Stock Take

Stock Take view allows user to track stock take
progress in a warehouse and update the inventory
information (i.e. quantity, batch number, expiry
date) based on the stock take report. Variance in the
quantity and value can be viewed in the report after
Stock Take process is completed.

Below are available actions for the user from “Stock
Take” view:

Z2) Create new stock take
2 Update stock take details
=23 Delete stock take

%) View and search for stock take details

Stock Take *
|

Warehouse: | < Select All Warehouses > v! Year! Vear 2016 v! From/ ! il v! Search Creaie New

Date 4  Document # Reference # | Warehouse # Warehouse Name ! Representative | Grand Total  Status |®
Jan 5, 2016 |STK-0004 | TEOL Main Warehouse | 550.19|Posted | A
Jan 6. 2016 | STK-0005 TEOL Main Warehouse | | Drafted

v

—
P | status: [ < Select All > v/ Total SGD : 55019 K[ < 1oz & [l

Stock Take List | Stock Take



https://samooha.org/table-of-contents/inventory/logistics/stock-take/

ESmd:Tahe g

H= €« 08 &, | With No Progress
Document Date Document Number Reference Number Branch
13/01/2016 v [<-AUTO-GENERATED-> | [HQ - Head Office vl
o T L —
Warehouse Representative Description / Comments

vl vl
Stock Take Type Analytical Group
[ setected Product Count v] [ |

]h;msznid:s]VlriIma Postings Nmmmm}

Product Brand: | < Select All > | Filter: [ ! % Select Locators HH) % e
fi] vl v i v o I v/ v |}
#4  loator | Product | Description | UOM |  CountedQty |  Bawh# | Mfg.Date  ExpiryDate |  Comments |®

Total Counted Qty: 0 Grand Total{ ]

Start Progress |- ( Create New ‘)( Save j\ Revert )( Delete J
Stock Take List | Stock Take

Field Name Description Mandatory Information
Document Date Creation date of the document Y
Document Number Document number of the purchase order Y
Reference Number Code for easy reference search of the document N
Branch Name of company’s branch Y
Warehouse The warehouse of which to do the stock take Y
Representative Name of staff assigned to process the stock take N
Stock Take Type Complete Locator Count or Selected Product Count Y
Analytical Group N
Description /

Additional information in regard to the stock take document N
comments
Product Brand Select product brand(s) to filter products N
Filter Enter keyword(s) to filter / search for products N
Select Locators Select which Locator(s) to do the stock take Y
Locator Locator of the product in the warehouse Y
Product Product code of the item Y
Description Product Description Y
UoM Type of the item (Unit of Measure) Y

Counted Qty

Batch #

Mfg. Date

Expiry Date

Comments

Total Counted Qty

Variance Qty

Grand Total

Quantity as counted by stock take process for batch of items Y

Batch number of the counted item N
Manufacturing date of the product batch N
Expiry date of the product batch N
Comments on the counted line item, if any N

Total Counted Quantity for all the items listed in the stock

take document lines items

Total Variance Quantity (difference between system total
quantity vs total counted quantity) for all the items listed Y

in the stock take document lines items

Total variance in value for all the items listed in the stock

take document



Create New Stock Take:

1. Click on “Create New” at the top right of screen
of “Stock Take List” tab, it will open “Stock Take”
tab with empty form

2. Fill up stock take’s information on the top half
of screen. For “Stock Take Type"“:

= Complete Locator Count: all products in
the selected locator(s) will be counted and
have its batch information updated (if there
is any variance)

» Selected Product Count: only products
entered into the stock take document in the
selected locator(s) will be counted and its
batch information updated (if there is
any variance)

[ Stock Take X

B4 %, 0 & @ With No Progress
Document Date Document Number Reference Number Branch

(110172018 v| [ <-AUTO-GENERATED-» ] [ | [1Q - Head Office v]
Stock Take Details ‘Additional Info _

Warehouse Rep i Description / Comments.
[7E01 - Main Warehouse vl [ v] ock take for Korres products
Stock Take Type Analytical Group

