Manual Count Instructions

Print IBU’s Inventory Value Report — INS7000

Navigation: Cost Accounting — Inventory and Manufacturing Accounting — Reports —
Current Inventory Value

Click:'( Atthachienialte \"ltab to create Run Control

) i Find an Existing Val '
NOTE: Once Run Control is created, click "r nFARERSgalue \':tab and ﬂl
button to display Run Control page.

Enter the Name for the Run Control

| Eind an Existing ¥alue | Add a New Value

Run Control ID: [CURRENT_INY_VALIUE

Cap Locks on, No Spaces, use Underscore (Shift-hyphen) for word separation.

cnck._JEE__J

Enter the following Report Request Parameters as indicated below:

*Request Ik IIN-.f_'ﬁ.l'ﬁLl_JE Uit I L& |

Imentory Cost Type: |P.II Costed irmmantory bems j ™ Sustsmany Paie Onbd

Sort Option: [E =]

*Megative v Option: IInl:I.uthEI Megative Inv Balances :}
|E:!l:|u-:le Megative Inv Balances 1]

fiem i = A T Single |

Hem Group: | 2 Family: Q

Unit: Appropriate IBU

Select ‘Include Negative Inv Balances’

Only key/select entries as stated/shown above.

Click 4"

Process Scheduler Request page displays —

Verify Server Name: PSNT is selected & Check box marked beside IN Inventory Value.

User ix EMDUSER Fumn Cordrol ID: CURRERMT_INV_VALLIE

Server Name: | GCUMMN | Runpate: |04/ 32008 W

Reciifience: [ "‘I R Tiemee: IE'JT'HPM Resel o Curmant DatelTime |

Time Fone: a,

Select Description Process Name Process Type Type “Format Distribustion

F  iirwentony Value INETO00 S0R Report |wen =] [POF =] Distibution




Step 1 continued.

ClickLl

Click Frocess Monitor |ink

fPru:essthl '|| ~EBenverilist |

User I0: ENDUSER Q, Type: [ -||,as: [ [Dars =] Refesh

Server: IF‘SNT I Hame: I L nstance: | to |
R [+ nmmm |—_| ¥ Save On Refresh

Stalus;
Latormize & | F Eing | View All
P 574726 SGR Repor INET 000 ENDUSER D41 22008 5031 2PM COT Processing B Blails
Refresh
—l INS7000 Success
Success Go backto Inventory Value

Report Manader

Report Manager

i Administration |

Report List Customize | Find | Wiew & : First [0 4 o 1 [ L gt
Select Beport  Bies Description Le ue_st Format Status Details
1D Instance Date/Time
041852008 Acrobat :
1T IVEATTORY Wl LIg oot LIetalls
- 59626 574726 I Inventory Yalue B03 0P ¢ palh FPosted  Details

When Status reads Posted, select the [MMYEMONYAIUE [ +6 hreview INS7000

A separate window opens displaying the INC7000 INVENTORY VALUE REPORT
document:
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From this window
e Select File from the Menu, then Print — Printer WIBU CAMPUS \PRINTER
e The Print dialog box displays (choose as many copies to print as needed)

Click




INV_VALUE_REPORT - This query will as close a representation of the INS7000 as a
Management tool in analyzing what is printed on the actual Inventory Value Report. This in
combination with the previous query will provide great insight to the overall report inventory
of the IBU.

Navigation: Reporting Tools — Query — Query Viewer

Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

*Search By: |Query Name x| beginswith  [INy_vALUE_REPORT
Bun to
Excel
When the query list displays select Eucel option to obtain a workable printed output.
Business Unit: i| &
The prompt query page displays: AE: I Q

Enter Business Unit: Appropriate IBU
Enter SetlD: Appropriate Item Master Set ID

. YWiew Results
Click i

The File Download box appears (results in Excel for ease of viewing, work, and print):

File Download [

Do you want to open or save this file?

Mame: [N VALLE REPORT 4924 xl=
Type: Microsaft Excel Wiorkzheet, 258 KB
Fram:  paBfz lsubzc edu

Open | Save ] Cancel i

Click _Dpen_l to display query. Save the Query to your my Documents Folder.
Continue with next Step.

Manual Count -
Navigation: Inventory — Inventory Counts — Perform Count — Manual Count
Enter/Select Business Unit: Appropriate IBU

Click _E'f.a.r.'ff_l button

Manual Counting Entry page displays
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Enter all of the following:
e Item ID: IBU 6-Digit PS #
e Storage Location: Area—Levl-Lev2-Lev3-Lev4
e Storage UOM: Enter the appropriate UOM for the Storage Location
e Count Qty: Enter the Qty at the Storage Location
After entry of the Count Qty Tab out of the field will update the Count Date/Time field.

