SOP: Data Entry and Updating Inventory Management
Systems

This SOP details the procedures for data entry and updating inventory management systems, including accurate
recording of incoming and outgoing stock, regular updates to inventory levels, verification of data accuracy, handling
discrepancies, and ensuring real-time inventory tracking. The purpose is to maintain up-to-date inventory records,
improve stock management efficiency, and support effective decision-making within the organization.

1. Purpose

To establish a standardized process for accurate and timely data entry in inventory management systems, ensuring
effective tracking and control of stock levels.

2. Scope

This SOP applies to all employees responsible for inventory data entry, stock reconciliation, and inventory accuracy
within the organization.

3. Responsibilities

¢ Inventory Staff: Accurately record all inventory transactions.
¢ Supervisors: Verify inventory records and address discrepancies.
¢ Management: Oversee adherence to SOP and approve adjustments.

4. Procedure

1. Logging into the Inventory System
o Access the authorized inventory management software using unique credentials.
o Verify user profile and permissions.
2. Recording Incoming Stock
o Receive delivery and check goods against purchase orders and packing lists.
o Enter the following details into the system:
s Date of receipt
ltem description/SKU
Quantity received
Supplier information
Batch or lot number (if applicable)
s Warehouse/storage location
o Attach or upload delivery documentation (e.g., scanned invoices) if required.
3. Recording Outgoing Stock
o Verify the outgoing stock against approved sales orders or requisitions.
o Update the system with:
s Date of dispatch
ltem description/SKU
Quantity dispatched
Recipient/customer details
Reference/order number
Warehouse/storage location
o Attach or upload dispatch documentation as applicable.
. Regular Updates and Inventory Adjustments
o Schedule periodic stock counts (weekly/monthly/quarterly as required).
o Record results in the system; log any adjustments with justification.
5. Data Accuracy and Verification
o Review entered data daily for typographical errors or inconsistencies.
o Supervisors must audit a sample of entries regularly for accuracy.
. Handling Discrepancies
o Investigate mismatches between physical and recorded inventory.
o Ifdiscrepancies are found, document the issue and notify a supervisor.
o Pending investigation, mark affected items for review in the system.
7. Real-Time Inventory Tracking
o Ensure all stock movements are updated immediately after transaction.
o Utilize system features for alerts on low or excess stock levels.
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5. Records and Documentation

¢ All supporting documents (POs, receipts, dispatch notes) must be filed electronically or physically for audit

purposes.

¢ Maintain backup copies of system entries as per IT policy.

6. Review and Continuous Improvement

¢ This SOP will be reviewed annually, or as needed, to reflect process improvements or changes in inventory

software.

¢ Feedback from staff should be collected and incorporated into future revisions.

7. Appendix

Term
SKU
PO

Inventory Adjustment

Definition
Stock Keeping Unit 4€“ a unique identifier for each inventory item
Purchase Order

Correction made in the system to reconcile differences between recorded and physical stock
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