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About	
  this	
  Document	
  

This	
  Reference	
  Guide	
  is	
  for	
  use	
  by	
  SedonaOffice	
  customers	
  only.	
  	
  Its	
  purpose	
  is	
  to	
  provide	
  an	
  overview	
  
of	
  the	
  content	
  contained	
  within	
  and	
  is	
  to	
  be	
  used	
  for	
  reference	
  purposes	
  only.	
  

SedonaOffice	
  reserves	
  the	
  right	
  to	
  modify	
  the	
  SedonaOffice	
  product	
  described	
  in	
  this	
  document	
  at	
  any	
  
time	
  and	
  without	
  notice.	
  	
  Information	
  contained	
  in	
  this	
  document	
  is	
  subject	
  to	
  change	
  without	
  notice.	
  	
  
Companies,	
  names,	
  and	
  data	
  used	
  in	
  examples	
  herein	
  are	
  fictitious	
  unless	
  otherwise	
  noted.	
  	
  In	
  no	
  
event	
  shall	
  SedonaOffice	
  be	
  held	
  liable	
  for	
  any	
  incidental,	
  indirect,	
  special,	
  or	
  consequential	
  damages	
  
arising	
  from	
  or	
  related	
  to	
  this	
  guide	
  or	
  the	
  information	
  contained	
  herein.	
  	
  The	
  information	
  contained	
  in	
  
this	
  document	
  is	
  the	
  property	
  of	
  SedonaOffice.	
  	
  

The	
  screenshots	
  in	
  this	
  document	
  reflect	
  version	
  5.6.243.	
  	
  This	
  document	
  may	
  be	
  updated	
  periodically.	
  	
  
Please	
  check	
  our	
  website	
  at	
  www.sedonaoffice.com	
  for	
  the	
  most	
  current	
  version.	
  	
  	
  

Copyright	
  2008,	
  2009,	
  2010,	
  2011,	
  2012,2013,2014,2015	
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Planning	
  

Taking	
  a	
  physical	
  inventory	
  is	
  a	
  huge	
  event	
  in	
  most	
  companies.	
  	
  It	
  requires	
  precise	
  planning	
  and	
  
execution	
  to	
  obtain	
  and	
  record	
  an	
  accurate	
  count	
  of	
  your	
  inventory	
  parts.	
  	
  The	
  physical	
  inventory	
  
process	
  in	
  SedonaOffice	
  locks	
  a	
  warehouse	
  on	
  a	
  particular	
  date	
  in	
  time.	
  	
  During	
  the	
  first	
  day	
  that	
  the	
  
warehouse	
  is	
  locked,	
  no	
  transactions	
  may	
  be	
  performed	
  to	
  move	
  inventory	
  in	
  or	
  out	
  of	
  the	
  warehouse.	
  	
  
It	
  is	
  crucial	
  that	
  count	
  and	
  variance	
  reconciliation	
  is	
  completed	
  in	
  a	
  reasonably	
  short	
  period	
  of	
  time	
  to	
  
have	
  the	
  least	
  impact	
  on	
  your	
  normal	
  business	
  operations.	
  	
  Below	
  is	
  a	
  checklist	
  of	
  things	
  to	
  consider	
  
when	
  preparing	
  for	
  a	
  physical	
  inventory.	
  

• Establish	
  whether	
  a	
  full	
  physical	
  inventory	
  or	
  a	
  cycle	
  count	
  will	
  be	
  performed.	
  	
  

• Establish	
  cut-­‐off	
  dates/times	
  for	
  all	
  pre-­‐inventory	
  transactions	
  to	
  be	
  completed.	
  

• Make	
  certain	
  all	
  staff	
  members	
  understand	
  the	
  impact	
  of	
  an	
  accurate	
  count.	
  	
  

• Ensure	
  that	
  certain	
  truck	
  stock	
  is	
  ready	
  to	
  be	
  counted.	
  

• Process	
  all	
  open	
  Service	
  Tickets	
  that	
  used	
  parts.	
  

• Process	
  all	
  job	
  part	
  issues	
  and	
  returns	
  to	
  stock.	
  

• For	
  parts	
  out	
  for	
  repair,	
  make	
  certain	
  you	
  have	
  a	
  list	
  of	
  those	
  items	
  to	
  include	
  in	
  your	
  counts.	
  