Click 2 52ve |

Message may display as follows:
Warning -- There is no record of this material.

The combination of Item and location (and serial 1D, Lot ID, Container ID, staged
date and receiver info, if they were entered) is not on file in the system. A new
quantity record will be created.

click K|
A new Manual Counting Entry page displays.

Repeat entering the data for as many items as needed.

After you have entered all items on the Manual Counting Entry page you can review data by
going to the Update Manual Count Page

Navigation: Inventory — Inventory Counts — Perform Count — Update Manual Count

Manual Counting
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value

Business Unit:[= = || a

Search | Clear | Basic Search Save Search Criteria

Enter Business Unit: Appropriate IBU

Click Search
You can either enter a specific Item ID or Stor Loc or just leave blank to see all items

Click e




{ Manual Counting

Unit: 1BU
Htem ID: I Q=
% Location
Stor Loc: | aF  ttem ID
Manual Count kems ¢ A First £ 1of 1 [H Last
*Item: |1U?525 Q' =
SAMI CLOTH PACKETS #U87285
Stor Loc: [lrorda@fF @ oz @ [o a o a

Storage UOM: |CS Q ContainerlD:I Q

Oty Reserved:

Count Qty: |3.DDDD ICS Q Count Date/Time: |11.l’1 92008 9:34:51AM

B save | JF\Returnto Search I [=] Mty |

Setup Manual Counting Event

Navigation: Inventory — Inventory Counts — Prepare Counting Event — Setup Counting Event
[ Find an Existing Value Y Add a MewValue )

Business Unit:|= || Q,
Enter Business Unit: Appropriate IBU

Click Search
Verify Count Options tab entries as shown below:

[ General { CountOptions Y Utilization Types |,

Unit: IBU

" Physical Inventory
o

*Cycle Count Option: | Manual Count ]

Zero Quantity Option: I Iriciude A ll As of Transaction Date: !
Select Count Options: Cycle Count
Select *Cycle Count Option: Manual Count

Click B3 |

From this point on continue to process like a Cycle Count




Creating Manual Counting Event

Navigation: Inventory — Inventory Counts — Prepare Counting Event — Create Counting
Event

. ) Find an Existing Val '
NOTE: Once Run Control is created, click "( e \':tab and ﬂl
button to display Run Control page.

Note Difference on Event Creation and Cycle Count Options tabs from before:
[ Event Creation *{_Cycle Count Options

Run Control ID:  COUNT_EVENT Eenor Manader  Process Monitor __Fdn |

Process Request Parameters Find | Wiew Al First ’E 1 of 1 E Last

B e ¥ | El
" Once *Request 1D ICOUNT
& Rways Description: [PHYSICAL COUNT
" Don't Run

*Unit: iIE‘U Q
Count Options: Cyele Count %/

Zero Quantity Option: I Include Zerd Guartity B asorTransaction Date: IU?IW- zo07

Commit Batch: !

[ EventCreation | Cycle Count Options

Run Control ID:  COUNT_EVENT FepordManaged  Process Monitor Al |

jProcess Request Parameters

Unit: IBU A Request ID: COUNT =]

*Cycle Count Option: | Manual Count /" =

Max Kems: i Utilization Group: CYCL Litilization Type: I

ftem: ! E
Farmily: i
¥ Single Storage Location I—,','j
£ Range of Locations Finin: I_w,'T_','
To: I—:j

Click —Fu_|

Process Scheduler Request page displays:




Server Name: S Run Date: |D4I 2612008 i
Recurrence: | "I Run Time: |1:51:54PM Fesetto Current DatefTime |
Time Zone: | Q

Select Description Process Name Process Type Tyne *Format Distribution
v IM Event Creation INFZCREA COROL 8GL (Mong) I(None) 'i Distribution

Verify — Server Name: PSNT and Check Box is marked for IN Event Creation

cnwL'

Click Frocess Monitor |ink

Select Instance Seq, Process Tyne ﬁ“ lser  RunDateTime Run Status Mﬂmm&
B BO1190 COBOL 3G INPCCREA ENDUSERIAIIGIIONAE 1:51 54FPM COT SUCCESS (a1 Detais

Continue with next Step

Update Manual Counting Event
Navigation: Inventory — Inventory Counts — Perform Count — Update Counting Event

Business Unit: = ¥ |APPROPRIATE IBU (4
Counting Event ID;  |= i}
Count Header Status: I = j I j

Enter/Select Business Unit: Appropriate IBU

Click EM

Select the Appropriate Counting Event

Click on Item Counts tab

[ Counting Event Header ' Cuounting Event Histary " Counting Event Statistics ) ltern Counts

Click ﬂl button

The Fetch page displays:




Fetch Page

ftemn: I| QE

Stor Loc: I Q‘E

i o
A ALECR LR LR

™ New # Location ¢ temID ¢ TaglD
I Counting .

