
Stock Management

Stock Management is viewing and managing stock managed and maintained by the Logistics
Cluster in one or more locations. 

This chapter explains how to register losses and damages to cargo in stock, release cargo to
the final customer, and perform inventory counts.

 

 

Stock Management is divided into five key parts: 

Planning
Release Orders
Lost from Stock
Release History
Inventory Count

Planning

The "Planning" tab allows RITA operators to manage their stock. They can view the
consignment details via the stock disposition screen, register losses and/or damages in
storage, release goods to the final customer, and print a stock card.

 

The initial screen lists all the items received in storage, at a transshipment point, or the
customer's address, along with their basic details and shipping information.

The page provides the operators with three additional options for viewing the file:
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They can switch the presentation mode from item level to consignment view (card-based)
They can see the graphs showing the utilization of storage.
Also, export the consignment details to XLS or a PDF file.  

Stock Disposition

Please refer to the chapter "Consignment Identification".

Register Damages 

When items are stored in a designated warehouse (storage/transshipment point/customer
address), the operators can record any damages or losses reported during the inspection. To
register the damage to the items in storage, click on the option “Register Damages” within the
box.   
 

 

The operator should provide the number of damaged items, the damage report number, and
comments. Please note that RITA only accepts damaged quantities in Inventory Units.

 

Register Losses
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When items are stored in a designated warehouse (storage/transshipment point/customer
address), the operators can record any losses noted during an inspection. To register the loss
of items in storage, click on the option “Register Losses” within the box.  

 

The operator must provide the quantity of lost items, the loss report number, and any
comments. Please note that RITA only accepts lost quantities in inventory units.

 

Print Loss Report

Within the “Loss Register” box, users can select “Print Loss Report,” which enables the RITA
operator to generate automatic forms for the lost items in the consignment.

The loss Report includes the following details:

Consignment
Description:

Description of the missing items, including product category,
quantities, units of measurement, their condition, volume, and
weight. 

Loss
Reported
Location:

The exact location where the loss occurred.
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Loss
Reported

Date:
It reflects the date on which loss is registered in RITA

Loss Report
Number:

 The report number is automatically generated by RITA.

Comments:

The RITA operator must provide a detailed account of how the loss
occurred, including possible reasons such as mishandling, theft, and
errors. They should give the approximate financial value of the lost
or damaged goods and recommend steps to prevent similar losses if
available.

Signatures: Relevant personnel, such as warehouse managers and storekeepers,
must sign the loss report to verify it.

 

 

All the consignments with registered losses are listed under the
“Lost from Stock” section of the “Dispatches” screen. To reverse
the losses, the operator must go to the section “Cancel Losses” and
follow the steps of reversal 

 

Release to Customer

The “Release to Customer” button is selected to transfer the goods to the customer. The stock
planning records all the cargo received in storage, at a transshipment point, or at the customer
address that has not been released to the customer. 
Even though items have been dispatched and receipt confirmed at the destination, the
consignment still needs to be released to the customer so it can no longer be considered in the
inventory. Therefore, for all the releases, the operator must open the “Planning” tab of the
“Stock Management” screen.
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Clicking on the option “Release to Customer,” the following window will appear:

 

Transport
Company or

Organization
released to:

Insert either the name of the organization receiving the items or
the name of the transport company picking up the items on behalf
of the receiver.

Actual Date of
Release:

Provide the actual date of release of the items.

Document
Number:

If there is a document confirming the receipt, insert the document
number- for example, Waybill # or GRN #

Actual Person
Items Release

to:

Insert the name of the organization’s representative receiving the
items or the name of the driver of the transport company. 

Receiving
Organization

contact:

Provide the contact details of the organization that received the
consignment. 
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How was the
reception

verified:

This explains how the RITA operator confirmed that the customer
has received their items, either verbally by Phone, in writing by
email, or through a Goods Received Document (this can be a
signed Waybill).  

Additional
details:

Any additional information, such as transport type, truck plate
number, etc., that the operator may want to type for the release.
 

After completing the fields, click “Release Goods” to confirm the final release of the cargo to
the customer.

 

When goods are finally released to the customer, the consignments
are listed under the “Release History.” Therefore, the operator must
find the consignment under “Release History” to cancel the releases
and follow the reversal steps.

 

Print Goods Release Note

Rita allows users to automatically print the "Goods Release Note" from the system. This note
acts as an official record confirming the release of a shipment to the final customer. It includes
all relevant details of the shipment provided by the RITA operator at the time of release
outlined below:

Description of items being released, including quantity, units, weight, volume, and value
Exact date when the items were handed over to the final customer.
Details of the person or organization receiving the goods
Signature of responsible parties, including both service provider and receiving
organization.
Document Number (if any) manually entered by the service provider at the time of
release.
When the RITA operator checks the box to print the released goods, the system
automatically generates a goods release note number, which is then printed.