• Process	
  all	
  Vendor	
  part	
  returns.	
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Full	
  Physical	
  vs.	
  Cycle	
  Count	
  

All	
  parts	
  in	
  a	
  warehouse	
  will	
  be	
  counted	
  during	
  a	
  full	
  physical	
  inventory.	
  	
  As	
  an	
  alternative,	
  some	
  
companies	
  elect	
  to	
  do	
  cycle	
  counts	
  on	
  a	
  more	
  frequent	
  basis	
  where	
  only	
  a	
  specific	
  number	
  of	
  parts	
  are	
  
chosen	
  to	
  be	
  counted	
  (e.g.	
  25	
  parts	
  are	
  counted	
  each	
  month).	
  	
  	
  	
  

Parts	
  that	
  contain	
  a	
  standard	
  cost,	
  average	
  cost,	
  or	
  lot	
  number	
  cost	
  may	
  be	
  counted	
  during	
  a	
  cycle	
  
count	
  or	
  a	
  full	
  physical	
  inventory.	
  	
  Serial	
  number	
  costed	
  parts	
  are	
  automatically	
  excluded	
  from	
  a	
  cycle	
  
count	
  or	
  a	
  full	
  physical	
  inventory	
  

Early	
  Counting	
  

If	
  your	
  company	
  has	
  a	
  very	
  large	
  inventory	
  with	
  many	
  parts	
  where	
  you	
  expect	
  no	
  movement	
  in	
  or	
  out	
  
of	
  the	
  warehouse,	
  you	
  may	
  print	
  an	
  Inventory	
  Stock	
  Status	
  report	
  a	
  few	
  days	
  before	
  the	
  actual	
  count.	
  	
  
You	
  may	
  record	
  counts	
  on	
  the	
  report	
  then	
  later	
  use	
  this	
  for	
  data	
  entry	
  when	
  entering	
  the	
  rest	
  of	
  your	
  
counts	
  from	
  the	
  count	
  sheets.	
  	
  This	
  will	
  allow	
  you	
  time	
  to	
  precount	
  parts	
  and	
  save	
  time	
  on	
  the	
  actual	
  
day	
  of	
  the	
  physical	
  count.	
  

Count	
  Day	
  

Limited	
  Lockdown	
  Time	
  
The	
  date	
  that	
  is	
  chosen	
  as	
  the	
  “Start	
  Date”	
  on	
  the	
  physical	
  inventory	
  record	
  is	
  the	
  only	
  date	
  that	
  a	
  
warehouse	
  will	
  be	
  locked	
  from	
  activity.	
  	
  This	
  is	
  the	
  date	
  that	
  all	
  parts	
  are	
  actually	
  being	
  counted	
  in	
  the	
  
warehouses(s).	
  	
  On	
  that	
  date,	
  users	
  will	
  receive	
  a	
  message	
  that	
  inventory	
  cannot	
  be	
  relieved	
  because	
  
the	
  warehouse	
  has	
  been	
  locked.	
  	
  In	
  the	
  event	
  that	
  entering	
  the	
  final	
  counts	
  into	
  SedonaOffice	
  takes	
  
more	
  than	
  one	
  day	
  to	
  complete,	
  users	
  will	
  be	
  able	
  process	
  inventory	
  as	
  usual	
  beginning	
  the	
  day	
  after	
  
the	
  start	
  date	
  as	
  the	
  information	
  being	
  entered	
  represents	
  the	
  actual	
  count	
  as	
  taken	
  on	
  the	
  lockdown	
  
date.	
  	
  SedonaOffice	
  will	
  document	
  all	
  of	
  the	
  transactions	
  that	
  take	
  place	
  after	
  the	
  lockdown	
  date	
  and	
  
will	
  automatically	
  adjust	
  the	
  on-­‐hand	
  quantity	
  of	
  parts	
  after	
  the	
  physical	
  inventory	
  has	
  been	
  released.	
  	