I™ Quantity Entered - Hold Tat 1D Range

I” Ready to Update Stock Quantity From TagD: |

I™ Stock Quantity Updated

I Canceled ToTagID: |

No selection criteria is entered so all of the Manual Count items will display

ClickLl

The Item Counts page displays.

Verify the total number of items previously keyed displayed on the Count Items area.

Continue with next Step

Manual Count — Reconciliation Report

Navigation: Inventory — Inventory Counts — Reconcile Inventory Balances — Reconciliation
Report

_ Find an Existing val ' :
Click i Pthan G Vae \':tab and ﬂl button to display Run Control page.

Verify Process Request Parameters as shown below:
{ Reconciliation

Run ControtID:  COURNT_RECORNCILIATION FEeport Manager Frocess Monitor

Language: English -

Run |

Process Reguest Parameters First Ei 1 2f 4 |I| Last

“Request ID: [RECONCILE Unit: [TBU & =
Event ID: l %

|Look up Everit 10 (Alt+5)]

*Request ID: RECONCILE
Unit: Appropriate IBU
Event ID: Click Magnifying Glass — Pick Counting Event ID listed.

Click —Fu_|

Process Scheduler Request page displays:




Server Name: I FaNT ‘l Run Date: |D4IEEIQDDB e
Recurrence: I 'l Run Time: |4:1 B:18PM Resetto Current DateiTime |
Time Zone: I Q

Select Description Process Name Process Type *Type *Format Distribution
M INReconciliation INS5050 SQR Report |wen  =|[POF x| Distribution

Verify — Server Name: PSNT and Check Box is marked for IN Reconciliation

Click ﬂ‘ button until Process Name INS5050 Distribution Status reads Posted.

Process List Custornize | Find | Wiew All | i First [ 13 0f 3 [+ Last

Select Instance Seq. Process Type Eibtass User Run Date/Time Run Status Distributnn Details
Name Status

= 601192 S0R Report INS5050 ENDUSER 04/26/2008 4:16:18PM CDT  Success Paosted Details

Click Go hackto Reconciliation link

Click Feport Manager"nk

Click! Administration Y\

Click M Reconciliation link

A separate window opens to display the Reconciliation Report
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From this window select File — Print

Click

NOTE: This information can also be obtained in Excel format by using the query
INV_COUNT_PRE_POST_RECON. With Excel you can sort by Delta Quantity (which the
amount of variance on each item) to give you the items with the greatest variances.

This is the most important step of the Counting Phase. Devote as much time and
attention as possible to this step prior to going forward.

Manual Count — Update Stock Quantity

Navigation: Inventory — Inventory Counts — Reconcile Inventory Balances — Update Stock
Quantity

_ Find an Existing val ' -
Click | PnthanERGg Vabe \':tab and ﬂl button to display Run Control page.

Verify Process Request Parameters as shown below:




Run |

Run Control ID:  COUNT_UFPDATE_STOCK Feport Manager Process honitar

Process Reguest Parameters it | e A First E 1af 1 E |ast

Process Fre ElEl
" Once *Request ID: IUPDATESTK
¥ Always
{-4- Dﬂn't Run Descriptiun: IUPDATE STOCK QUANT'TY
*Unit: BU Q
*Event ID: | %
Commit Batch: | [Look up Event ID {alk+5)]
Process Frequency — Always
*Request ID: UPDATESTK
*Unit: Appropriate IBU
*Event ID: Enter Counting Event ID or Click Magnifying Glass
. Fun
Click —l
Process Scheduler Request page displays:
Server Name: I PSNT :]' Run Date: ID‘WEQE‘U8 ]
Recurrence: I vi Run Time: |4;4g;43pm Fesetto Current DateiTime |
Time Zone: I Q
Select Description Process Name Process Type *Type *Format Distribution
i IM Stock Quantity Update INFOFOQET COBOL 8aL (Mone) i(Nune) 'i Cistribution

Verify — Server Name: PSNT and Check Box is marked for IN Stock Quantity Update

cnwL' then Click Process Monitor |jnk

Click ﬂ‘ button until Process Name INPOPOST Distribution Status is Posted.

