Stocktake Procedures


STOCK TAKE PROCEDURES
The Stock Take Menu, found in the Inventory Transactions, Stocktake Procedures Menu, provides a mechanism for you to select products via a number of options, print count sheets, freeze stock levels, enter stock take readings or import readings from an Excel spreadsheet, print variations and valuation report and update or abort the stock take.
Fields indicated as mandatory (Red Label) require data input where the other fields indicated with a Black Label do not necessarily require input, but any default entries in any of these field can be changed if necessary.

To access Help for all fields – position cursor in the field and press F1 or click on [image: image1.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image2.png]Search



Search Button, or right click and select Search option. 

STOCKTAKE SELECTION
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The Stocktake selection process intStakSel provides many options, ranging from selecting each product individually, to selecting all products, to selecting by Product Category, from a list, by Bin Locations, by Generic Product, by Location Type, by Generic Product Category to Stocktake Cycle entered in the Inventory master file.
You can only have 1 stock take selection active at a time Eg. You can only make one selection method eg.  Select by Product Category OR select All Products OR Select by Bin Location etc.

When each Product is maintained in the system via inmProduct process, it can be assigned or linked to a Stocktake selection option: 
· a Product Code (to be selected for Stocktake via All Products or by Product)

· a Report Category (to be selected in the Product Category range)
· a Bin Location (to be selected in the Bin Location range) 
· a Bin Location can be assigned to a Location Type.  Those products that are assigned a Bin Location that is assigned a Location Type will be included in the Location Type selection range.
· a Generic Product (to be selected in the Generic Product range).  A Generic Product can be assigned to a Generic Product Category.  Those products that are assigned a Generic Product that is then assigned to a Generic Category will be included in the Generic Category selection range.
· A Stocktake Cycle code (to be selected for stocktake via the Stocktake Cycle code option)
· Stocktake Date – This is the date that the stock take will be performed on. The system will assume that the physical stock count will be performed after the close of business on this day. 
This is a necessary assumption for the ‘stock freezing’ process, which will examine all transactions up to and including this date to arrive at a stock level for this day.  This level is then compared with the physical stock count to arrive at a variation figure, which can be applied to the current stock levels.

· Entity Group – You have the option to select an Entity Group from the drop down list or you can select all.  Where All Entities are selected – stock in every entity will be included in the stock take selection process.
· Select All Products – This option will select All products for the specified Entity Group.
· Select by Product Category 

[image: image4.emf]
Enter each Product Category you wish to be included for the current stock take.  Each Category is inserted on a separate row in the selection table.  Only those products that meet the selection criteria will be included for selection.
Product Categories are maintained by the inmCategory process.

Click + to add a new row in the table.  Click on [image: image5.jpg]


to delete a row in the table.
· Select from List

[image: image6.emf]
Name of list to activate – Enter a List Name.  The List must have been created previously and will only select those items for stocktaking that have been included in this list. Only those products that meet the selection criteria will be included for selection.
 A List must be created in the qlmUserCommands process. 
· Select by Product 

[image: image7.emf]
Product Code – Enter the code for Products that are to be included in this stock take. Click on the + to add each product for selection, on a separate row in the table.  Only those products that meet the selection criteria will be included for selection.
Product Codes are maintained by the inmProduct process.

Click + to add a new row in the table.  Click on [image: image8.jpg]


to delete a row in the table.
· Select by Bin Location


[image: image9.emf]
Bin Location – Enter code for Bin Location that is to be included in this stock take. Each Bin Location included for selection can be added on a new row in the table.  Only those products that meet the selection criteria will be included for selection.
Bin Location codes are maintained by the inmProdLocs process.
Click + to add a new row in the table.  Click on [image: image10.jpg]


to delete a row in the table.
· Select by Generic Product


[image: image11.emf]
Generic Product – Enter code for Generic Product that is to be included in this stock take. Each Generic Product included for selection can be added on a new row in the table.  Only those products that meet the selection criteria will be included for selection.
Generic Product codes are maintained by the inmGenProd process.
Click + to add a new row in the table.  Click on [image: image12.jpg]


to delete a row in the table.
· Select by Location Type


[image: image13.emf]
Location Type – Enter code for Location Type that is to be included in this stock take. Each Location Type included for selection can be added on a new row in the table.  Only those products that meet the selection criteria will be included for selection.
Location Types are maintained by the inmLocationTypes process.  Each Location (as maintained by the inmProdLocs process) can be assigned to a Location Type. 
Click + to add a new row in the table.  Click on [image: image14.jpg]


to delete a row in the table.
· Select by Gen Prod Category

[image: image15.emf]
Generic Product Category – Enter code for Generic Product Category that is to be included in this stock take.  Each Generic Category included for selection can be added on a new row in the table.  Only those products that meet the selection criteria will be included for selection.
Generic Product Categories are maintained by the inmGenCat process.