  
For	
  this	
  reason,	
  it	
  is	
  imperative	
  that	
  the	
  start	
  date	
  and	
  the	
  release	
  date	
  of	
  the	
  physical	
  be	
  the	
  same	
  
date.	
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Physical	
  Inventory	
  Process	
  

The	
  process	
  for	
  conducting	
  either	
  a	
  full	
  physical	
  or	
  a	
  cycle	
  count	
  in	
  SedonaOffice	
  is:	
  

• Create	
  the	
  Physical	
  Inventory	
  record	
  for	
  the	
  warehouse	
  
• Print	
  Count	
  Sheets	
  
• Enter	
  the	
  Parts	
  Counts	
  
• Review	
  the	
  Variance	
  List	
  
• Perform	
  Part	
  Recounts	
  if	
  Necessary	
  
• Enter	
  Any	
  Count	
  Changes	
  From	
  Recounts	
  
• Re-­‐Review	
  the	
  Variance	
  List	
  
• Release	
  and	
  Post	
  the	
  Inventory	
  after	
  all	
  changes	
  have	
  been	
  made	
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Inventory	
  Setup	
  Table	
  

The	
  Inventory	
  Setup	
  table	
  within	
  Sedona	
  Setup	
  has	
  an	
  option	
  to	
  include	
  all	
  active	
  parts	
  in	
  a	
  physical	
  
inventory	
  for	
  which	
  Sedona	
  has	
  calculated	
  an	
  on	
  hand	
  quantity	
  of	
  zero	
  or	
  less	
  (negative	
  counts).	
  	
  If	
  a	
  
checkmark	
  is	
  in	
  the	
  “Print	
  Zero	
  Quantity	
  On	
  Hand	
  on	
  Physical	
  Count	
  Sheets”	
  box,	
  all	
  active	
  parts	
  
(regardless	
  of	
  the	
  on-­‐hand	
  quantity)	
  will	
  be	
  listed	
  on	
  the	
  count	
  sheets.	
  	
  If	
  a	
  checkmark	
  is	
  not	
  in	
  this	
  
box,	
  only	
  those	
  parts	
  for	
  which	
  SedonaOffice	
  has	
  calculated	
  an	
  on	
  hand	
  quantity	
  of	
  one	
  or	
  more	
  will	
  be	
  
presented	
  for	
  counting.	
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Creating	
  the	
  Physical	
  Inventory	
  Record	
  

To	
  create	
  a	
  new	
  physical	
  inventory	
  record,	
  navigate	
  to	
  Main	
  Application	
  Menu	
  and	
  select	
  the	
  Physical	
  
Inventory\Adjustments	
  option	
  from	
  the	
  Inventory	
  module.	
  The	
  Physical	
  List	
  form	
  will	
  be	
  displayed.	
  	
  
Press	
  the	
  New	
  button	
  in	
  the	
  lower	
  right	
  hand	
  side	
  of	
  the	
  form.	
  

	
  

Enter	
  a	
  code	
  to	
  uniquely	
  identify	
  the	
  physical	
  inventory	
  record	
  (e.g.	
  the	
  date	
  and	
  the	
  name	
  of	
  the	
  
warehouse	
  being	
  counted).	
  	
  This	
  code	
  must	
  be	
  unique	
  and	
  cannot	
  be	
  re-­‐used.	
  	
  This	
  information	
  will	
  
automatically	
  populate	
  into	
  the	
  Description	
  field.	
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Selecting	
  One	
  or	
  All	
  Warehouses	
  To	
  Be	
  Counted	
  

Physical	
  Inventory	
  records	
  may	
  be	
  created	
  for	
  each	
  warehouse	
  individually	
  or	
  for	
  all	
  active	
  warehouses	
  
at	
  the	
  same	
  time.	
  	
  Select	
  the	
  specific	
  warehouse	
  to	
  be	
  counted	
  from	
  the	
  dropdown	
  list	
  or	
  by	
  pressing	
  
the	
  truck	
  icon .	
  	
  In	
  the	
  event	
  that	
  all	
  warehouses	
  will	
  be	
  counted	
  at	
  the	
  same	
  time,	
  select	
  the	
  option	
  
All	
  Warehouses	
  from	
  the	
  drop-­‐down	
  list.	
  	
  A	
  separate	
  record	
  will	
  automatically	
  be	
  created	
  for	
  all	
  active	
  
warehouses.	
  

Start	
  Date	
  

The	
  start	
  date	
  is	
  the	
  date	
  that	
  the	
  actual	
  count	
  is	
  being	
  taken	
  in	
  the	
  warehouse(s).	
  	
