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How to Inactivate a Dept. Inventory (Exchange Cart) 

Use this routine to inactivate a Department Inventory 

 

Step 1 – Inventory (can be found under Requisition Desktop) 

 

In Inventory, click on Adjust on the right hand side 

 

 

 
 

 

 

 

 

 

 

 

 

 

 



  

De-Activate an Inventory / Exchange Cart  Page 4 of 9 

 

 

Step 2 – Adjust Stock 

 

From the Adjust Routine select the Inventory or Exchange Cart you are inactivating, followed by the date; 

 

  

 
 

Next select the items linked to this inventory and change the ‘QOH’ to ‘0’.  

 

Once you have changed all of the items to ‘0’ click on ‘Save’. 
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Step 3 – Mass Edit Stock 

 

Go to the Item Stock Processing Desktop and select Mass Edit Stock 
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Step 4 – Select Stock to Edit 

 

Enter the name of the Inventory your are editing 

 

        Choose ‘BEGINNING’ to ‘END’ and Include ‘ACTIVE’ 

 

 
 

Step 5 – Select Fields 

 

Select the fields you wish to mass edit: In this case you want to edit all ‘Active’ stock. 

 

 
 

Click ‘OK’ once you have selected all fields you want to mass edit.    
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Step 6 – Update Fields 

 

This will bring you to the Inventory / Stock and fields you have selected to change. In this case you will 

change the ‘Active’ field from ‘Y’ to ‘N’ and ‘Save’ 
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Go through all of the stock in this inventory until you are have updated each stock item. 

 

 

 

 

Step 7 – Deactivate the Inventory 

 

Now that all of the quantities on hand have been adjusted to zero and the stock have been inactivated on 

the inventory we can now Deactivate the Inventory.  

 

Go to Dictionaries and Inventory and Enter/Edit 
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Step 8 – Deactivate the Inventory 

 

Select the Inventory Mnemonic, change ‘Active’ form ‘Y’ to ‘N’ and ‘Save’. 

 

 