Click + to add a new row in the table.  Click on [image: image16.jpg]


to delete a row in the table

· Select by Stocktake Cycle

[image: image17.emf]
Stocktake Cycle – Enter code for Stocktake Cycle that is to be included in this stocktake. Each Stocktake Cycle included for selection can be added on a new row in the table.  Only those products that have been set up with the nominated Stock take Cycles will be included for selection.
Stocktake Cycle Codes are maintained by the intStakSel process.

Click + to add a new row in the table.  Click on [image: image18.jpg]


to delete a row in the table

After you have made your Stocktake Selection, click on the Continue button.  The system will then select those products for inclusion in the current Stocktake.
PRINT STOCKTAKE COUNT SHEETS
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This a printout of count sheets for products nominated for the current stocktake. Use of this process provides process is optional.
· Entity – This is a display field and will default with the Entity that was selected for Stocktake when the Stocktake selection process was run.
· Include Serial product Numbers – Click for Yes or leave unticked for No if this applies to the currently selected products.

This list can only be produced after the products have been nominated for selection.  If you try to go into this process before a stock take is selected, you will receive an error message, advising you that there is no current active Stocktake, and you will be returned to the menu.
Click Print button to generate stocktake count sheets.
Click Exit button if you do not wish to print stocktake count sheets.

FREEZE THE STOCK LEVELS
This process is used to freeze the stock levels for products nominated for Stocktake within this entity.

It is an important process in the stocktake procedure, as it records the computer stock level at the close of business on the nominated stock take day. This "frozen" stock level could be likened to a snapshot of the recorded computer stock levels.

This frozen figure can then be compared with the physical count, and any discrepancies used for adjustment purposes. For this reason, the Stocktake Update or Variations Report can not proceed until after the stock levels have been frozen.

It is recommended that the stock levels be frozen, or recorded, as soon after the stocktake as possible. It does not matter if transactions dated after the Stocktake have been recorded, as the system will disregard these when calculating the frozen stock levels.
It should also be noted that the stock freezing can be repeated. This will usually only be required if the levels were frozen, and then transactions are entered which were on or prior to the stocktake date.
· Stock will be frozen as of – This is a display field only.  The date that displays in this field is the stocktake date that was selected in the first step of this procedure – Stocktake selection.  
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Press Continue to freeze stock levels.  Press Exit to return to the menu. 

STOCKTAKE EXCEL IMPORT
This process allows you to import a stocktake from an Excel spreadsheet file.
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The Excel Spreadsheet must be structured in the following format.

ProductCode | Qty | Location

Column A:  ProductCode – should contain a valid Product Number

 Column B: Qty – Can optionally contain an item count.  If left blank it will be assumed a qty of 1.
Column C: Location – Can contain a valid location code.  If blank or an invalid/unknown code is entered then we will NOT change location for product.
If you have an Excel spreadsheet structured as above for the current stocktake, instead of manually entering the stock count for each item, you can use this process to import the stock count figures.
· Stocktake Started on- This will default with the previously Stocktake selection date.
· Overwrite 1st location – If ticked any locations in the spreadsheet will become ‘first’ location for current entity. This would typically be done if the existing product locations were totally incorrect for the products, possibly as the result of a store re-organization.
If this field is left unchecked, then any locations that may appear in the spreadsheet are appended to the list of locations for this product.

If no locations are found for a product, then this field has no effect as no changes or additions will be made.

· Select Excel file to import – Click on the Browse button to locate your Excel spreadsheet.
Click on the Import button to import the spreadsheet.
If the spreadsheet file does not validate, you will receive a message similar to below.
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You should then ‘correct’ the spreadsheet file using the validation errors as a guide.
After you have ‘corrected’ the spreadsheet file, click on Import button

When the spreadsheet file validates, a Process button appears next to the Import button.
If you wish to process this file, click on the Process button.
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The spreadsheet file is then imported into the stocktake process.
ENTER STOCKTAKE READINGS
This process is used to enter actual stock readings as recorded by the physical stock take counting process as distinct from the Excel Import process that looks at an Excel file to import the details.  You can run the Excel Import process and this process if required.  You could adjust any entries from the Excel Import process here, just in case of errors or adjustment required.
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The products to be included in the stocktake process must have been selected before this process can operate, although stock levels need not have been frozen. The system will ensure that stock levels can only be recorded for those products which have been included in the stock take process.

Once a product number is entered, all relevant details relating to the product are displayed, including any previous stock count figures. Any entry to the stock count field will be accumulated in the total stock count for the product, allowing for the possibility that stock may have been located and counted in multiple locations within the store.

Also, negative figures may be entered to reduce the total stock count figure as a method of reversing any data entry errors that may occur. Stocktake entries can be made until the stocktake is aborted, or the stock system is updated with the actual count figures.