  The	
  start	
  date	
  is	
  
also	
  the	
  only	
  date	
  that	
  a	
  warehouse	
  will	
  be	
  locked	
  from	
  activity.	
  	
  On	
  that	
  date,	
  users	
  will	
  receive	
  a	
  
message	
  that	
  inventory	
  cannot	
  be	
  relieved	
  because	
  the	
  warehouse	
  has	
  been	
  locked.	
  	
  In	
  the	
  event	
  that	
  
entering	
  the	
  final	
  counts	
  into	
  SedonaOffice	
  takes	
  more	
  than	
  one	
  day	
  to	
  complete,	
  users	
  will	
  be	
  able	
  to	
  
continue	
  all	
  inventory	
  activity	
  on	
  the	
  day	
  after	
  the	
  start	
  date.	
  	
  	
  SedonaOffice	
  will	
  document	
  all	
  of	
  the	
  
transactions	
  that	
  take	
  place	
  after	
  the	
  start	
  date	
  and	
  will	
  automatically	
  adjust	
  the	
  on-­‐hand	
  quantity	
  of	
  
parts	
  after	
  the	
  physical	
  has	
  been	
  released.	
  	
  The	
  release	
  date	
  of	
  your	
  inventory	
  must	
  always	
  be	
  the	
  
same	
  date	
  as	
  your	
  start	
  date	
  so	
  that	
  on	
  hand	
  amounts	
  are	
  modified	
  for	
  activity	
  taking	
  place	
  after	
  the	
  
actual	
  date	
  of	
  the	
  count.	
  	
  

Lock	
  Warehouse	
  

This	
  option	
  will	
  automatically	
  be	
  selected	
  as	
  the	
  warehouse	
  is	
  required	
  to	
  be	
  locked	
  on	
  the	
  first	
  day	
  of	
  
inventory.	
  	
  The	
  system	
  will	
  automatically	
  allow	
  work	
  to	
  be	
  performed	
  beginning	
  the	
  day	
  after	
  the	
  
lockdown.	
  

Selecting	
  The	
  Order	
  of	
  Parts	
  On	
  the	
  Count	
  Sheet	
  

Select	
  the	
  order	
  in	
  which	
  you	
  would	
  like	
  the	
  parts	
  to	
  appear	
  on	
  the	
  count	
  sheet.	
  	
  There	
  are	
  three	
  levels	
  
of	
  sorting	
  from	
  which	
  to	
  select.	
  	
  Parts	
  will	
  appear	
  in	
  ascending	
  order	
  based	
  on	
  the	
  criteria	
  selected	
  in	
  
each	
  level	
  (e.g.	
  sorting	
  first	
  by	
  Part	
  Code,	
  then	
  by	
  Description,	
  then	
  by	
  Detail).	
  

Print	
  Value	
  on	
  Variance	
  

Prior	
  to	
  releasing	
  the	
  inventory	
  and	
  adjusting	
  the	
  counts,	
  a	
  variance	
  report	
  will	
  be	
  created	
  for	
  review.	
  	
  
The	
  report	
  will	
  show	
  the	
  number	
  of	
  each	
  part	
  that	
  SedonaOffice	
  had	
  calculated	
  on	
  hand	
  prior	
  to	
  the	
  
inventory	
  being	
  taken,	
  the	
  new	
  count	
  entered	
  for	
  the	
  inventory.	
  	
  If	
  a	
  checkmark	
  is	
  entered	
  into	
  the	
  
print	
  value	
  on	
  variance	
  box,	
  the	
  report	
  will	
  also	
  show	
  the	
  dollar	
  amount	
  of	
  the	
  adjustment	
  being	
  made	
  
due	
  to	
  the	
  adjustment	
  of	
  the	
  on	
  hand	
  quantity.	
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Print	
  Quantity	
  on	
  Sheet	
  

While	
  it	
  is	
  always	
  recommended	
  that	
  a	
  blind	
  count	
  be	
  taken,	
  SedonaOffice	
  does	
  provide	
  the	
  ability	
  to	
  
record	
  the	
  current	
  on	
  hand	
  quantity	
  of	
  each	
  part	
  on	
  the	
  count	
  sheets.	
  	
