
 

Manual Count Instructions 
 

1.  Print IBU’s Inventory Value Report – INS7000  

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

Click  tab to create Run Control 

NOTE: Once Run Control is created, click  tab and  
button to display Run Control page. 

Enter the Name for the Run Control 

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

Click  

Enter the following Report Request Parameters as indicated below: 

 
Unit: Appropriate IBU 
Select ‘Include Negative Inv Balances’  
Only key/select entries as stated/shown above. 

Click  

Process Scheduler Request page displays –  

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

 
 



Step 1 continued. 

Click  

Click link 

 

Select  button until Process Name INS7000 Run Status reads Success 

After Run Status goes to Success, click  link at bottom left 

Click  link 

The Report Manager page displays 

Select the  tab (if not already displayed) 

 

When Status reads Posted, select the link to preview INS7000 

A separate window opens displaying the INC7000 INVENTORY VALUE REPORT 
document: 
 

 
 
From this window 

• Select File from the Menu, then Print – Printer \\IBU CAMPUS \PRINTER 
• The Print dialog box displays (choose as many copies to print as needed) 

Click  



 

 

2.  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 

 

When the query list displays select option to obtain a workable printed output. 

The prompt query page displays:  

Enter Business Unit: Appropriate IBU 

Enter SetID: Appropriate Item Master Set ID 

Click  

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

 

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

 

3.  Manual Count -  

Navigation: Inventory – Inventory Counts – Perform Count – Manual Count 

Enter/Select Business Unit: Appropriate IBU 

Click  button 

Manual Counting Entry page displays 



 
 
Enter all of the following: 
• Item ID: IBU 6-Digit PS # 
• Storage Location: Area – Lev 1 – Lev 2 – Lev 3 – Lev 4 
• Storage UOM: Enter the appropriate UOM for the Storage Location 
• 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  
 
Message may display as follows: 

Warning -- There is no record of this material.  
The combination of Item and location (and serial ID, 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  
 
A new Manual Counting Entry page displays. 
 
Repeat entering the data for as many items as needed. 

4.  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 

 
Enter Business Unit: Appropriate IBU 

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

Click  



 

 

 

5.  Setup Manual Counting Event 

Navigation: Inventory – Inventory Counts – Prepare Counting Event – Setup Counting Event 

 
Enter Business Unit: Appropriate IBU 

Click  
Verify Count Options tab entries as shown below: 

 
Select Count Options: Cycle Count 

Select *Cycle Count Option: Manual Count 

Click  

From this point on continue to process like a Cycle Count 

 

 

 



6.  Creating Manual Counting Event 

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

NOTE: Once Run Control is created, click  tab and  
button to display Run Control page. 

Note Difference on Event Creation and Cycle Count Options tabs from before: 

 

 

Click  

Process Scheduler Request page displays: 



 

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

Click  

Click link 

Click  button until Process Name INPCCREA Run Status is Success. 

 
Continue with next Step 

7.  Update Manual Counting Event 

Navigation: Inventory – Inventory Counts – Perform Count – Update Counting Event 

 
Enter/Select Business Unit: Appropriate IBU 

Click  

Select the Appropriate Counting Event 

Click on Item Counts tab 

Click  button 

The Fetch page displays: 



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

Click  

The Item Counts page displays. 

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

 
Continue with next Step 

8.  Manual Count – Reconciliation Report 

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

Click  tab and  button to display Run Control page. 

Verify Process Request Parameters as shown below: 

 
*Request ID: RECONCILE 

Unit: Appropriate IBU 

Event ID: Click Magnifying Glass – Pick Counting Event ID listed. 

Click  

Process Scheduler Request page displays: 



 

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

Click  button until Process Name INS5050 Distribution Status reads Posted. 

 

Click  link 

Click link 

Click  tab 

Click  link 

A separate window opens to display the Reconciliation Report 

 
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. 

9.  Manual Count – Update Stock Quantity 

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

Click  tab and  button to display Run Control page. 

Verify Process Request Parameters as shown below: 



 
Process Frequency – Always 

*Request ID: UPDATESTK 

*Unit: Appropriate IBU 

*Event ID: Enter Counting Event ID or Click Magnifying Glass 

Click  

Process Scheduler Request page displays: 

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

Click  then Click link 

Click  button until Process Name INPOPOST Distribution Status is Posted. 

 
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 

Click  tab and  button to display Run Control page. 

Enter the following Report Request Parameters as indicated below: 



 

 
Unit: Appropriate IBU 
Select ‘Include Negative Inv Balances’  
Only key/select entries as stated/shown above. 

Click  

Process Scheduler Request page displays –  

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

 

 
 

Click  

Click link 

 

 

 

Select  button until Process Name INS7000 Run Status reads Success 



After Run Status goes to Success, click  link at bottom left 

Click  link 

The Report Manager page displays 

Select the  tab (if not already displayed) 

 

When Status reads Posted, select the link to preview INS7000 

A separate window opens displaying the INC7000 INVENTORY VALUE REPORT 
document: 
 

 
 
From this window 

• Select File from the Menu, then Print – Printer \\IBU CAMPUS \PRINTER 
• The Print dialog box displays (choose as many copies to print as needed) 

Click  

• 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 

 

When the query list displays select option to obtain a workable printed output. 

The prompt query page displays:  

Enter Business Unit: Appropriate IBU 



 

Enter SetID: Appropriate Item Master Set ID 

Click  

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

 

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

 
 