Product 
· Product Code – Enter the product code for the item selected in the stocktake. Only products included in the stocktake selection can be entered here.  If you enter a product code that has not been included in this stocktake you will receive an error similar to:
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· Generic Product - This is a display field only and will default with any information from the Product Maintenance process.
· Product Type – This is a display field only and will default with any information from the Product Maintenance process.
· Location – This is a display field and will default with any information from the Product Maintenance process.
NON-SERIAL
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· Stocktake Quantity – This is a display field only.  This will display any quantities that have been entered previously for this product for this stocktake.  It may be that you have this item in 2 different locations.  Location 1 stock count has been entered and you now are entering location 2 stock count.  Or perhaps an error was made previously and the incorrect quantity was entered here, where a quantity of 100 was entered but it should have been 10.  In this situation to correctly record the quantity of 10 for this item, you would enter a – 90 at this time.  The stocktake quantity would then reflect a counted quantity of 10 for this item.
· Counted – This is normally the number of items counted and is usually entered directly from the stock count sheet.  If entries have been entered previously from counting or importing via Excel Spreadsheet, the facility exists to enter a negative number here, if necessary. This will have the effect of decreasing the stock count for this product.
SERIAL OR BATCH
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· Serial Nos – Enter the Serial or batch number that you are entering the count for.  This is only asked if the product costing type is set to Itemized or Serial or Batch.
· Counted – This is the number counted that is in stock for this item.

· Add additional rows to the table if required by Clicking on the + symbol.

Click Save button to save this entry.
PDE NON-SERIAL
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· Location – Enter the PDE Bin location for the item being counted here.
· Dummy Location Qty Field – This is the Quantity for the item in the nominated location for the PDE.
· Add additional rows to the table if required by Clicking on the + symbol.

Click Save button to save this entry.
PDE SERIAL OR BATCH
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· Location – Enter the PDE Location for the nominated item.

· Location Serial/Batch – Enter the Serial or Batch Number that you are entering the count for.  It will only be asked if the product costing type is set to I – Itemised, Serial or B – Batch. This Quantity is stored in the bin location.

· Counted – Enter the number counted.

· Add additional rows to the table if required by Clicking on the + symbol.

Continue to enter stocktake count readings for all items included in the current stocktake, making sure you save the details for each item.

Click Exit button when you have completed entry of stocktake count readings.
After the Stocktake reading have been entered for all items included in the current stocktake, make sure all Invoices and Purchase Order Receipts have been entered and posted up to the stock take selection date.  
Your next step is to Freeze Stock Levels.  Stock Levels can be frozen many times prior to either updating or aborting the Stocktake process.
STOCKTAKE VARIATION REPORT
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Stocktake levels must be frozen before you can view the Stocktake Variation Report.
You will receive the below message if this has not been done.
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· Show only discrepancies – To reduce the amount of paper required you may elect to only show those products with a discrepancy between the physical stock take count and the frozen stock level.
If you nominate ‘Y’es and there are No discrepancies, no report will be produced.
Click Print button. 
Below is a sample of the Stocktake Variation report with show variations Not selected and with show variations selected.
Example of a Variation Report with only show variations NOT selected
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Example of a Variation Report with only show variations selected
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STOCKTAKE BIT CUBE

This process produces a Cube which will show the details for the current Stocktake.

After the cube has been run and analyzed, you then have the choice to either abort the stocktake or update the stocktake.

If you do not wish to update the stocktake at this time – select the intStakAbrt - Abort the Stocktake process.
If you wish to update the stocktake at this time – select the intStakUpdt - Stocktake Update process.

STOCKTAKE UPDATE

This process updates the system with the physical stock figures that have been recorded via the Enter Stock Readings process – intStakEnt or Stocktake Excel Import process – intStakExcel.
This process will also produce a numbered Journal.  
[image: image34.png]P idevelopment work stamina com au] NEWcastle test entity - Stocktake Update

G £ OB & 3 & 0 O

Back  Search  Forward Colcetor Colendar Seftings  Prit e Cache

Update Stocktake for Entity

Stocktake Date
[l onvosnces =

T
— e





Before the physical count figures are used to update the system, the process will ensure that in so doing the current stock on hand figure will not become negative, if you have the Allow negative stocktake option set to No in the inmParam Inventory Parameters process.
This would normally only result if an error was originally made in the physical count, or there are outstanding receipts that have not yet been processed.
The update process simply works by looking at the difference between the frozen computer stock level and the physical count. This absolute difference is applied to the current stock on hand as an "A"djustment type transaction in the inventory system.
· Update Stocktake for Entity – This is a display field and will default with the Entity code that was selected when the Stocktake was established.

· Stocktake Date – This is a display field and will default with the Stocktake date that was entered when the Stocktake as established.

· Only discrepancies – Select this option for Yes, to only show discrepancies between the physical and computer stock, on the Stocktake update report.  Leave unchecked for No to show all discrepancies.
ABORT THE STOCKTAKE

This process is used to abort the stocktake process for the current entity.
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The process deletes any stocktake "count" figures that may have been entered and completely removes all references to selected products in the stocktake.

Aborting the stocktake does not affect stock balances in any way, and is usually only used if you need to completely restart a stocktake (say to select a different group of products for counting), or if you were performing a "dummy" stocktake (say to produce stock value figures at a particular date).

As noted above, the abort only clears the stocktake for the current entity. Therefore, if you have selected the current stocktake for multiple entities, you may need to perform the "STAKABRT" for each entity belonging to the selected entity group.

Click on the Continue button if you wish to abort the current stocktake.
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