Inventory Physical Count Process

Note - Before you start update all registers that effect inventory. Sales Order Sales Journal, Purchase
Order Receipt of Goods, Purchase Order Receipt of Invoice and Inventory Transaction Journals.

FIFO & LIFO Valuation Items:

Run the Inventory Negative Tier Report from the Period End Menu. This report will show any costing
tier that has a negative quantity. A Negative (Over-distributed Tier) is created when an item is Invoiced
or adjusted when there is no quantity on hand.

=® Inventory Negative Tier Report (ABC) 10/30/2014
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Inventory Negative Tier Report

ABC Distribution and Service Corp. (ABC)

Item Code/Description Product UnitOf
Line Measure

Warehouse QuantityOn Hand CostTier TierQuantity
1001-HOMN-H252 HON 2 DRAWERLETTER FLE WO LK WFEA EACH

oo 950.00 OVERDIST 800
ARS-9101 ART SPECIALTY WALNUT CNDL LAMP WFEA EACH

oo 1.00- OVERDIST 1.00-
ARS-5201 ART SPECIALTY GINGER JAR LAMP WFE&A EACH

oo 17.00- OVERDIST 17.00-
ARS-3401 ART SPECIALTY EMP CANDLE LAMP WFE&A EACH

001 1.00- OVERDIST 1.00-
D000 DESKTZ™ X 30 WFE&A EACH

001 350.00- OVERDIST 350.00-
D1000-BEBWILIGHT BOOK BIN WFLUORESCENT LIGHT WFE&A EACH

001 1.00- OVERDIST 1.00-
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Run the Inventory Negative Tier Adjustment Register — this will post the negative tiers against any
positive tiers in the system.

Note — if a positive tier does not exist, you will have to adjust the negative tiers out manually using
Inventory Transaction Entry\Adjustments.

=¥ Inventory Negative Tier Adjustment Register (YYY) 10/30/ 201 llil

Cunrent General Ledger Period El Ending |5/31/2000
Inwentorny Management Posting Date | 10430720014 :

! E Matice: Thiz Inventaory b anagement pozsting date falls into a future General Ledger period.

|HP Laserlet F20S5d UFD FCLE v |

Inventory Negative Tier Adjustment Register
Journal Posting Date: 10/30/2014
Register Number: IN-000002

Copy of ABC (YYY)

Product Line: WF&A WORKSTATION FURN & ACCESS

ltem Codel/D iptis Negative Cost Tiers Adjusted Cost Tiers,
UM Whse Cost Tier GQuantity Unit Cost Cost Tier Quantity Unit Cost Adjustment
1001-HOM-H252 HOM 2 DRAWER LETTER FLE W/O LK
EACH on OVERDIST B.00- 34250 SNE2M0 Q0000008 200 34.250 0.00
ltem 1004-HON-H252 Total: — gog
Product Line WF&A Total: —  gog

—
Report Total: 0.00
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=E Jtem Maintenance (YYY) 10/30/2014

_ol x|
Item Code  |1001-HOM-H252 R I I [Copyfrom...] [Henuml;er...] [ Mare... B
Description |HOM 2 DRAWER LETTER FLE wW/0 LK @
1Main | 2addtonsl | 3 Quanty | 4 Histoy | 5 Transactions ] 6 Orders | 7 CostDetal |

Warshouse (001 Q4 (AN EAST WAREHDUSE

‘Whae | Description | Trang Date | Tepe | Hef o uantity | L it Eo_stl Extension | Item Cost | Al

001 EAST Wi 10/30/2014 IN MEGTIER 8.00- 34.250 274.00- 34.250 :

oot EAST WA 1043042014 IN  MEGTIER a.00 34.250 274.00 34.250

< | i
Beginning Gty Received Adjusted/Sold lzsued | Ending Gty |
.00 .00 .0o

[ Accept [ Lancel l Delete E

Items needed to Process Physical Count:

Physical Count Worksheets or Count Cards
Inventory Valuation Report
Employees that can count

Caffeine — coffee or soda of choice

Two Methods:

Physical Count Worksheet
Card Count w/Physical Count
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PHYSICAL COUNT WORKSHEET METHOD - To print the Physical Count Worksheet, click on Inventory
Management -> Physical Count -> Physical Count Worksheet.