Selected Product Count v| [ v

3. Click “Save” button at the bottom right side of
screen

4, Select which locator(s) to do the stock take from

by clicking on ¥ selectlocatos jp the middle of the
screen. User to tick checkbox(es) of locator(s) in
the pop up window. Alternatively, user may select all
the locators by clicking on the “Select All” button.
Click OK to confirm the selected locator(s)*

*Note: Locators of staging type will not be included
in the Stock Take process. Locator(s) selected will
be reserved and thus unavailable for selection

in other Stock Take document, until the former Stock
Take document is posted.
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Create sfock take lines from selected Locators
I This sakectizd Locatons will be lodesd far i
trarsactions until the stock take ks compietec. |
W
s =3}
Locator C
M Ga-01-0 -
# 5anz0 I
0 Ga-nz-o "
# |5a-03-1 |
¥ | wol -Dasaged
WO -Expired I
A [ Twor-um
L
C® D)o

5. Click on “Start Progress” button at the bottom
left of screen to start the stock take process*.

*Note: Starting a stock take process will lock all
the products in the selected locator(s) from being
use by other processes with inventory movement. User
can stop / pause a stock take progress at any time
and continue / start again another time. Stopping the
stock take will unlock the selected locator(s) and
make available the inventory inside these locators
for other processes (WARNING: this may cause
discrepancy in the stock take result)

[l stock Take *
B4 e 0 G With No Progress
Document Date Document Number Reference Number Branch

12/01/2016 v! [sTk-0010 | 1Q - Head Office v!

Stock Take Details
‘Warehouse
[ MS02 - Matrix Warehouse 2 v] [

Stock Take T, Analytical Group
Selected Product Count vl !

["ems Articles |_variance [ Postings | Notes / Attachments
Product Brand: | < Select All > v| Filter. [ | 4 select Locators VIS B
] Pl v [ ol o I ol vl 12|
#4  locator  Product | Description Uom " CountedQty |  Batch# Mg Date | ExpiyDate | Comments '3

~

Additional Info
Description / Comments
Ktock take for matrix WH2 ‘

Total Counted Qty: 0 Grand Total: ]

Start Progress e ( CreateNew ) Save Revert ( Delete )
Stock Take List | Stock Take

6. Click on “Count Sheet Report” button at the
bottom of screen and print the stock take count sheet



report

D stock Take *
Boe»as o
Document Date Document Number Reference Number Branch
(12/01/2016 v! [s1e-0010 | [ | [HQ - Head Office vl
. = o
Warehouse Description / Comments
[ Ms02 - Matrix Warehcuse 2 vl [ v! ftock take for matrix WH2
Stock Take Type Analytical Group
Selected Product Count
i print/export/preview the generated report. B8 % e
v/ vl [
[ i | B
Select a Rey Format Mfg. Date Expiry Date Comments =z
{® A4 Format

[_pin__} (_ewor_[9) (_preview ) (__cancet )

Total Counted Qty: 0 Grand Total I
( Complete Progress |-) [ Count Sheet Report ] ( Create New [ Save Revert Delete
Stock Take List | Stock Take

» Locator Count Sheet: count sheet listing
(selected) products in the selected
locator(s), to be use for Stock Take process

Samooha Demo Distribution Pte Ltd
Locator Count Sheet
Date: 1102016 Document#: STK0008  Warchouse : MS02 - Matix Warehouse 2

Part Numbor Product Name Batch Number _ Mfg Dato Expiry Date __ LOM Product Count Comments.
Tuas02-Default

Loat0 LOACKER GHOCOLATE CHIP COOKIES 12X 250GRAMS. 20160328 20Mar-2016  Carion-12
Loai0 LOACKER CHOCOLATE CHIP COOKIES 12X 250GRAMS P51 01-Nov-2015  20-Apr2016  Carton-2
Loat0 LOACKER GHOCOLATE CHIP COOKIES 12X 250GRAMS. Loa-1510 01-0ct-2015  26-Mar-2016  Caron-12
Loat0 LOACKER CHOCOLATE CHIP COOKIES 12X 250GRAMS PH510 01-00-2015  20Mar2016  Each
Loat0 LOACKER GHOCOLATE CHIP CODKIES 12X 250GRAMS PHIST O1-Nov2015  20Ar2016  Each
Tuss02-Default-AF