  The	
  number	
  which	
  appears	
  on	
  
the	
  count	
  sheet	
  will	
  be	
  the	
  on	
  hand	
  quantity	
  as	
  of	
  the	
  creation	
  of	
  the	
  physical	
  inventory	
  record.	
  	
  	
  

File	
  Skipped	
  Parts	
  As	
  Zero	
  Quantity	
  (Full	
  Physical	
  Inventory	
  Only)	
  

When	
  a	
  full	
  physical	
  inventory	
  is	
  being	
  conducted,	
  it	
  is	
  not	
  necessary	
  to	
  enter	
  0	
  next	
  to	
  all	
  parts	
  for	
  
which	
  you	
  do	
  not	
  have	
  a	
  count.	
  	
  Leaving	
  a	
  zero	
  in	
  the	
  count	
  column	
  will	
  automatically	
  generate	
  a	
  new	
  
on-­‐hand	
  count	
  of	
  zero	
  for	
  the	
  part	
  and	
  a	
  dollar	
  variance	
  will	
  be	
  created	
  than	
  differs	
  from	
  the	
  count	
  
that	
  SedonaOffice	
  calculated	
  prior	
  to	
  the	
  inventory.	
  	
  To	
  select	
  this	
  option,	
  place	
  a	
  checkmark	
  in	
  the	
  box	
  
“File	
  Skipped	
  Parts	
  Counts	
  as	
  Zero”.	
  	
  	
  Without	
  the	
  checkmark,	
  SedonaOffice	
  will	
  determine	
  that	
  the	
  
part	
  was	
  intentionally	
  skipped	
  over	
  and	
  will	
  not	
  calculate	
  a	
  new	
  on	
  hand	
  quantity	
  at	
  zero	
  quantity	
  or	
  
make	
  a	
  dollar	
  adjustment.	
  	
  Once	
  counts	
  are	
  entered	
  using	
  the	
  File	
  Skipped	
  Parts	
  As	
  Zero	
  Quantity,	
  it	
  will	
  
not	
  be	
  possible	
  to	
  change	
  the	
  inventory	
  record	
  to	
  exclude	
  them.	
  

Note:	
  	
  This	
  box	
  should	
  not	
  be	
  checked	
  when	
  a	
  cycle	
  count	
  inventory	
  is	
  taken.	
  	
  Only	
  specific	
  parts	
  are	
  
counted	
  in	
  a	
  cycle	
  count	
  and	
  changes	
  should	
  not	
  be	
  made	
  to	
  any	
  part	
  not	
  actually	
  counted.	
  

Get	
  Parts	
  

Once	
  all	
  information	
  has	
  been	
  entered	
  into	
  the	
  Physical	
  Inventory	
  record,	
  press	
  the	
  Get	
  Parts	
  button.	
  	
  	
  
The	
  system	
  will	
  load	
  the	
  parts.	
  	
  Press	
  the	
  Save	
  button.	
  	
  The	
  user	
  will	
  be	
  returned	
  to	
  the	
  Physical	
  List	
  
form	
  once	
  the	
  parts	
  are	
  loaded.	
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Print	
  Count	
  Sheets	
  

Once	
  the	
  Physical	
  Inventory	
  record	
  has	
  been	
  created,	
  the	
  count	
  sheets	
  should	
  be	
  printed.	
  	
  Highlight	
  
the	
  physical	
  inventory	
  record	
  and	
  press	
  the	
  Sheets	
  button.	
  The	
  count	
  sheets	
  will	
  be	
  displayed.	
  	
  Print	
  
the	
  count	
  sheets	
  by	
  pressing	
  the	
  Print	
  button	
  at	
  the	
  top	
  left-­‐hand	
  corner	
  of	
  the	
  page.	
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The	
  Counts	
  Screen	
  

Highlight	
  the	
  inventory	
  record	
  on	
  the	
  Physical	
  List	
  and	
  press	
  the	
  Counts	
  button.	
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Entering	
  the	
  Counts	
  

More	
  than	
  one	
  user	
  may	
  enter	
  the	
  counts	
  into	
  SedonaOffice.	
  	
  Counts	
  are	
  entered	
  in	
  the	
  +/-­‐	
  column.	
  	
  
Enter	
  the	
  actual	
  number	
  of	
  parts	
  counted	
  next	
  to	
  each	
  part	
  and	
  press	
  the	
  Tab	
  key.	
  	
