
CMS Best PracticesCMS Best Practices

Physical Inventory



Physical InventoryPhysical Inventory

• At the end of each month, there is a count of the t t e e d o eac o t , t e e s a cou t o t e
inventory items at your site 
– This count is entered into CMS 
– This Physical Inventory count updates the on-hand 

inventory values

• The sites need to complete their physical 
inventories by the last working day of everyinventories by the last working day of every 
month in order to comply with FSD policies and 
procedures p



CMS Best Practices ObjectiveCMS Best Practices Objective
• Physical Inventory Worksheet 

– PrintPrint 
– Manually count and record all items on inventory worksheet

• Key into CMS the Physical Inventory countKey into CMS the Physical Inventory count
– As you enter the information, notice the total value column 
– If the amount is excessive, make corrections

• Before completing the inventory, review the Physical Inventory Value 
Report 
– Verify that the Physical Inventory was entered into CMS correctly

• Look for abnormal dollar amounts
– Make necessary corrections

O ll it t d d ifi d tl i th t k• Once all items are entered and verified correctly in the system, mark 
the Physical Inventory as “Completed”



The Physical Inventory WorksheetThe Physical Inventory Worksheet

• Print a copy prior to py p
conducting the 
physical inventory of 
all items on handall items on hand

• The list consists of all 
inventory items in ainventory items in a 
school site 

• It is used to record• It is used to record 
the actual physical 
counts



Accessing The Physical Inventory ScreenAccessing The Physical Inventory Screen

G B k f h H• Go to Back of the House

• Inventory Management  

• Physical Inventory 

• Physical Inventory• Physical Inventory 
Counts 

• The Physical InventoryThe Physical Inventory 
Counts screen displays



Enter Physical Inventory CountsEnter Physical Inventory Counts

• Select the inventory dateSelect the inventory date

• Make sure you select the 
correct;correct;

•Month
•Year 

• Click OK



Enter Physical Inventory Counts (cont)Enter Physical Inventory Counts (cont)
• Ensure the items are 

entered correctly

• Units
– Yield of the case

• Case Quantity• Case Quantity
– Full, unopened cases only

• Broken Quantity
– Amount left in the openedAmount left in the opened 

case, partial quantities

• Pay attention to the total 
value column as you are 
i tti itinputting items

– If the amount is excessive 
you may have entered the 
broken quantity incorrectly 

– Example: item entered as a p
whole number, rather than 
a decimal 



Physical Inventory Value ReportPhysical Inventory Value Report
• Before you complete 
your Physical Inventory y y y
you must review the 
Physical Value Report to 
ensure the values are not 
excessive

• Go to Reports > 
I t Ph i lInventory > Physical 
Inventory Value

• Select All Sites under• Select All Sites under 
Site Selection

• Click on the PreviewClick on the Preview 
button to review the 
report



Physical Inventory Value Report (cont)Physical Inventory Value Report (cont)
• Review the total dollar 

amount of the inventory 
enteredentered.  

– If the total dollar 
amount is excessive , 
check each type and yp
category to see where 
the error may have 
been made

• Go back to the Physical 
Inventory to make any 
correction needed

• Rerun the Physical• Rerun the Physical 
Inventory Value report

• recheck the totals

– If amounts areIf amounts are 
acceptable go back and 
mark the Physical 
Inventory complete



Complete Physical InventoryComplete Physical Inventory

• Once your  Physical 
I t h b dit dInventory has been edited 
and the inventory is 
acceptable, check the 
“completed” boxcompleted   box.

• A prompt  will come up 
inquiring if you are satisfiedinquiring if you are satisfied 
that the inventory amounts 
are correct, click “OK”

–If not, click “No” and 
make changes