Loat0 LOACKER CHOCOLATE CHIP COOKIES 12X 250GRAMS PLIST O1-Nv2015  20Apr2016  Each
Stock Take Date

Stock Taker : Verfied By :

Signature : Signature :

7. User may filter the products list by selecting a
brand from “Product Brand” drop-down list.

8. Add locator into the stock take by searching for
the locator from the “Locator” drop-down list in the
table on “Items / Articles” tab

9. Select product to add into the stock take from the
“Product” drop-down list in the table on “Items /
Articles” tab. Enter the product’s UOM, counted
quantity, and batch information for the selected

locator, and click Eﬂ button to add the product info
into the stock take document. If there is no changes
to the batch information, user may leave the batch
number textfield empty

10. Repeat steps 8-9 to add more products into



the stock take*

*Note: User can stop / pause a stock take progress at
any time and continue (start) again another time.
Stopping the stock take will unlock the selected
locator(s) and allow inventory inside these locators
for other processes (WARNING: this may cause
discrepancy in the stock take result)

ttems / Articles | Variance | Postings | Notes / Attachments |

Product Brand: | LOA - Loacker v! Fitter: [ | % select Locators HE e e
[1 W-uaso2-Defautt-AF w|(L0al0 w!LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS || ch - Each | olprast  |[/av2015 vl 2900072006 ! =]
e Locator T Product | ipti | UOM  CountedQty | Bach# | Mfo.Date  ExpiryDate | Comments |®

1/Tuas02-Default-AF  L0al0  [LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Each PI-1511 Nov1,2015 |Apr 29,2016 A
2/TuasD2-Defauit 10210 |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS _|Each PI-1511 Nov1 2015 |Apr 29,2016
3| TuasD2-Default Loall LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS Each PI-1510 Oct 1, 2015 Mar 29, 2016
4| Tuas02-Default |Loal0  [LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS __|Carton-12_| Loa-1510  |Oct1,2015 |Mar 29, 2016
5| Tuas02-Default l0al0  |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS _ |Carton-12 PI-1511 Nov1 2015 |Apr 29, 2016
__6/Tuas02-Defauit 10210 |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS _|Carton-12_ | 20160329 Mar 29, 2016

Total Counted Qty : 0 Grand Total:

( ‘Complete Progress 9 ( Count Sheet Report ) Create New ) Save Revert Delete

Stock Take List ] Stock Take

]

11. Click on “Complete Progress” button at the bottom
left of screen to confirm completion of the stock
take process. Click on arrow on “Complete Progress”
button and select “Stop Progress” to stop/pause the
stock take progress

12. Click on “Post To Accounts” button at the bottom
left of screen to post the stock take to accounts. If
there is any variance in quantity or batch info, the
system will create:

= Differences in the product batch information
/ quantity / total cost for the stock take
variance under “Variance” tab