  The	
  user	
  entering	
  
the	
  part	
  will	
  be	
  identified	
  in	
  the	
  User	
  column.	
  	
  The	
  net	
  quantity	
  will	
  change	
  to	
  the	
  amount	
  entered.	
  	
  
The	
  counts	
  entered	
  by	
  each	
  user	
  will	
  be	
  updated	
  only	
  on	
  their	
  workstation.	
  

	
  

Press	
  the	
  Save	
  key	
  after	
  all	
  initial	
  parts	
  have	
  been	
  entered.	
  	
  The	
  system	
  will	
  ask	
  “Are	
  you	
  ready	
  to	
  save	
  
the	
  counts	
  as	
  entered?”	
  	
  Respond	
  Yes	
  to	
  save	
  the	
  initial	
  count.	
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Entering	
  Zero	
  Part	
  Counts	
  

If	
  a	
  checkmark	
  was	
  placed	
  in	
  the	
  box	
  on	
  the	
  front	
  of	
  the	
  inventory	
  record	
  to	
  have	
  “File	
  Skipped	
  Parts	
  
Counts	
  as	
  Zero”	
  (as	
  displayed	
  in	
  grey	
  at	
  the	
  bottom	
  of	
  the	
  screen),	
  it	
  is	
  not	
  necessary	
  to	
  enter	
  any	
  part	
  
counts	
  that	
  are	
  zero.	
  	
  The	
  system	
  will	
  automatically	
  calculate	
  this	
  as	
  a	
  part	
  for	
  which	
  a	
  variance	
  will	
  be	
  
created	
  and	
  will	
  include	
  that	
  number	
  in	
  the	
  initial	
  parts	
  count.	
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Add	
  a	
  New	
  Part	
  

If	
  a	
  new	
  part	
  is	
  found	
  during	
  an	
  inventory	
  count	
  that	
  has	
  not	
  not	
  been	
  defined	
  in	
  SedonaOffice,	
  it	
  is	
  
possible	
  to	
  create	
  the	
  part	
  at	
  the	
  time	
  that	
  counts	
  are	
  entered.	
  	
  To	
  add	
  a	
  new	
  part,	
  press	
  the	
  Add	
  Parts	
  
button.	
  	
  	
  Once	
  the	
  part	
  has	
  been	
  added	
  to	
  the	
  system,	
  it	
  will	
  be	
  added	
  to	
  the	
  last	
  row	
  of	
  the	
  count	
  
sheet	
  so	
  that	
  an	
  initial	
  count	
  can	
  be	
  taken.
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Add	
  An	
  Existing	
  Part	
  

In	
  the	
  event	
  that	
  a	
  part	
  is	
  found	
  which	
  has	
  already	
  been	
  setup	
  in	
  SedonaOffice	
  but	
  was	
  not	
  previously	
  
associated	
  with	
  the	
  warehouse	
  being	
  counted,	
  the	
  part	
  can	
  be	
  added	
  to	
  the	
  count	
  sheet.	
  	
  To	
  add	
  an	
  
already	
  exiting	
  part,	
  press	
  the	
  Add	
  Existing	
  Part	
  button.	
  	
  	
  

	
  

The	
  part	
  will	
  be	
  added	
  to	
  the	
  last	
  row	
  of	
  the	
  count	
  sheet	
  so	
  that	
  an	
  initial	
  count	
  can	
  be	
  taken.	
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Review	
  the	
  Variance	
  List	
  

Once	
  all	
  counts	
  have	
  been	
  entered,	
  the	
  Variance	
  List	
  should	
  be	
  reviewed.	
  	
  To	
  view	
  the	
  list,	
  highlight	
  the	
  
physical	
  inventory	
  record	
  and	
  press	
  the	
  Variance	
  button	
  

	
  

	
  

	
  

	
  

	
  

	
  

The	
  Variance	
  List	
  shows	
  each	
  part	
  that	
  was	
  counted,	
  the	
  original	
  on-­‐hand	
  quantity	
  and	
  its	
  value,	
  the	
  
new	
  count	
  quantity,	
  the	
  total	
  dollar	
  adjustment	
  being	
  made	
  based	
  on	
  the	
  new	
  count,	
  the	
  location	
  of	
  
the	
  part	
  (row,	
  shelf,	
  bin)	
  and	
  the	
  cost	
  method	
  assigned	
  to	
  the	
  part.	
  	