-] LUSTOMES HKEelauonsnip Management
--{E Accounts Payable

--{E Payrall

|_—‘_|{E| Inventory Management

--{E Main

[~ Physical Count

----- (=4 Physical Count Worksheet

----- ] Count Card Entry

----- (54 Count Card Report

----- (54 Missing Count Card Listing

----- E| Count Card Variance Reqister
----- [ Physical Count Entry

----- E| Physical Count Variance Register
- Kits

/{1 Reports

/{1 Period End

Fl-{) Setup

By O e O o O |

Report Options:

e Print Worksheets Only — prints the Inventory Count sheets, it does NOT freeze the inventory
count

e Print Worksheet and Freeze Items — prints the Inventory Count sheets and also freezes the
current gty on hand count.

e Freeze Items Only — freezes the current gty on hand count, it does NOT print the
worksheets.

e C(lear Frozen Items — clears the previously frozen inventory counts. Note — if you have
entered your physical count, these amounts will be lost!
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=X Physical Count Worksheet (ABC) 11/1/2013 - |I:| |£|
Report Setfing | STANDARD Q, | save [+

Dezcription Phuzical Count Warkshest |

— Setting Options

Type Public: =| Frint Fepart Setings [] Mumber of Copies

Default Report Three Hale Punch [] Collated
Sart Feport By | Item Code ﬂ| Double Space

~— Optiohz
Repart Optionz Print ‘warksheet Only ﬂ Frint Quantity on Hand |:|

L Product Types to F Privt ‘Warkshest Only
0 Print “warkzheet and Freeze tems
&l Types Freeze Itemsz Onl Srialz Discantinued e

Clear Frozen [terns
~— Procurement Typez 10

&l Tupes Make Buy Subcontract

— Phuzical Count Entpp
Drefault Quantity Counted to Cuantity on Hand |:|

— Selectiong

Select Field Dperand Walue =
Itern Code All T

Bin Location Al I

[tem Description Al T -
Warehouze Al -

Lrweenborn Coele Bl T -

K.eep "Window Open After - -
HP Laserlet P20S5dUPD PLLE — ¥I| pirt [] preview [ | Bt | Peview | Sew |[@)]
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New Fields:

e Print Quantity on Hand — will print the current quantity on hand on the Physical Count
Worksheets.

e Default Quantity Counted to Quantity on Hand — they system will automatically assign the gty
on hand to the quantity counted.

=F Physical Count Worksheet (ABC) 11/1/2013 - IEI Iil
Repot Setting | STANDARD Q,  Save |-|

Dezcrption Physical Count Worksheet |

— Setting Optiohz

Type Public ﬂ Frint Beport Settings |:| MHumber of Copies

Default Report Three Hole Punch [] Collated
Sort Report By | [tern Code ﬂ| Double Space
~— Optionz
Feport Options | Prirt “orksheet and Freeze Items ﬂ| Frint Luantity on Hand
~— Product Typesz to Print

&l Topes Finizhed Goods R aw b aterials Dizcontinued Kitz ]

All Types Make By Subcontract

— Phyzizal Count Entpy

( Procurement Types to Print

Default Quantity Counted to Quantity on Hand
— aelechons

Select Field Operand Walle =
[tern Code Al I
Bin Location All T
[tern D ezcription Al I —_
Warehouze All -
Lweenborn Ciele ol T bl

K.eep "Window Open After . .
HP Laserlet P2055d UPDFCLE =] poy Proviom | Bint | Prevew | Sewn | @
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Print Quantity on Hand