= Journal entries for the stock take variance
under “Posting” tab



ﬂsmrah: %

me® QT Q)
Document Date Document Number Reference Number Branch
11/01/2016 | [sTK-0008 | [hQ - Head Office v
SOt prrTPTeS o
Warehouse Representative Description / Comments
MSO02 - Matrix Warehouse 2 w!| [EM01 - Christopher v tock take for Matrix WH2
Stock Take Type Analytical Group
| setected Product Count vl [ v!
] Ttems / Articles | Variance | Postings anEsIAnsclwnems‘[
Product Brand: | LOA - Loacker v/ Fitter: [ | 4 SelectLocators IR S
1 fuaso2-Defauit-AF v![10a10 +!/LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS || ch - Each v 220160429 (/1272015 w![29/0472016 w!'hange batche [#
# Locator Product Description UoM Counted Batch# Mg Date jryDate  Comments E
1/Tuas02-Default-AF  |Loal0  |LOACKER CHOCOLATE Ck 12x Each 2120160429 |Nov1,2015 | Apr29, 2016
2| Tuas02-Default 10al0 |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Each 2|20160420  |Nov1,2015 |Apr29,2016 | change batch#
3|Tuas02-Default 10a10 |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Each 1]20160320  |0ct1,2015 |Mar29,2016 | change batch#
|4 Tuaso2-Defaut loald |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Carton-12 1|Loa-1510  [0ct1,2015 |Mar29, 2016
5| Tuas02-Default l0al0  |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Carton-12 1]20160420  |Mov1,2015 |Apr29,2016 | change batch#
6| Tuas02-Default loal0 |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Carton-12 1/20160320  |Oct1,2015 | Mar 29, 2016

9

Total Counted Qty : 8, System Qty : 8, Variance Qty : 0 Grand Tatal:| 55015
Post To Accounts |- ( CreateNew )| Sae [ Reverr [ Delee
Stock Take List | Stock Take

| ttems / Articles [ Variance | Postings | Notes / Attachments |

Product Brand: | < Select All > | Fitter: [ ]
#a Locator " Product | Description T uom Baich#  MfgDate  ExpiryDate AddQty RemoveQty Total Cost |®
|1/ Tuas02-Default-AF _|Loal0 Each 20160429 |Nov1, 2015 2 ss152~
| 2[Tuss02-Default __|Loald |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS _|Each 20160429 |Nov1,2015 |Apr29, 2016 2 55152
3|Tuas02-Default___|Loal0 |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Each 20160329 |Oct1, 2015 |Mar 29, 2016 1 55076
5|Tuas02-Defauit___|Loal0 |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS _|Carton-12 |20160429 |Now1,2015 | Apr29,2016 | 1 559.10
7/ Tuas02-Defauit-AF_|Loal0 _|LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Each PL1S11  |Nov1 2015 |Apr29, 2016 2 (ssLs0)
8|Tuas02-Default__|Loal0 |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Each [PL1S11 [Now1,2015 |Apr29,2016 | | 2| (s5150)
9|Tuas02-Default___|Loal0 |LOACKER CHOCOLATE CHIP COOKIES 12X 250GRAMS | Each PL1510  |Oct1 2015 |Mar 29, 2016 1 (55075
10/ Tuas02-Default  |L0al0 |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS _|Carton-12_|PI-1511 _ |Nov1,2015 | Apr29, 2016 | | 1 (559.00)
v
Total : g 6 ssoi
Total Counted Qty: 8, System Qty : 8, Variance Qty: 0 Grand Total: 55015

(C variance Report 5 (Ccreateew ) ( save ) ( Reverr ) ([ Delete )
sWCKT#LiStl im ake

lremi,:Arlidesl Variance [ Postings[ Notes !Altacnmentﬂ

Journal Inventory Journal Date 110172016 | Document #/sTk-0008 | Reference # ]
Account# | Account Name Entity Type Memo Due Date Debit Credit Base Amount

PEIE]|

214001
214001

Stock Write off / Loss Commercial stock take for Matrix WH2 5512.90 551290 Cr
Stock Write off / Loss. Commercial stock take for Matrix WH2 5$1275 $$12.75 Dr
Finished Goods - Third Pal Commercial stock take for Matrix WH2 S§12.75 5§1275Cr

Finished Goods - Third Pa ‘Commercial stock take for Matrix WH2 5$12.90 5$12.90 Dr

4230.001

v

Total Counted Qty : 8, System Qty: 8, Variance Qty: 0 Grand Total: 55015
( Variance Report |9 CreateNew ) ( save ) ( Revet ) Delete
Stock Take List l Stock Take

13. Click on “Variance Report” button at the bottom
left of screen to print the Stock Variance Report (by
quantity or value). The Variance Report will only
print list of items where there are any changes /
differences in the quantity, batch info, and / or
cost value



