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stocktake procedure

overview

Whether you run via calendar or financial year, stocktakes are an
integral part of maintaining accurate data records.

The process you follow to do a stocktake is below.

1. Click on the Stock Take button

2. Click on locations

3. Click on options which will display
Selection

[«| Exclude Batch Tracked Stock Ttems

|| Summarize stock holding for batch tracked items
[ | Exdude Serialised Stock Items

Custom Filter :

Sorting for Countsheets and Keying by
(@ Bin code, Stock group, Stock code
{_) Stock group, Stock code
i) Description, Stock group, Stock code
() Stock code, Description
Other Options
[ | tnitialise cost prices {Initial stock upload or import)
Reporting Options
Show gystem guantities on count cheets
[ | Exclude lines with zero stock from variance report

o« || cnel |

- fillin as

required then click OK.
4. Now click on the Stock Location you wish to complete a stock take for
and then click Initialise

Stratus’s support desk t: 1300 499 000 e: supportwa@stratusgroup.com.au
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The screen below will appear:

|21 Stock Take Item Selection

Locationz 1. Sydney

| [7] Exdude items with zero stock

Indude In-Active Stack
[7] show all stock items:

Bl = |

Supplier:

Stock group to:

[¥] &ll bin codes

(aLL)

Stock group from: |0, MISC TTEMS =]

16, SPORTY SWEAT PANT b7

Bin code from:

Bin code to:

] Custom Filters

Location Filter:

l

Initialise Location ?

stocktake procedure

5. If you tick the first box the system will not list any items that have 0 stock.
You may need to uncheck this though as there could be items on the
shelf that EXO thinks don't exist.

group or bin codes etc.

You can then choose to show all items or do it by a partficular stock

Then once you click OK, the system will take a snapshot of the stock as

at that moment. If you then create orders or assign stock or do any
other stock transactions the stocktake will not take it info account.

Stratus’s support desk

t: 1300 499 000

Now you need to print the count sheet and go and count the stock.

e: supportwa@stratusgroup.com.au
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Stocktake Count Sheet
Sort order = Location/Bincode/ Stockgroupl Stockegde
Description Batch Code

Location: 1 Sydney Stocktake Initialised on : 26.06.2012 11:13:42 AM
AIRFILD1 OVALCHROME AIR FILTER
AIRFILOS FRO-STLYE AIR FILTER
CAMADJD1 ADJUSTABLE CAM SHAFT
CYLNDRHDO1 CAST IRON CYLINDER HEAD
QILFILCDZoA4 QIL FILTER - PETROL - CD25%4
QILPUMPDT QIL PUMP
PISTONWSCO01 WISECO PISTOM - SET OF 4 1.6L
THERMOO1 THERMOSTAT
ALTNTROD1 GEAMF NOMINAL ALTERNATOR
BAT1ZTHD CHAMFION SILVER BATTERY - 1ZTHD
BATTIZVIIM 12v31M BATTERY
CHPSPHPLGO1 CHAMPION SPARKPLUG - SINGLE
IGNCOILD1 MSD BLASTER 2 COIL IGNITION COILS
INDCTRLIGHTO1 TURM SIGNAL, STANDRD QUALITY, REAR, TYPE
NGKSFKCABLDT SPARK FLUG CABLES

9. Once counted the counted quantities need to be entered via the
Entry, Key Count area

|Active Initialised Count Sheets
Y |26.06.2012 11:13:4...126.06.2012 11:14:3..

NB: It is not recommended is to press the Zero Count Quantities
button. This will make all of the stock you are doing the stocktake for
in the systems QTY's to O

( von Fero Count Quantities )

Stratus’s support desk t: 1300 499 000 e: supportwa@stratusgroup.com.au
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10.In the Count Qty field you enter the physical amount that you have
counted. You could click on copy the 'System Quantities’ this will copy
the system count into the Count Qty Column. You can then overwrite
only the Quantities that have changes as per stock take sheets

Eile Mavigate Special Help
i Save | Save &Exit < Cancel [4 4 b B | o Zero Count Quantities | B3 Copy System Quantities Split Line ‘158

Line Mo, Bincode \Description | System Qty| Count Gty

) che HERITE R e SRy |- EALO, 0.000

6 CARWASDL (AR WASHSUDS | s0.000] 0.000
447 [CARWAXDL {CAR WAX - PASTE | 42000 0.000
8 |POLISHO1 |METAL POLISH -TUBE | 43.000] 0.000 |
9 SEACOVO1 |SEAT COVER VINYL - KNIT BACK | 5000 | 8.000 |
450 SEACOVDS SEAT COVER SHEEPSKIN | 10.000| 0,000
451 SEACOV10 \STANDARD SEAT COVER | 5.000 | 0.000
452 \SPOILEDL \SPOILER 18,000 | 0.000 |
453 |sTORAGOL \STORAGE HITCH RACK | gmooo| 0.000 |
acal lerADamns |FFF DAAR DAAF RAGKET I e nan nann

11.When finished making your changes in this screen click save and
exit. 12.Click on Variance to print a report reflecting any variances

NB: It is important that you print out a Variance Report as this cannot be
reprinted once you have uploaded your stocktake.

13.At this point we recommend you BACK UP the system first before
uploading your stock take in case you have made a mistake we can
revert back to the backup.

14.0Once variances are sorted click the UPLOAD button.

15.When you click upload to upload the stock take the system will then
apply a stock transaction on each item stating what the count was
along with an adjustment depending on what the count was. This is
difficult to reverse if you make a mistake so that is why a backup is
important and also making sure your count QTY is correct before clicking
upload.

16.Do the same process for other Stock Locations.

Stratus’s support desk t: 1300 499 000 e: supportwa@stratusgroup.com.au