Physical Count Worksheet
Sorted by Item Code
ABC Distribution and Service Comp. (ABC)
Warehouse: (00 CENTRALWAREHOUSE
ltem Code Bin Location Descripbon Inventory Unitof QuaniyOn  Quantity
ProductLine Product Type Cyde Meazure Hand
1001-HON-H252 E-300-10 HON 2DRAWER LETTER FLE W0 LK <
InFEA Finished Good B EACH 2675.00
1001-HON-H252LK E-300-20 HON 2 DRAWER LETTER FLE W/ LCK
InF&A Finished Good EACH 73.00
1001-HON-H254 E-300-30 HON 4DRAWER LETTER FLE W0 LK
InF&A Finished Good EACH 86.00
1001-HON-H254LK E-300-40 HON 4 DRAWER LETTER FLE W/ LCK
InF&A Finished Good EACH 52.00
2480-8-50 C-100-10 DESKFILE 8" CAP 50
FD&A Finished Good EACH 11,075.00
Lot Number: 101 5,704 .00
LotMumber: 10210 200.00
Lot Mumber: JAN1D 32500
LotMumber: MAR1D 850.00
Lot Mumber:
Default Quantity Counted to Quantity on Hand
saF Physical Count Entry (ABC) o] x|
Warshouse (000 | - 4 4 B Bl
Description CEMTRAL "WAREHOUSE
LHeader | 2Lines | / \
| | QuckRow @ S |\ B
Item Code Bin Location | Lot/Senal | Huantity on Hanl:l| Quanhity Counted | 1=
1001-HOK-H252 E-200-10 2E75.00 2 B75.00 —
2 | 1001-HOM-H252LEK E-200-20 7300 73.00
3 | 1001-HOM-H254 E-300-20 8600 26.00
4 | 1001-HOW-H254LE. E-200-40 R2.00 A2.00
5| 2480850 C-100-10 10 9.704.00 9.704.00
E | 2480-8R0 C-100-10 10210 20000 200.00
Descrption | HOM 2 DR&WER LETTER FLE 'w/0 LK. =
Unit of Meazure | EACH
Irventory Cycle | B b
Product Line | "WFE& -

[ Accept l Lancel _
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Recommended Steps:

1. Print Physical Count Worksheets and Freeze inventory items. Sheets can be printed/frozen for
ALL items and Warehouses or you can select specific items or warehouses. Also, if you Cycle
count, you can print the worksheets for the Cycle you want to count.

2. Go into Physical Count Entry, enter your counts from the sheets

S Physical Count Entry (ABC) 11/1/2013 = |EI Iil
W arehouse o |- o4 o4 bRl
Description EAST WAREHOUSE |
1. Header l 2. Lines I
| (g [ 98 | &0 | -
Itemn Code Bin Location | Lot/Serial | (uantity on Hand| Quantity Counted |~ |
1 1001-HON-H252 E-300-10 932.00 99200 —
2 | 1001-HOM-H252Lk, E-300-20 .on 1.00
3 | 1001-HON-H254 E-300-30 19.00 19.00
4 | 1001-HOM-H254Lk, E-300-40 5.00 5.00
5 | 2480-8-50 C-100-10 Ja10 165.00 160.00
i 2481550 CA0040  JANTD won |

Urit of Meazure | EACH

Inventony Cycle
Product Line | FD&A

Description | DESK FILE 51./4" CAP &0

|»

[ Accept l Cancel _

3. Print the Physical Count

Variance Register.

&S B o) e » M
Main Report |

=lox]

1 i+ @ @ -

SAP CRYSTAL REPORTS®

Register Number: 1P-000001
Sorted by Item Code

Physical Count Vanance Register
Journal Posting Date: 11/1/2013

ABC Distribution and Service Carp. (ABC)

Warehouse: 007 EASTWAREHOUSE

Unitof Cuantiy Cuantiy Over/ Varane
hem Code Bin Location D Measue __ OnHand Counted Shot Unit Cost Amount
1001-HON-H252 £-300-10 HON2 DRAWER LETTER FLE WO LK EACH 992,00 992.00 000 34.250 000
1001-HON-H252LK 30020 HON2 DRAWER LETTER FLE W/ LCK EACH 0.00 100 100 37.150 3715
1001-HON-H254 E-300-30 HON4 DRAWER LETTER FLE WIO LK EACH 1300 19.00 0.00 83.500 0.00
1001-HON-H254LK E-30040 HON4 DRAWER LETTER FLE W/ LCK EACH 900 500 400- 87.083 34533
2430850 €-100-10 DESKFILE 8" CAPS0 EACH

LotNumber JANT0 18500 150.00 500- 15.800 79.00-
2431550 10040 DESKFILE 5 1/4"CAP 50 EACH

LotNumber JAN10 7600 7000 500 7.9%0 4788
DELi.2E0 rannan MFESKFIF21/2"CLADEN FLrH

