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- Create Stock-takes, enter count & compare variance

Performing a Stocktake - @

Navigate to “Stock” and then “Stocktake”. Here you can choose whether you would like to perform a “Phones
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only”, “Products only” or an “All” stocktake. “All” will be chosen for this exercise.
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Wl Stocktake

This module provides the user with the facilties to reconcile the stock in the system with the physical stock
To perform a stocktake, you are required to take a “Snapshot” of the existing stock in the system, then count
and enter al tems into the system to produce a comparison report.

Create SnapShot - Perform Step 1 |21 - m
Click OK to create a snapsnot copy of the physical stock in the system for the branch you are currently logged into

Product Catalogue List m Phone List m

Print a list of all the products in the system, to manually record the stock quantty. Then use the barcode on the istto scan in quantities when performing a physical stock count. You do not nesd to produce this list f you are using a
‘you are manually scanning the actual product barcode directly into the system.
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Perform Stocktake For Branch Head Office
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You will now see the new stocktake. Click on the “OK” button to start scanning the items in.
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A window will now appear so you can start scanning in the items. There are two ways you can scan the items in.
You can either scan in multiples of the same item by scanning in the item in the top field and choosing the amount
(This only works for accessories/products). The second option is to scan them in individually on the bottom field.
NOTE: For serialised devices you must scan the serial only into the second field.


http://peg5.clickpos.com/site/DefaultSite/filesystem/media/Stock/2.80.000Stocktake.asx

W7 Add Stock Count

Stocktake ID 24 All
Uze thiz screen to perform a physical stock count in the system. You have two options of adding a physical
stock quantity. Y'ou may use one or both while stocktaking;

Scan by Quantity

“ou may specify the quantity then scan the barcode. You may alzo use this eption to scan the same
item many times given the quantity iz 1.

Eg. Scan the zame barcode 5 times with quantity 1.

Quantity: |1

Scan Each Barcode

Use this option for scanning each product more than ence. In this option you cannot specify a quantity as

it iz defaulted te 1. You must SCAN ALL MEMS, useful for those that use a portable scanner to =can all items
on the =helves, or copy and paste all barcodes taken from a portable =scanner.
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Once all items have been scanned in, close down the window and click on the “Compare Report” hyperlink to see
any discrepancies. If you accidently over counted an item you can adjust it from the “Edit” button. This field
should only be used to remove stock, not to add. If you have under counted a product, add it into the stocktake
by pressing the “OK” button and scan the product in. NOTE: You can only perform a stocktake with products that
either have a barcode or an in-house barcode.

To adjust the stock levels to what the stocktake report says you first need to either print the “Compare Report”
information or print it to a soft copy on your computer (.xps file).

Click on the “End Stocktake” hyperlink to finish stocktake.

All of the missing stock now needs to be taken out of the system using the report you now have. You first should
create a Sales Consultant and a customer called “Stocktake” for tracking purposes.

Navigate to the sales screen and sell out all of the stock items you have missing at $0. This will take the stock out
of the system at the purchase price and will show as a negative dollar amount for the day.



