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1. PURPOSE 

 The main purpose of Stock Moves is to track, record, monitor, and control the movement of inventory 

items from one location to another. 

 

2. SCOPE 

Stock moves are usually composed of the following operation type: 

a. Receipts - track the product entering the inventory 

b. Delivery orders - track the product leaving the inventory 

c. Internal transfer – track movements between internal locations 

 

 

3. RESPONSIBILITIES 

Role              Responsibility 

Accountant 

 

Monitoring and auditing of stocks entering 

and leaving the company 

Planning Engineer 

 

Monitoring of product quantity if within the 

project timeline and budget 

Project Engineer 

 

Requesting the desired materials or services 

needed on site 

Project Admin 

 

Receive and records the materials entering  

and leaving the project site 
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4. PROCEDURES 

 

Step 1. Go to “Project Module”. 

 
 

Step 2. Search the “Project Name/ PID No.” on the search box below. 
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Step 3. Click the Project Name you’ve searched. 

 
 

Step 4. You will be directed to “Kanban view”. Then, lick the “Top Bar”. 

 
 

Step 5. Choose “Top Menu”. 
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Step 6. Click the “Top Bar” that shows at the top middle of the tab. 

 
 

Step 7. Choose “Stock Moves”. 

 
 

Step 8. Click “Stock Moves”. 
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Step 9. Click “New”. 

 
 

Step 10. Input the following information. 

 
 

Step 11. Click “Add a Product”. 
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Step 12. Search the “Product” (e.g. cement). 

 
 

Step 11. Input the Demand Quantity. 

 
 

Step 12. Click “Save”. 
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Step 13. Click “Mark as Todo”. 

 
 

Step 14. Click “Validate”. 

NOTE: The person-in-charge for each warehouse is the one responsible for the validation of the delivery of 

product. 

 
 

Step 14. Wait for the “Approval” of the assigned personnel. 
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Step 15. Click “Validate” again. 

 

 
 

Step 16. Click “Sign”. 

 

The person responsible to sign is the person receiving the product. 

 
 

There are ways to sign: 

1. Auto 

2. Draw 

3. Load 



 

CONFIDENTIAL: This document contains proprietary and confidential information of Arky Construction & Supply. Any 

unauthorized review, use, disclosure, or distribution is prohibited and may be unlawful. 

 

Pinamarbuhan Mobo, Masbate 

Philippines, 5401 

333-1258 / +63 9998882759 

info@arkyconstruct.com 

https://arkyconstruction.ph 

 
 

 



 

CONFIDENTIAL: This document contains proprietary and confidential information of Arky Construction & Supply. Any 

unauthorized review, use, disclosure, or distribution is prohibited and may be unlawful. 

 

Pinamarbuhan Mobo, Masbate 

Philippines, 5401 

333-1258 / +63 9998882759 

info@arkyconstruct.com 

https://arkyconstruction.ph 

 

 



 

CONFIDENTIAL: This document contains proprietary and confidential information of Arky Construction & Supply. Any 

unauthorized review, use, disclosure, or distribution is prohibited and may be unlawful. 

 

Pinamarbuhan Mobo, Masbate 

Philippines, 5401 

333-1258 / +63 9998882759 

info@arkyconstruct.com 

https://arkyconstruction.ph 

 
 

 
 

 

 

 

 

 

 

 



 

CONFIDENTIAL: This document contains proprietary and confidential information of Arky Construction & Supply. Any 

unauthorized review, use, disclosure, or distribution is prohibited and may be unlawful. 

 

Pinamarbuhan Mobo, Masbate 

Philippines, 5401 

333-1258 / +63 9998882759 

info@arkyconstruct.com 

https://arkyconstruction.ph 

 

 

 

 

5. RECORDS 

 

 
 

 

6. RISKS & CONTROLS 

 

Risk 
Possible Effect Control / Mitigation 

 