H Stock Take *

me® 08 @
Document Date Document Number Reference Number Branch
M1/01/2016 +| [sTi-0008 ] [ ! [1Q - Head Office v
SvckTam Dl poe— o
Warehouse Representative ription / Comments
MS02 - Matrix Warehouse 2 v [Emo1 - christopher v! stock take for Matrix WH2
Stock Take Type Analytical Group
Selected Product Count v v
[ ttems / Articles | Variance | Postings | Notes / Attachments |
Product Brand: | LOA - Loacker | Fitter: [ ] 4 Select Locators HBae e
1 [uaso2-Defavit-AF w!(Loal0  w![LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS || ch-Each || 2] 20160029 |[/11/2015 |[29/04/2016 ! hange batch# 4]
#a Locator " Product Description T UOM | Counted Qty | Batch# Mfg.Date  ExpiryDate  Comments |&
| 1/Tuaso2-Default-AF  |Loal0 |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Each 2|20160429  |Nov1, 2015 29,2016 | change batch#| A
| 2 Tuas02-Default Loal0 |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS __|Each 2|20160429  |Nov1,2015 |Apr29,2016 |change batch#
| 3Tuash2-Default [loalo  |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Each (20160329 |Oct1,2015 |Mar29,2016 | change batch#
4| Tuas02-Default Loal0  |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS __|Carton-12 1|Loa-1510  [Oet1,2015 |Mar29, 2016
5| Tuas02-Default |loald  |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Carton-12 1|20160429  |Now1,2015 |Apr29,2016 | change batch#
|6/ Tuas02-Default L0al0  |LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS __|Carton-12 1/20160329  [Oct 1,2015 | Mar 25, 2016
v
Total Counted Qty : 8, System Qty : 8, Variance Qty: 0 Grand Total: 55015
C Variance Report |9 Create New Save Revert { Delete
[ Stock Take List | Stock Take
0 Report Options g2 |
I —
Report Dptions
i Print/export/preview the generated report.
Type: | Cusantity vl
(__pim_ ) (_epon | +) (_ Preview ) (_ gancet )
» Stock Variance Report: below is sample
report (type: Quantity) without variance in
the counted quantity & value
Samooha Demo Distribution Pte Ltd
Stock Variance Report
Date : 06-Jan-2016 Doc No : STK-0005  Warehouse : TEO1 - Main Warehouse ~ Type : Quantity
Part Number Product Name Batch Number UOM System Qty  Counted Qty  Variance Qty
0 0 0
Grand Total : 0 0 0
Stock Take Date :
Stock Taker : Verified By :
Signature : Signature :

» Stock Variance Report: below is sample
report (type: Quantity) without variance in
the counted quantity but have variance in
total cost value



Samooha Demo Distribution Pte Ltd

Stock Variance Report
Date : 11-Jan-2016 Doc No : STK-0008  Warehouse : MS02 - Matrix Warehouse 2~ Type : Quantity
Part Number Product Name Batch Number UOM SystemQty Counted Qty  Variance Qty
Wﬁcmmmm CHIP COOKIES 12 X 20160329 Each 0 1 1
Loat0 ;mﬁCHOCOLATE CHIP COOKIES 12X 20160429 oz 0 1 1
Loal0 ;mSCHOCOLATE CHIP COOKIES 12X 20160429 Each 0 2 2
Loa10 ;mﬁCmCOLATE CHIP COOKIES 12 X PL1510 Each 1 0 )
Loa10 ;mﬁCmCOLATE CHIP COOKIES 12 X PL1511 ct2 1 0 )
Loal0 ;mSCI-OOCOLATE CHIP COOKIES 12 X PL1511 Each 2 0 @
15 15 0
Loat0 ;mSCI'DCOLATE CHIP COOKIES 12 X 20160429 Each 0 2 2
Loa10 ;mSCI'DCOLATE CHIP COOKIES 12 X PL1511 Each P 0 @)
2 2 0
Grand Total : 17 17 0
Stock Take Date :
Stock Taker : Verified By :
Signature : Signature :

