inventory Type 

for specific pieces of equipment or materials would make it easy to default that field and the Effect on Balance when 

entering new Inventory records.  

 

Next, create a new Inventory record using the New icon (      ) in the Inventory capsule. 

 

 

 

 

 

 

 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If the Effect on Balance is none, do not update the Quantity field. If it is set to Increase or Decrease, update the 

Quantity accordingly. Enter the date and time the new inventory should take effect. 

 

Use the Vendor, Description, Tenant, Contact, and Location fields to add any additional information regarding the 

inventory movement. 

 
Reminder: Once Inventory records are created, they cannot be edited.  

 

Inventory Types to default 

values into these fields 
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Inventory Movement Report 

This report tracks the movement of materials, equipment, or both, showing changes in quantity and the date changed. 

Choosing the Detail report type will show the location, tenant, contact and type of inventory transaction that affected the 

balance. 

 

An example of the Inventory Movement Report 


