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Streamlined Physical Inventory Process 

A streamlined physical inventory process is a structured approach to tracking your inventory. This clearly 

defined method effectively reduces errors and rework. 

This course will show you how to count items using count sheets. We will also show you how to post and finalize 

item counts using reports. 

 

Objectives 

• Counting Items 

• Post and Finalize 

 

Counting Items 

Periodic inventory counting is vital to know the accurate value of items in your store. 

To count the items in your store, you should create a count file and produce count sheets. 

Open Physical Inventory Posting. To add individual items, click Add.  

Enter the SKU of the item you want to add for counting. 

You can add three different counts for three different locations for this item. The number of locations shown 

depends on option 1136 - Number of Locations Per Item. 

In this case, the current value is 3. So, three location counts are displayed.  

You can change the value to the number of locations you want. Select OK. 

The system adds the item to the table. 

A quicker method of adding items to count is using lists. 

To use this feature, set option 9585 - Inventory Item Lists Enabled to Yes. 

In the Physical Inventory Posting screen, the List Name drop-down menu displays all existing lists. 

Choose Count to create a new list. Select Create Count List from Viewer. 

Choose the items you want to count and click Select. 

Enter a name for the list and click OK. 

The new list name appears in the List Name drop-down menu. 

Select the list. 

The system adds the items in the list for counting. 

The next step is to load the items and print the count sheets. 

Click Count. 
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Select Print Count Sheets. 

This launches the Physical Inventory Report screen. 

In the Print To drop-down menu, select A - Spool and then print to retain a copy of the count sheet in the 

system. 

In the Options sub-menu, ensure the Load Items to Count option is checked. 

In Count Sheet Options, select either Show Detail or Exclude Detail. 

Click Run when you finish. 

Use the printed count sheets to enter your inventory count.  

Click the Misc. button to assign users to the count list and distribute it to different stores. 

 

Post and Finalize 

When you finish counting items, post the item count to the system.  

In Physical Inventory Posting, enter the count of each item in the Qty Counted column. 

Shrinkage is the difference between the inventory count in records and the actual inventory present. 

For shrinkage type, you select the most credible reason for the observed difference. 

The default shrinkage type is S - Store Use.  

You can change it to the shrinkage type you observe. 

Select Change to save the changes. 

Click Finalize to finalize the item count. Select Finalize Counting. 

The system redirects to the Physical Inventory Report screen. 

In Reconcile Options, select Finalize Counting. 

You should also choose option S or X. 

Option S is Show Detail and option X is Exclude Detail. 

Select Run. 

 

Recap 

Physical inventory is a tedious process when done unplanned. The best practice is to perform the streamlined 

physical inventory process periodically.  

In this course, we added items to the count list and printed count sheets. We also posted and finalized item 

counts in Physical Inventory Reports.
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