Date : 11-Jan-2016 Doc Mo : STK-0008  Warehouse : MS02 - Matrix Warehouse 2 Type : Value  Currency : SGD

» Stock Variance Report: below is sample
report (type: Value) without variance in the
counted quantity but have variance in total

cost value

Samooha Demo Distribution Pte Ltd
Stock Variance Report

Part Number Product Name Batch Number UOM System Cost Counted Cost Variance Cost
Locator: Tuas02-Default
Loald LOS{.)\&(ESSCI-DCOL}\TE CHIP COOKIES 12X 20160329 Each 0.00 0.76 0.76
LOACKER CHOCOLATE CHIP COOKIES 12 X
Loa10 250GRAMS 20160429 cn2 0.00 9.10 9.10
LOACKER CHOCOLATE CHIP COOKIES 12 X
Loa10 250GRAMS 20160429 Each 0.00 1.52 1.52
LOACKER CHOCOLATE CHIP COOKIES 12 X
Loal0 250GRAMS PI-1510 Each 075 0.00 (0.75)
LOACKER CHOCOLATE CHIP COOKIES 12 X
Loal0 250GRAM: PI-1511 ct2 9.00 0.00 (9.00)
LOACKER CHOCOLATE CHIP COOKIES 12 X
Loa10 250GRAMS PI-1511 Each 1.50 0.00 (1.50)
125 11.38 0.13
LOACKER CHOCOLATE CHIP COOKIES 12 X
Loa10 250GRAMS 20160429 Each 0.00 1.52 1.52
LOACKER CHOCOLATE CHIP COOKIES 12 X
Loal0 250CRAMS PI-1511 Each 1.50 0.00 (1.50)
1.50 1.52 0.02
Grand Total : 12.75 12.90 0.15
Stock Take Date :
Stock Taker : Verified By :
Signature : Signature :

» Locator Stock List Report: sample report.
Quantity is in Stock UOM, Grand Total

Quantity is in base UOM (Each)



Samooha Demo Distribution Pte Ltd
Locator Stock List
Warehouse : MS02 - Matrix Warehouse 2

Part Number Product Name Locator Batch Number  Mfg Date Expiry Date UOM Quantity
Loat0 o HOCOLATE CHIP COOKIES 12X Tuas02-Default 20160329 01-0ct:2015 29-Mar-2016 Ct12 1
Loato e TIOCOLATE CHIP COOKIES 12X Tuas02-Default 20160329 01-0ct:2015 29-Mar-2016 Each 1
Loat0 LOMCKER CHOCOLATE CHIP COOKIES 12X Tuas02-Defaull 20160429 01-Nov-2015 29-Apr-2016 CH2 1
Loat0 ;;AESQE'\I}SWOCOLATE CHIP COOKIES 12X Tuas02-Defaull 20160429 01-Nov-2015 29-Apr-2016 Each 2
Loat0 ;&Aé:msmocmm; CHIP COOKIES 12X Tuas02-Defaul  Loa-1510 01-0ct:2015 29-Mar-2016 Cl12 1
Loal0 KR CHOCOLATE CHIP COOKES 12X Tuas02-Default-AF 20160429 01-Nov-2015 28-Apr-2016 Each 2
Loat1 e VINI DARK CHOCOLATE BITES 10X 20X 15602 Default ~ UOM-0013 Each 10
Grand Total : 51
Update Stock Take Details:
1. Click on “Stock Take List” tab at the bottom of
screen
2. Double click on stock take to be updated, it will
bring up the details on “Stock Take” tab for the
selected stock take. If a stock take's status is
“Confirmed” or “Posted”, right click on the
document in the list view and undo posting of the
document first. Alternatively, open the posted
document, click the arrow on “Variance Report”
button, then click on “Undo Stock Take Posting”
[ swodkTake ¥
Warehouse: | < Select All Warehouses > v Year Year 2016 v! From] ! Tin vl ( search ) Create New
Dates | Document# | Reference #  Warehouse # | Warehouse Name | Representative | Grand Total  Status |
Jan 5, 2016 |STK-0004 TEOL Main Warehouse 580.19|Posted | A
Jan 6, 2016 |STK-0005 TEO1 Main Warehouse Paosted
Jan 11, 20.. |STK-0006 TE01 Main | 5570026
E show Stock Take
& Preview Stock Take
Complete Stock Take(s)
© Stop Stock Take(s)
W Post Stock Take(s)
% Undo Stock Take Posting
2 Delete Stock Take(s)
[EswockTake x|
0e €« Q8 o 1 Posted |
Document Date. Document Number Reference Number Branch
(1170172016 v/ [sx-0008 [ | [HQ - Head Office v!
Stock Take Details Additional Info
Woeore A D ption [ Commeats
['M502 - Matrix Warehouse 2 v [EMOL - Christopher v Ktock take for Matrix WH2
Stock Take Type. Analytical Group
Selected Product Count v v
[TTtems / Artictes | Variance | Postings | Notes / Atiachments |
Product Brand: | < Select All > v! Fitter: | | % Select Locators 48 ¥ &
11 [uaso2-Default-A v![Loald ! LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS || Each- E5 v/ 220160429 017117201 +!(29/04/2016 | change batche 5]
4 Locator " Product | Description UOM | CountedQty | Batch# | Mg Date = ExpiyDate = Comments |®
1| Tuas02-Default-AF LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS Each 20160429 Nov 1, 2015 |ﬁp( 29, 2016 |E|Ialge batch# -