  The	
  total	
  dollar	
  adjustment	
  for	
  the	
  
physical	
  inventory	
  will	
  be	
  displayed	
  in	
  the	
  upper	
  left-­‐hand	
  corner	
  of	
  the	
  screen	
  as	
  well	
  as	
  the	
  total	
  
number	
  of	
  parts	
  that	
  were	
  counted.	
  	
  The	
  columns	
  on	
  this	
  report	
  can	
  be	
  sorted	
  which	
  makes	
  spotting	
  
mistakes	
  in	
  the	
  initial	
  counts	
  easier..	
  To	
  print	
  the	
  list	
  or,	
  press	
  the	
  Print	
  Preview	
  button	
  at	
  the	
  top	
  of	
  
the	
  toolbar.	
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The	
  Print	
  Preview	
  of	
  the	
  Varaince	
  List	
  Report	
  will	
  be	
  dsplayed.	
  	
  This	
  can	
  be	
  sent	
  to	
  a	
  printer	
  or	
  exported	
  
to	
  Excel	
  for	
  further	
  analysis.	
  The	
  Variance	
  List	
  shows	
  each	
  part	
  that	
  was	
  counted,	
  the	
  original	
  on-­‐hand	
  
quantity	
  and	
  its	
  value,	
  the	
  new	
  count	
  quantity,	
  the	
  total	
  dollar	
  adjustment	
  being	
  made	
  based	
  on	
  the	
  
new	
  count,	
  the	
  location	
  of	
  the	
  part	
  (row,	
  shelf,	
  bin)	
  and	
  the	
  cost	
  method	
  assigned	
  to	
  the	
  part.	
  	
  The	
  
total	
  dollar	
  adjustment	
  for	
  the	
  physical	
  inventory	
  will	
  be	
  displayed	
  in	
  the	
  upper	
  left-­‐hand	
  corner	
  of	
  the	
  
screen	
  as	
  well	
  as	
  the	
  total	
  number	
  of	
  parts	
  that	
  were	
  counted.	
  	
  The	
  columns	
  on	
  this	
  report	
  can	
  be	
  
sorted	
  to	
  easier	
  spot	
  mistakes	
  that	
  may	
  have	
  been	
  made	
  when	
  the	
  counts	
  were	
  entered.	
  To	
  print	
  the	
  
list,	
  press	
  the	
  Print	
  button	
  at	
  the	
  top	
  of	
  the	
  toolbar.	
  To	
  export	
  it	
  to	
  Excel	
  for	
  analysis,	
  press	
  the	
  Excel	
  
button.	
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Entering	
  Part	
  Recounts	
  

When	
  a	
  mistake	
  is	
  found	
  on	
  a	
  part	
  count,	
  it	
  must	
  be	
  corrected	
  on	
  the	
  count	
  sheet.	
  	
  The	
  count	
  sheet	
  
can	
  be	
  accessed	
  from	
  the	
  Physical	
  List	
  by	
  pressing	
  the	
  counts	
  button.	
  	
  The	
  count	
  sheet	
  will	
  be	
  
displayed.	
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The	
  difference	
  between	
  the	
  incorrect	
  count	
  and	
  the	
  correct	
  count	
  is	
  entered	
  into	
  the	
  +/-­‐	
  column.	
  	
  To	
  
increase	
  the	
  count,	
  a	
  positive	
  number	
  is	
  entered.	
  	
  To	
  decrease	
  the	
  count,	
  a	
  negative	
  number	
  is	
  
entered.	
  	
  Once	
  the	
  tab	
  key	
  is	
  pressed,	
  the	
  new	
  count	
  is	
  shown	
  in	
  the	
  Net	
  column.	
  

In	
  the	
  example	
  below,	
  44	
  external	
  hard	
  drives	
  were	
  entered	
  by	
  mistake.	
  	
  The	
  correct	
  amount	
  is	
  54.	
  	
  To	
  
increase	
  the	
  count	
  to	
  54,	
  the	
  difference	
  of	
  10	
  is	
  entered	
  into	
  the	
  +/-­‐	
  column.	
  	