 

 

RITA Operators can also generate automatic Goods Release Notes
from the “Release History” tab in the Stock Management screen.
Please refer to “Release History.”

 

Print Stock Card

Click on “Options” and select “Print Stock Card" from the dropdown menu
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The “Print Stock Card” option automatically enables the RITA operators to produce Stock
Cards from RITA. A stock card is a physical record used to track the movements of specific
items in and out of the warehouse.
Stock cards are specific to each line item, and the QR code enables access to full
consignment details. 

 

 

The following are the details listed on the stock card form: 

Consignment number and line-item number.
Sending and receiving organization details.
Item description such as its name, product category, unit quantity and packaging, batch
number, temperature range, and dangerous goods identification (if any).
The dates on which the inventory transactions (such as receiving, dispatching, releasing,
damage loss, found) occur.
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Any document number such as waybill, goods received/released note, or damage/loss
report.
Quantity of stock added or removed from the inventory and balance quantity after each
transaction
Initials/Signature of the storekeeper or any authorized personnel. 

Release Orders

Release Order Form

The "Release Order Form (ROF)" is a standardized document that must be completed by any
organization requesting cargo release from a storage location managed by the Logistics
Cluster (including requests for transporting cargo to the final destination). 

Users can submit release requests by email or through RITA's online platform. The online ROF
can be shared with any party using a link or can be found on each country's website.

Online Release Orders

Upon receipt of the online release order form, a notification will be displayed on the “Release
Order” tab under the “Stock Management” screen.

After clicking the "Release Order" tab, the operator will have four options, which are explained
below:

Reject Release Order

Click on the option and select “Reject Release Order” from the dropdown menu:
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A dialog box appears. Under the comment section, the operator must provide a valid reason
for rejecting the release request and click on “Reject Release Order."

 Note: The person who submitted the online release order will be notified when the release
order is rejected, and notes on the rejection will be included. 

Accept & Release

RITA operator should select the option “Accept and Release” to approve the release request of
the cargo from any given warehouse. 

A box will appear where the operator should enter the following details:

The transport company or organization to which the cargo is released.
The actual date of release.
The document number.
The exact person to whom the items are released.
Documents verifying reception.
Any additional details the operators may want to include.
Print Goods Release Note

For guidance on filling in the release details, please refer to paragraph “Release to Customer”
under the chapter Stock Management- "Planning." 
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Accept & Transfer

When the release request involves transportation to a destination, the RITA operator must
select the “Accept & Transfer” option. 
 

A box appears displaying all the planned journeys, and the operator needs to assign the
released item to the journey designated for the transport. Note: The operator must first plan a
journey in the “Dispatches” screen (For instructions on adding a new journey, please refer to
"Planning and Managing a Journey." under Dispatches. 

Print Release Order Form

The print release order option enables the RITA operator to print the release request form
submitted by the customer online. 
Click on Options and select “Print Release Order Form” from the drop-down menu.
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The details in the release order form include the following: 

Release order number generated automatically from RITA. 
Requested release date of the items.
Requested release location
Receiver organization name.
Product description, such as consignment number and line-item number, product
category, item name, packaging units, weight, volume, quantity requested for the release,
total volume, and weight.
Name of the preparer.

 

User notification system: When users request cargo release through
manual or online ROF, alert emails will be sent to requestors and
RITA operators, alerting key personnel and documenting the
workflow.

 

Manual Release Form

Users can also submit an email containing an Excel attachment to request the release of their
cargo. In these cases, the operator can facilitate the release through the Stock Management-
"Planning" page. For detailed instructions on how to process the release, please refer to the
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section titled “Release to Customer” in the Stock Management chapter under "Planning."

Lost from Stock

If cargo is reported as lost during storage, at a transshipment point, or after it has been
delivered to the customer's address, it will be classified as "Lost from Stock." To register the
loss, users should navigate to the Stock Management tab and click "Lost from Stock."

 

The RITA operator has two options regarding this process.

Option 1: The “Cancel” option enables the RITA operator to cancel previously registered
losses. 

Option 2: “Print Loss Report” allows the RITA operator to automatically generate forms for the
registered lost items in the consignment. A loss report can be generated immediately upon
registration of the lost items. Refer to "Print Loss Report" under the stock management-
planning chapter. 

Cancel Losses

The operator can cancel the losses previously registered as “items found.” The steps to Cancel
Losses are listed below:  

Step 1: Click the “Lost from Stock” tab on the “Stock Management” page.  

Step 2: Use the “Show Filter” option in the top right section to find the consignment that must
be canceled. The operator can search the consignment by its number, actual date of dispatch
receipt, or actual date of receipt, or by providing any other details of the consignment in the
search box.  
 

 Step 3: Click on the “Options” tab towards the right end of the selected consignment and
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select the option “Cancel”.  