2|Tuas02-Default LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS _ |Each

4|Tuas02-Default Loal0 LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Carton-12 Loa-1510 Oct 1, 2015 Mar 29, 2016

20160429 Nov 1,2015  |Apr 29, 2016 change batch#

2
2
3|Tuas02-Default |Loall LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS __ |Each | 1/20160329  |Oct1,2015  |Mar 29,2016 |change batch#
1
1
1

20160328 |Oct 1, 2015 Mar 29, 2016

5| Tuas02-Default Loal0l LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Carton-12
6| Tuas02-Default Loal0 LOACKER CHOCOLATE CHIP COOKIES 12 X 250GRAMS | Carton-12

20160429 Nov 1,2015  |Apr 29, 2016 change batch#

v

Total Counted Qty : 8, System Qty : 8, Variance Qty: 0 Grand Total: 55015

Create New Save Revert Delete
Undo Stock Take Posting



3. Make change(s) on the stock take information

4. Click on “Save” button at the bottom right of
screen to save

5. Click on “Revert” button at the bottom right of
screen or refresh icon at the top of the screen to
roll back the changes

6. Click on “Start Progress” button at the bottom
left of screen to start the stock take process*.

7. Click on “Complete Progress” button at the bottom
left of screen to confirm completion of the stock
take process.

8. Click on “Post To Accounts” button at the bottom
left of screen to post the stock take to accounts. If
there is any variance in quantity or batch info, the
system will create:

» Differences in the product batch information
/ quantity / total cost for the stock take
variance under “Variance” tab

= Journal entries for the stock take variance
under “Posting” tab

Delete Stock Take:

1. Click on “Stock Take List” tab at the bottom of
screen

2. Double click on stock take to be deleted, it will
bring up the details on “Stock Take” tab for the
selected stock take. If a stock take's status is
“Confirmed” or “Posted”, right click on the

document in the list view and undo posting of the
document first. Alternatively, open the posted
document, click the arrow on “Variance Report”
button, then click on “Undo Stock Take Posting”

3. Click on “Delete” button at the bottom right side



of screen

4. Click on “Yes” button on the pop-up window to
confirm stock take deletion

View and Search for Stock
Take Details:

1. Click on “Stock Take List” tab at the bottom of
screen

2. Enter search parameter to filter the result, i.e.
type in which warehouse to search for in the
“Warehouse” text field box or select from drop-down
list

3. Result can be sorted alphabetically by clicking
the fields’ columns

4., Double click on stock take to view full details of
the document, it will bring up the details on “Stock
Take” tab for the selected document



