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BACK-DATE TRANSACTIONS 
 

 

(User – WHM) 
 

 

1. Create Back-date transaction Request 

A. A warehouse personnel can create a request a permission to perform back-

dated transactions (Receipt/Issue) in WMS from RO/CO.  

Note: The Receipt/Issue transactions in WMS can only be made for the 

current date. 

B. This step helps the warehouse personnel to complete any pending 

transaction (due to various reasons) for a pervious date. To create a back-

dated transaction request, the user will follow the below-mentioned steps: 

Other Transactions >> Request for Back-date Transaction 

 

C. The system will redirect the user to the above screen where the WHM can 

view the list of any back-date requests created in a certain time period or 

create a new request by clicking on the ‘Request for Back date Entry’ 

button. 
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D. The system will redirect the user to the above screen where the user will 

enter the required details like: 

a. Request For (General, Custom, All) 

b. Request Type (Receipt, Issue, Both) 

c. Entry Start date 

d. Entry Close date 

e. Comments 

E. Clicking on the ‘Create’ button will create the request and send the same 

to either RO or CO for approval. 

Note: If the request is created for the previous day, then the same will 

go to RO for approval. If the request is for any other date, then the 

request will go to CO for approval. 

 

 

 

(User – RO/CO) 
 

 

1. Back-date transaction Requests 

A. A RO/CO will receive the back-date transaction requests created by 

warehouses in the ‘Back-date Transaction’ screen. To reach the back-

dated transaction request, the user will follow the below-mentioned steps: 

Other Transactions >> Back-date Transaction 



5  

 
 

B. The system will redirect the user to the above screen where the user can 

view the list of requests received. The user can click on the ‘View’ button 

to take an appropriate action for the same. 

 
C. The user can view the details of the request created and either approve or 

decline the request. 

D. Once done, the same will be notified to the respective warehouse. 
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(User – WHM) 
 

 

1. Back-date entry 

A. A warehouse personnel can create a back-date transaction through the 

‘Back-date transaction’ screen.  

B. To reach the back-dated transaction screen, the user will follow the 

below-mentioned steps: 

Other Transactions >> Back-date Transaction 

 

C. The system will redirect the user to the above screen where the WHM can 

view the list of any back-date requests created in a certain time period. 

D. The user can click on one of the provided three button to view/perform 

further actions: 

a. Receipt Transaction: Clicking on the ‘Receipt’ button, the system 

will ask if the user wants to perform a general transaction or a 

custom bond transaction. Clicking on the general will redirect the 

user to a back-date transaction screen as provided below. 
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i. The user will first create a DAF in the system by entering the 

required details. 

ii. Once done, the user can click on the ‘DAF list’ tab to 

perform further actions. 

 

iii. On the DAF list screen, the user can view the list of the DAF 

available for the backdated transaction. The user can click on 

the ‘Next’ button to perform the gate-in to gate-out process. 
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iv. The user will enter the required details in each section 
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provided. 

v. Clicking on the submit button will save the details entered 

and the same will be available in the respective reports. 

 

b. Issue Transaction: Clicking on the ‘Issue’ button, the system will 

ask if the user wants to perform a general transaction or a custom 

bond transaction. Clicking on the general will redirect the user to a 

back-date transaction screen as provided below. 

 

i. The user will first create a Delivery Order (DO) in the system 

by entering the required details. 

ii. Once done, the user can click on the ‘Next’ button to make 

payment for the respective delivery order. 

iii. Once the payment is processed, the user will click on the 

‘Delivery Order Listing’ tab to view the list of Delivery 

Orders available for the respective date. 



10  

 
iv. The user can click on the ‘Next’ button to perform the gate-in 

to gate-out process. 
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v. The user will enter the required details in each section 

provided. 

vi. Clicking on the submit button will save the details entered 

and the same will be updated in the respective reports. 

 

2. ACK/WHR 

A. Once the receipt of the stock is complete, the user will proceed with 

generating and ACK/WHR for the stock received. The ACK serves as a 

proof of stock submission and is provided to the respective depositor. 

B. To reach this screen, the user will perform the below-mentioned steps: 

Receipt of Stock >> Reservation Basis >> ACK/WHR 

C. This will redirect the user to the WHR/ACK list screen where the user can 

search for the ACKs pending for generation. The user will select the Start 

date and End date to narrow down the search. 

 

D. On this screen, the user can perform the following functions: 

a. Generate ACK/Negotiable WHR/ Non-negotiable WHR 

i. The user can click on one of the provided buttons, i.e., ACK, 

Negotiable, and Non-Negotiable to generate the respective 

acknowledgement document. 
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The user will enter the required details and click on the save button to generate 

the acknowledgment.  

 

b. View the ACKs generated in the system:  

1. The user can click on the ‘WHR Done/Cancel’ button 

to view the list of ACKs generated through the system. 
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ii. The user can perform the search by selecting the following 

fields: 

1. Start date. 

2. End date 

3. Status (Done, Cancelled ACK/WHR, Expired) 

iii. After clicking on the search button, the system will display 

the list of ACKs generated through the system thus far. 

iv. The user can perform the following functions on this screen. 

1. View: Clicking on this button will display the ACK 

details. 
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2. Renew ACK: Clicking on this button, the user can 

revalidate the expired ACK by entering the desired 

details. 

 

3. PDF: Clicking on this button, the user can view the 
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PDF of the ACK generated. 

 

 