Process List i | H First E| 14 of 4 E Last
Process . Distribution -
select Instance sed. Process Ivpe Horn | USEl Bun Date/Time Run Status =~ —"—  Details
Select Instance Seq. Process Type Name User Run DateTime Run Status Status Details
[ 601193 COBOL Sal INFOFOST ENDUSER 4/26/2008 4:43:43PM CDT Success Fosted Details

Continue with next Step

10.

Print IBU’s Post Manual Count Inventory Value Report — INS7000

Navigation: Cost Accounting — Inventory and Manufacturing Accounting — Reports —
Current Inventory Value

_ Find an Existing val ' -
Click | PnthanERGg Vabe \':tab and ﬂl button to display Run Control page.

Enter the following Report Request Parameters as indicated below:




teport Request Parameters Fimuf | Vi Firs ik et
*Request ID: [ _vaLue Uit a =
Imeniony Cost Type: |P.II Cosled immeniory llems ﬂ I™ Swmmary Page Onby
Sort Option: ftern iD =

*Nagathe lmv Option; IlI'II:I-IJdIE' Megative Inv Balances _ﬂ
IEm: lude Megative lnw Balances ﬂ

Fern I ®an T Single J

Rem Growg: | S Family: =

Unit: Appropriate IBU
Select ‘Include Negative Inv Balances’

Only key/select entries as stated/shown above.

Click 41

Process Scheduler Request page displays —
Verify Server Name: PSNT is selected & Check box marked beside IN Inventory Value.

User ix ENDUSER Ram Comrol ID: CURREMT_INY_VALLIE

Server Name: | CIUMMENNN 7| RunDate:  |04/19/2008 W
Recurrence: [ "I Rl Tinme: IE'JT'HPM Resel o Current DatelTime |

Time Zone: [ C&
Select Description Process Name — Erocess Type Type Format  Digiribwtion
F i iventony Value INSTO00 SGR Report |web =] [PoF =] Distibution

cnckLl

Click Frocess Monitor |ink

| Process List '|| “Eenver st |
ume USER L Type: [ -|Lasi: [ [Dars =] Refesh

Server: |F‘SNT | Hame: | L nstance: | to |

o Divtution |—_“| F Save On Refresh

Status;

T 574726 SGR Reporl INST 000 ENDUSER D41 82008 5031 2PM COT Processing Wi Details

__ Refresh | INS7000 Success




Go back to Inventory Value

Success,

Feport Manager

Report Manager

i Administration |

Report List Customize | Find | Wiew & First [ 4 o 1 [ L gt
Select ~ Lewort  Prcs Description Branost Format  Status Details
ID Instance DateiTitme
041952008 Acrobat :
M INVenan Yalue P Ueldlls
- 359626 5T4TI6 I e ntory Walue Ty (* polf FPosted  Details

When Status reads Posted, select the MMVEAONYAIUE [ 16 preview INS7000

A separate window opens displaying the INC7000 INVENTORY VALUE REPORT
document:
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From this window
e Select File from the Menu, then Print — Printer WIBU CAMPUS \PRINTER
e The Print dialog box displays (choose as many copies to print as needed)

e Close preview window

11.

INV_VALUE_REPORT - This query will as close a representation of the INS7000 as a
Management tool in analyzing what is printed on the actual Inventory Value Report. This in
combination with the previous query will provide great insight to the overall report inventory
of the IBU.

Navigation: Reporting Tools — Query — Query Viewer

Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

*Search By: |query Name 7| bedins with finy_vALUE_REPORT
Run to
Excel
When the query list displays select Excel option to obtain a workable printed output.
Business Unit: l| Q
. SetiD: I
The prompt query page displays: Q

Enter Business Unit: Appropriate IBU




Enter SetlD: Appropriate Item Master Set ID

. Wiew Results
Click i

The File Download box appears (results in Excel for ease of viewing, work, and print):

File Download

Do you want to open or save this hile?

Mame: N VALLUE REPORT 4924 xl=
Type: Microsaft Excel Wiorkzheet, 258 KB

From:  ps8fslsuhsc edu

Qpen | Save

] Cancel i

|

Click _Elmsn_l to display query. Save the Query to your my Documents Folder.

Continue with next Step.




