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Stock Check Routines 
By Depot and by Group 

 
Gives access to a sub-system for controlling stock checks, enabling specific ranges of 
parts and locations, or all parts, to be checked. This means that stock can be checked on 
a continual basis, each individual check being given a unique reference number ensuring 
there is no confusion over what has been checked and when. 

 
Note:  The procedure does NOT support Serial Number Items or Wholegoods. 

 

 
Stock Check Extract 
The part lines to be checked are extracted for printing. Each individual stock check is 
given a unique number that stays with the stock check until it is completed. 

 

 
 
Key Entry Fields (# indicates the default setting) 

Extract By Bin Location # 
Part Number 

For bin location range. 
For part number range. 
 

Product Group 
Range 

All # To select specific Prefix parts, the Product 
Group range will be required, must be on ALL 
parts, and must start with the Prefix. 
Enter the first and last Product Group. 
 

From Location All # Enter the first and last location (bin or shelf). 
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Class Codes  Allows selection or exclusion of specific Class 
Codes 
 

Ignore Stock 
Checked Since 

Date Each part number carries a date of the last 
time its stock was checked.  Enter the date last 
checked to ignore parts checked recently.  If no 
date is entered, ALL parts within the entered 
parameters will be selected. 
 

Ignore Parts 
Not Bought or 
Sold 

Include All # 
Last 48 Months 
Last 36 Months 
Last 24 Months 
Last 12 Months 
Negative QOH Only 

Include all parts or, if a period is selected, parts 
that have NOT moved in the last 12, 24,26,48 
months will be ignored. 

Include Stock 
Value 
Between 

From 
To 

Stock with small value may be excluded by 
entering a minimum and maximum value to 
extract. 

Product Type Normal Parts 
Batch Parts 
ALL 

Select to include batch parts or normal parts 
only.  
Note: serial parts will not be included. 
 

 
A Stock Check Number will be displayed, with the number of parts extracted.  This 
number will end with a zero. 

 

 
 
 

Stock Check Report 
The stock check report is the printing of the actual document for use in the check, 
i.e. to physically count and enter the quantity. 
 
Enter the stock check reference or use the lookup to display details of outstanding 
stock check extracts.  
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Page Break On Bin – for a new page on location change enter a character position 
(1-4). 
 
Print Actual Stock Quantity – select ‘Yes’ to print the actual stock quantity held on 
the system on the report or select ‘No’ to ignore quantities. 
 
Print Blank Lines Between Items – select ‘Yes’ for a blank line between each part on 
the report. 
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Stock Check Input 
Allows the entry of the actual quantities counted, calculates the stock quantity 
variance and makes the actual stock adjustment.  The variance will be calculated as 
the difference between the count and the quantity on hand at the time of the Stock 
Check Extract, OR the quantity on hand at the time of entry.  The rule to be applied 
will have been defined in the system set up. 
 

 
 
 

Key Entry Fields (# indicates the default setting) 
Stock Check 
Reference 

 Enter the Stock Check Reference 
Number or use the lookup. 

Start Bin Number All # Enter a bin number to start stock check 
from - this avoids having to scroll 
through bins that might already have had 
quantities entered. 

Start Part Number All # Start Part Number - if there are several 
part numbers within a bin some may 
already be checked, and the part number 
to start from can be entered here. 

Review Lines  Select ‘Yes’ to display parts, which have 
already had quantities entered or NO to 
ignore. 

 
 
 
 
 
 
 
 
 



 

Fact Sheet 23 Rev1211  5 Stock Check Routines 
 

The screen displays Part Number, Description, Bin Location and Quantity. 
 

 
 
Scroll through each line entering the counted quantities.  If the count quantity is the 
same as that displayed press <Enter> to accept.  If there is a difference, enter the 
ACTUAL QUANTITY COUNTED. 
 

 

Depot Input Summary 
This shows the report status of a specific stock check, created by the extract. 
You can recall the report by; parts for all part numbers and stock check reference, 
or only those parts not checked and those with differences only. 
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Once the input summary has completed:  “Stock Check Completed – Yes/No” 
 
‘Yes’ to complete the check or ‘No’ if the count is unfinished.  
A recount cannot be requested until the original check has been complete. 
 

 
Group Stock Check 
The group stock check option allows stock checks to be planned, by prefix, at he 
beginning of the year and carried out across the group in the same month. 
 