 

Step 4:  A box appears that allows the operator to provide the details such as quantity of items
found, report number, and comments if any. Further the operator must click on the “Cancel”
button to confirm the cancellation of losses registered for the selected consignment. By doing
so, the items will move back as “Stock on Hand’ under the “Dispatches” screen.  

 

Note: The details and quantity of the found items will be highlighted in red within the loss
report, located just below the lost item details for the respective consignment.
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Release History

The "Release History" page provides a comprehensive overview of all consignments that have
been either partially or fully released to the final customer.

In the history tab, you will find a list of all consignments and their release details recorded by
the RITA operator during the cargo release process. This information includes the actual
release date, release location, organization, the individual who received the release, the
document reference number (if entered manually), and the goods release note number (if it
was automatically generated by RITA).

The operator can use the "Show Filter" feature to locate specific released consignments.
Additionally, they have the option to export the details to Excel format via the "Export"
function.

 

Cancel Release

The operator has the option to reverse the release made. To do so, follow the steps below:
Step 1: Click on "Release History" under the Stock Management page.

https://rita-manual.logcluster.org/sites/default/files/2025-02/found%20report.png
https://rita-manual.logcluster.org/sites/default/files/2025-01/Release%20History.png


Step 2: Use the "Show Filter" option in the top right corner, to find consignments requiring
reversal on a specific release date.

 

Step 3: To reverse the consignment back to stock, click "Options" and select "Cancel Release"
from the drop-down menu.

 

Step 4: A box with the details will appear on the screen. The operator must confirm the details
of the consignment and provide a reason for the cancellation. Finally, click on “Delete” to
confirm the cancellation of the release. By doing this, the selected release will be canceled and
returned to “Stock on Hand.”
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If a dispatch is made to a different location group, the cancellation
process must be done in that location group. 

 

Inventory Count

This function enables RITA users to directly conduct and manage physical inventories through
RITA. Simply click on "Inventory Count" from the "Stock Management Tab." 

In the “Inventory Count” tab, operators will by default see a list of all past inventories that were
conducted and are able to print the results of those inventories. The “Show filters” option
assists RITA operators in easily searching for past inventories and generating historical records
using consignment number, date of inventory count, and other relevant properties.

Print Inventory Count Sheet

This option enables RITA operators to print the inventory count sheet containing the list of
items located at any warehouse location requiring a physical inventory. Printing the inventory
count sheet enable warehouse or project managers to conduct a direct “offline” inventory
using printed sheets. 
 

The printed inventory form has a feature called “Blind Count”, clicking on which, the managers
can only print the list of consignment line items stored in the warehouse without the item
count. 
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Start Inventory Count

This option enables the RITA operator to follow the steps for conducting inventory count using
RITA physical inventory. The outlined steps for inventory count are as follows:

Step 1: Click on the option “Start Inventory Count” on the top right section of RITA

Step 2: Select the warehouse for the inventory count and pick the starting date for the physical
count.

When you choose a warehouse for the inventory, all transactions in that warehouse will be put
on hold. This allows the warehouse teams to do a complete count. You cannot conduct the
inventory count if there are planned transfers or committed stock in the warehouse.

RITA operators cannot perform any transactions in RITA on the day of the inventory count,
even after the count is finished. They must wait until the next day to make updates in RITA.
Additionally, RITA operators cannot reconcile transactions that happened before the inventory
count. Any dispatches or receipts of cargo at the storage location prior to the inventory date
are not allowed.
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Step 3: RITA will display a list of all items in the warehouse along with their existing inventory
in the system. Operators can begin the physical inventory by clicking on "Start Inventory
Count." The status of the inventory count will change to "in progress."

 

 

Step 4: After conducting physical count, operator must select "Complete Inventory Count"
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Note: Completing an inventory count involves entering the results of the inventory. In small
warehouses, or those with reliable internet connectivity, inventories can often be conducted
directly through the web interface. However, in most cases, the inventory count will be based
on the results from "offline" paper inventory count sheets. Depending on the size of the
storage location and the number of unique items stored, updating the physical inventory
numbers may take a considerable amount of time. Ideally, only managers with authorized
access should enter the final numbers.

 

Step 5: A pop-up box will appear, allowing RITA operators to input the physical count of the
items. Users can enter the quantity of items in good and damaged condition, along with any
comments. The system, RITA, will automatically calculate the remaining items as losses.
Operators can also include overall remarks for the inventory. Additionally, when a loss is
reported, a comment box will appear to allow the user to provide reasons for the loss. Further
clicking on the loss report will generate an automatic loss report from the system.

Finally, click on "Complete Inventory" to change the physical inventory status to "Completed."
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Step 6: The system will maintain a record of all previous inventories, and users will be able to
generate reports for future requirements.
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When you chose a warehouse for physical inventory, all transactions in
that warehouse will be put on hold, allowing the warehouse teams to
perform full counts. The inventory count cannot be conducted if there
are planned transfers or committed stock in the warehouse. 
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