DO NOT UPDATE the Physical Count Variance Register until you are comfortable with the variances.
Once you are sure that your numbers are correct update, print the Inventory Valuation Report. Use
this report to compare to the General Ledger. Make any additional adjustments that need to be made

to the ledger.
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s Inventory Valuation Report =0 |£|
& S By 2] %S LI 7 7 & - SAP CRYSTAL REPORTS ®
I Main Report |
-
Inventory Valuation Report
Sorted by ltem Code
ABC Distribution and Service Corp. (ABC)
ltem Code Item Description
Product Unit of Receipt Receipt
Line ProductType  Vakuation Measue Whe Lot/SerialNumber Number Dae Quantity On Hand Unit Cost Inventory Vake
VOG-CMCE PRINTOUT CATCHER BASKET
WF&A  FinishedGood  FIFQ EACH 002 RC.0387 3/152010 200 28.250 5650
RC0391 3152010 8.00 28.250 226.00
TRANSFR  5/7/2010 4100 27.950 114595
hemWarehouse 002 Totak 51.00 28.009 1.42845
ItemVOG-CM.CH Towmk 43800 28.222 12.36120 —
VOG-CM-MP-5 MODESTY PANEL
WF&A  FinishedGood  FIFQ EACH 000 RC-0407 31152010 7.00 26750 18725
G001001 51312010 10000 26.750 2,67500
RECD531 513172010 2500 26.750 668.75
hemWarehousa 000 Totak 13200 26750 353100
001 TRAO205 212412010 700 27.500 19250
G0a1001 50312010 5000 26750 133750
hemWarehouse 001 Totak 57.00 26.842 153000
002 TRANSFR  5/3/2010 200 26.857 5371
TRANSFR  5/7/2010 20 26.750 5350
hemWarehouse 002 Totak 400 26,80 107.21
Item VOG-CH-MP-B Totat 19300 28.778 5.168.21
VOG-CMMSC STORAGE CUBE
WF&A  FinishedGood  FIFQ EACH 000 RC-721 50112010 200 144770 28954
RECD531 50312010 2500 144770 3.61925
HemWarehouse 000 Totak = a7 2 aneo

CARD COUNT METHOD

Freeze the inventory by selecting Physical Count -> Physical Count Worksheet. Choose to Freeze Items
Only, then click Print.
_iolx
Report Setting | STANDARD Q, | save |-

Drescription Phyzical Count ‘W orksheet |

Setting Options

Type Print Report Settings ] Mumber of Copies ‘

Default B eport Three Hale Punch ] Collated

Sart Report By |tem Code Double Space ]

[— Froduct T_l,lpes to Print

Options
Feport Options Fririt Buantity on Hand ] ]
All Types  [v] Finished Goods Fave Materials Discontinued Kits
Procurement T_l,lpes to Print
Al Types [+ Make Bluy Subcaontract ]
Phyzical Count Entry
Default Quartity Counted to Quantity on Hand |:| ]
Selections

Select Field Operand Walue | 1=
Item Cads Al =

Bin Location all =

Item [rescription All i b
Warshouze All |

lrnsentorm Cucle Al - i

Keep ‘Window Open After - -
HP LaserJet P2055d UFD PCL 6 ) Print Pravien [ Brint l Preziew I Setup @
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Purchase inventory count tags. These are numbered tags and can be multi-part. You will use one tag

per item.

O

COMBO INVENTORY

LABEL / TAG
DATE LOCATION
.
PART MO DOFPARTMENT
*
UMIT OF CUANTTTY
MIE LI

D ST Ml T iy

‘ﬁ T PRICE TOTAL WALUE
{ No. 05892

Collect and enter the count information. Select Physical Count -> Count Card Entry. Enter the Count
Card Number, item and quantity counted.

= Count Card Entry (ABC) 11/1/2013

Count Card Mumber (0000005252 | [ 14 4 B Bl

=1olx]

| o [ | IEE TR
W arehouze | [tem Code | Lot/Serial Ma. Quantity Counted
1 Qoo 1007 -HOM-HZR2 30,00
g 0
4| | »
Description HOM 2 DR&WER LETTER FLE 'WwWA0 LK. =
Bin Location E-300-10
U# Used far Count | Standard
Standard L1/M EACH =

[@ Mizging Count Card Listing....