The stock extract can be created at head office for each depot and sent to them. 
 
Each depot can physically count the stock at any time during the month and record on 
the printout the day in the month that the count was performed. 
 
The depot can enter the count quantities into the system at any time up to the month 
end. The system compares the entered stock quantities with the stock recorded on that 
day. From the time the stock extract is run the quantity on hand is recorded each day to 
provide the comparison figure. 
 
Head Office can see the progress being made on the counts and chase where necessary. 
Depot count differences can also be seen and a re-count requested if required. 
 

Setup 
 
Company Control File 
(System Management, Company Control File) 

 

The option to “Calculate Stock Difference Via” needs to be set to “Date Stamp” in the 
Company Control File, Parts, General 1. 
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Prefix Code Description File 
(System Management, Parts Control, Prefix Code Description File) 
 
The option for “Group Stock Check Extract Month” needs to be set to a month within 
the year for parts in the prefix to be counted. 

 

Depot Address/Seq Numbers 
(System Management, Depot Address/Seq Numbers) 
 
Each depot needs a “Default Stock Check Printer” set. 
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Stock Check Extract 
When the stock check extract is carried out for a group it is based on an entered 
extract month number. 
 
Many of the other fields are disabled as they are not relevant to a group extract. 

 

 
 
Key Entry Fields (# indicates the default setting) 
Group Extract 
Month 

 Enter a month number, 1-12. 
 

 
Following the extract the quantity on hand for all parts in the check will be recorded 
each night to use as comparison when the physical count values are entered. 
 
No further stock checks may be extracted until the current checks are completed. 
 
Stock Check Report 
The stock check report is the printing of the actual document for use in the check, i.e. 
to physically count and enter the quantity. 
 

 
 



 

Fact Sheet 23 Rev1211  9 Stock Check Routines 
 

If a Group Stock Check Report is selected a report is printed for each depot and sent 
to their default stock check printer. 
 
Stock Check Input 
This program allows each depot to enter their count quantities. 
 
A Count Date must be entered in order to use the correct quantity on hand for 
comparison. 
 

 
 
 
Group Input Summary 
This shows the report status of a specific stock check, created by the extract. 
You can recall the report by; parts for all part numbers and stock check reference, or 
only those parts not checked and those with differences only. 
 
After running the input summary an option to complete all checks within the 
reference for the group is offered. 
 
 
Group Stock Check Status 
The Group Stock Check Status allows stock checks for the group to be compared. 
 
Select to view All Stock Checks, Completed Only or Outstanding Only (default). 
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The screen shows the number of lines in the stock check with lines counted and 
differences for each depot in the group. 
 
 

 
Other Stock Check Options 
 
 Manual Stock Check Input 

A stock check may be created manually by entering each part to be checked. 
 
If an existing stock check is entered additional parts may be added manually to the 
check. 

 
 Create Re-count 

If there is any doubt over the validity of the stock check, this program runs a similar 
function to stock check extract, but only parts entered with quantities different from 
the original computer entry are produced.   

 
A recount can only be created once an original check is completed.   Previous 
checks can be selected from the lookup list. 
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Key Entry Fields (# indicates the default setting) 
Recount Description  Enter a narrative description to identify 

the re-count reason. 
Include Parts with a 
Stock Value Greater 

0.00 # This allows the selection of Parts by 
Value, allowing low value items to be 
ignored. 

 
When complete, a new Stock Check number is issued, the last digit indicating the 
version of the original.  This can be printed using the Stock Check Report. 

 
 Anomalies List  

A summary by part number and depot showing any adjustments made as a result of 
the physical count. This can be run any time for a range of part numbers. 

 
 Depot Summary 

Provides a resume in the form of one line per depot showing total computer stock, 
total count and difference. A comparison is shown by number of units and value. 

 
 Delete Completed Checks 

This option will delete all stock checks that have been completed, before the date 
entered. Once deleted these will not appear on the summary report.  If any anomalies 
were recorded, appear in the Anomalies list. 

 
 Individual Stock Check Delete 

Same as Stock check deletion; except that only specific stock check references can 
be chosen for deletion. It will also allow for incomplete stock checks to be removed. 
 

 Remove ALL Stock Checks 
This routine will delete all stock checks, completed and in progress, so it is 
imperative that all required checks are complete before running. 
It is recommended that a security backup is taken immediately prior to running this 
program. 