  Wire	
  was	
  incorrectly	
  
entered	
  as	
  42000	
  feet	
  instead	
  of	
  4200	
  feet.	
  	
  To	
  correct	
  this	
  the	
  difference	
  of	
  –37800	
  is	
  entered.	
  Once	
  
entered,	
  the	
  Net	
  Qty	
  column	
  will	
  display	
  the	
  correct	
  amount.	
  

	
  

Once	
  all	
  count	
  modifications	
  have	
  been	
  entered,	
  press	
  the	
  Save	
  key.	
  	
  The	
  system	
  will	
  ask	
  “Are	
  you	
  
ready	
  to	
  save	
  the	
  counts	
  as	
  entered?”	
  	
  Respond	
  Yes	
  to	
  save	
  the	
  updated	
  counts.	
  	
  

Re-­‐review	
  and	
  print	
  the	
  variance	
  list	
  prior	
  to	
  releasing	
  the	
  physical	
  inventory.	
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Releasing	
  the	
  Physical	
  

Physical	
  inventories	
  can	
  be	
  released	
  in	
  two	
  ways	
  –Release	
  Only	
  or	
  Release	
  and	
  Auto	
  Adjust.	
  	
  To	
  release	
  
the	
  physical,	
  highlight	
  the	
  inventory	
  record,	
  and	
  press	
  the	
  Edit	
  key	
  on	
  the	
  Physical	
  List.	
  	
  When	
  the	
  
physical	
  inventory	
  record	
  is	
  displayed,	
  press	
  the	
  Release	
  Physical	
  button.	
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Release	
  Only	
  

Release	
  Only	
  will	
  ignore	
  all	
  counts	
  entered	
  and	
  close	
  the	
  inventory	
  record	
  with	
  no	
  changes	
  to	
  counts	
  or	
  
dollar	
  values	
  (in	
  the	
  event	
  that	
  the	
  inventory	
  needs	
  to	
  be	
  started	
  again).	
  	
  If	
  this	
  applies	
  to	
  all	
  current	
  
inventory	
  records	
  (in	
  the	
  event	
  where	
  all	
  warehouses	
  was	
  selected	
  at	
  the	
  creation	
  of	
  the	
  physical	
  
inventory	
  record),	
  place	
  a	
  checkmark	
  in	
  the	
  box	
  at	
  the	
  lower	
  left	
  hand	
  corner	
  of	
  the	
  form.	
  

	
  

If	
  this	
  inventory	
  is	
  to	
  be	
  discarded,	
  press	
  the	
  Save	
  button.	
  	
  The	
  system	
  will	
  ask:	
  

	
  

Once	
  you	
  have	
  verified	
  that	
  the	
  inventory	
  is	
  to	
  be	
  discarded,	
  respond	
  Yes.	
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Release	
  and	
  Auto	
  Adjust	
  

Release	
  and	
  Auto	
  Adjust	
  will	
  release	
  the	
  physical	
  with	
  the	
  inventory	
  counts	
  and	
  variances	
  as	
  recorded.	
  

Ensure	
  that	
  the	
  Variance	
  Date	
  is	
  the	
  same	
  date	
  as	
  the	
  Start	
  Date	
  when	
  releasing	
  your	
  Physical	
  
Inventory.	
  

	
   	
  

The	
  appropriate	
  category	
  code	
  should	
  also	
  be	
  selected	
  for	
  reporting	
  purposes.	
  	
  The	
  memo	
  section	
  of	
  
this	
  form	
  is	
  not	
  saved.	
  	
  Information	
  should	
  not	
  be	
  entered	
  into	
  this	
  field.	
  

If	
  you	
  are	
  ready	
  to	
  release	
  all	
  physical	
  inventories	
  at	
  the	
  same	
  time	
  (in	
  the	
  event	
  that	
  all	
  warehouses	
  
was	
  selected	
  at	
  the	
  creation	
  of	
  the	
  physical	
  inventory	
  record),	
  place	
  a	
  checkmark	
  in	
  the	
  box	
  at	
  the	
  
lower	
  left	
  hand	
  corner	
  of	
  the	
  form.	
  	
  Press	
  the	
  Save	
  key.	
  	
  The	
  system	
  will	
  ask:	
  

	
  

Respond	
  Yes.	
  