[ AScoept l Cancel l Delate .
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Print the Missing Count Card Listing. This report will show you if there are any cards missing.

SXE Missing Count Card Listing (ABC) 11/1/2013 7| x|

Selectionz

Select Field | Operand | Wallie | |
Count Card Mo Range j Q000005892 1000003333

Exclude Count Card Ma. Mat Equal ta j M

HPLasedetP20s5dUPDPCLE  »f| [ Frint ] Preview ] Setup [Q]
-lg/x]
e ] ED Q %g .|’1 M G - SAP CRYSTAL REPORTS ®
Main Report |

Missing Count Card Listing
Count Card Range: From: 0000005892 To: 0000005899
0000005895 0000005897 0000005898 0000005899

Print the Count Card Report.
=Xe Count Card Report (ABC) 11/1/2013 _|EI|£|
Repatt Seffing | STANDARD Q | save |-

Deszcription Count Card Report |
Setting Options
Type Frint Repart Settings |:| Mumber of Copies
Default Report Three Hale Punch [] Callated

Sart Repart By Count Card Number |

Optiohz
Pririt Surarmary Repart . Coszt to Print m Frint Comnents ]

[— Product T_I,Jpes to Prirt

All Types  [v] Firished Goods Fiaw M aterials Discontinued Kits
Frocurement T_l,lpes to Print
All Types  [v] Make By Subcontract ]
— Selections

Select Field | Operand Yalue | | 1=
Court Card Murmber all hal

Itemn Code all il

Bin Location Al 52

Item Description All hal

Warehoise &l i —
Inventory Cycle All hal o

Keep Window Open After

HP Laserel P2OSSAUPD PELE = poy [] Fimicis [o] | Bt | Preview | Sewn [@],
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sa® Count Card Report

N [=1k3
& S B @g i1 @ - SAP CRYSTAL REPORTS®
I Main Report |
Count Card Report
Sorted by Count Card Number
Demo Company (DMO)
Count Card Unit of
Number Warehouse |tem Code Lot Serial Number Measure  Quantity Counted
0000005852 001 1001-HON-H252 EACH 952.00
0000005893 001 1001-HON-H252LK EACH 1.00
0000005894 001 1001-HON-H254 EACH 20.00
0000005856 001 2480-8-50 JAN10 EACH 1.00
Print the Count Card Variance Register.
e Sage 100 ERP x I
& Diopou want bo print the Count Card Y ariance Begister?
7
[ Tes
_lalx]
g‘ & B (2| %E fl ;& - SAP CRYSTAL REPORTS®
Main Report ‘
Count Card Variance Register
Sorted by ltem Code
Demao Company (DMO)
Warhouss: 001 EASTWAREHOUSE
Unit of Quantiy Cuantiy O/ Varana
hem Code Bin Location Descipti Measue __ OnHand Counted Shot Unit Cost Amount
1001-HON-H252 E-300-10 HOM 2 DRAWER LETTER FLE WIO LK EACH 992.00 93200 000 34.250 0.00
10071-HON-H252LK E-30020 HON 2 DRAWER LETTER FLE W/ LCK EACH 0.00 100 10 37.150 375
1001-HON-H254 E-30030 HOM 4 DRAWER LETTER FLE WIO LK EACH 1900 2000 100 83.500 8350
2480850 €-100-10 DESKFILE 8" CAP50 EACH
Lot Number. JANT0 165.00 100 16400 15.453 2,53429. -
Warehouse 001 Totak 1,17600 1,01400 16200 241364
RegEwrToml: 1176800 101400 162.00- 241364-

After printing the Count Card Variance Register the system will prompt to Update the Card Count

Entries to Physical Count Entry. If you need to make adjustments, click No and go back into Card Count
Entry.

=E Sage 100 ERP x|

» Dopou want to update the Count Card entries to Physical Count Entr?
x.‘;/

Once you click Yes, the entries will be posted to Physical Count Entry. Adjustments may be made in

Physical Count Entry before posting. Run the Physical Count Variance Register and Update. Then run
the Inventory Valuation report to compare the total to the ledger.
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