Revised 02/03/09
Physical Count Instructions

Print IBU’s Inventory Value Report — INS7000

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

Click:'( AlbiaHausalua \I'l tab to create Run Control

Find an Existing Value '
NOTE: Once Run Control is created, click ‘Ir L \litab 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.

Click _ Add |

Enter the following Report Request Parameters as indicated below:

port Request Paramesters

*Request ID: fnav_vaLuE Uit L

Imenitary Cost Type: IF'.II Costed imentony tems j I™ Sammmany Pacge Onhy

Sort Option: [ =l

*Negative Inv Option: |Inl:Luu:|vaI Megative Inv Balances :}
|Em:|u-:|e Megative Iny Balancas 1]

Bem “an T Singe |

Hem Grows: | U Family =

Unit: Appropriate IBU

Select ‘Include Negative Inv Balances’

Only key/select entries as stated/shown above.

Click —9"

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

User IDx EMDUSER Fum Comdrol ID: CUR RENT_lW_'\."ﬂLUE
Server Name: | GCUMMN | Runpate: |04/ 32008 5

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

Select Description Brocess Hame Brocess Type ype SFormat Distribnition
F  iirwentony Value INETO00 S0R Report |wen =] [POF =] Distibution




Step 1 continued.

Click Ll

Click Brocess Monitor 1k

[ Process List | Egner sl |
Userin; [ENDUSER O Type: [ -||,as:: [ [Dars =] Refesh

Sener' |PamT =] Hame: | L Instance: | to |
I © nmmm |—_| ¥ Save On Refresh

Slﬂl.ls
B Customize | Eind | -'-I-|l
P 574726 SGR Repor INET 000 ENDUSER D41 22008 5031 2PM COT Processing B Blails
Refresh .
Select button until Process Name INS7000 Run Status reads Success

After Run Status goes to Success, click 22Rackio nventoryValue i gt hottom left

Click Report Manader link

The Report Manager page displays

Select the || Administration ;. (if not already displayed)

Report List Customize | Find | \iew All | - First [0 4 o 1 [ L gt

Select Beport, s Description il ue_st Format Status Details

= 1D Instance Date/Time EE— e —
0aMar2008 Acrobat ;

N INYEITOR Yallle i Letalls

- 59626 AT4T2E 1M Inventory Walue B03 0P ¢ palh Posted  Details

When Status reads Posted, select the I Irverton Yalue 1,y g preview INS7000

A separate window opens displaying the INC7000 INVENTORY VALUE REPORT
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From this window
e Select File from the Menu, then Print — Printer \IBU CAMPUS \PRINTER

e The Print dialog box displays (choose as many copies to print as needed)




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 =] hegins with |iNy_VALUE_REPORT

Run to
Excel

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

Business Unit: i| &

The prompt query page displays: A I Q
Enter Business Unit: Appropriate IBU
Enter SetID: 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

. 0 .
Click &l to display query. Save the Query to your my Documents Folder.
Continue with next Step.

Prohibit Materials Movement

Navigation: Set Up Financial/Supply Chain - Business Unit Related — Inventory - Inventory
Definition

[ Find an Existing Value W Add a Mew alue |

Business Unit:[= || Q,

Enter Business Unit: Appropriate IBU

Click Search

Check Prohibit Material Movements

Click E’ﬂj




/ Business Unit Definition " Business Unit Options }” Business Unit Counters " Business Unit Books |

|W.0. Moss - Dietary

Unit: WDTR
Short Desc: IWMDTR

Bl Unit: I
GL Business Unit: IWOMM[ QU yar Entity:
AP Business Unit: I QU Journal Template: I'NWRANS Q I—

) Bl Unit: Q

Base Currency: IUSD Q UJS Dallar Undate Open Perinds

Ship To: I Q,
Exchange Rate Type: ICRRNT Q Current

I— a anatiun:l (&'}

Unit Group: I Flag tems for Auto-Putaway
Location Code: IWMDTR Q Wi 0. Maoss Dietary
Inventory Type: |D|ET Q Dietary Warehouse

“Status: IOpen 'I ¥ Prohibit Material Movements %

& Save | ELReturnto Searchl [=] Mctify | S 2ddd | UpclateDisplay

Business Unit Definition | Business Unit Options | Business Unit Counters | Business Unit Books

Setup Physical Counting Event

Navigation: Inventory — Inventory Counts — Prepare Counting Event — Setup Counting Event
J Find an Existing Value W Add a Mew Yalue |

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

Click
Verify Count Options tab entries as shown below:

{ General | Count Options ‘(r_g_tilization Types |

Unit: TIBU

Search

" Physical Inventory

@y *Cycle Count Option: | Selected Cycle Option =]

Zero Quantity o;m.ﬁ? |Selected Zero Option = As of Transaction Date: !

Select Count Options: Physical Count
Select Zero Quantity Option: Choose one of the following
Exclude Zero Quantity

Include Zero Quantity — When you select this the As of Transaction Date must be entered.
Choose a date in the past that will all active items to show on the count even if the system
currently has a Zero Quantity for the item. Example: Item 107525 currently shows Zero
Quantity — however last week the system showed quantity for the item. If you choose a date
one week in the past that item will show on the counting event because it had quantity during
that time frame.

Click w




Creating Physical Counting Event

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

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

Count Options should display Physical Count

Zero Quantity Option — change to match setting previously created

[ Event Creation {_Cycle Count Options |

Run Control ID:  COUNT_EVENT Eenor Manader  Process Monitor __Fdn |
Process Request Parameters ind | e A First El 1 of 1 B l:ast
Process Fre; ] [=]
" Once *Request ID; ICOUNT
& Always Description: [PHYSICAL COUNT
" Don't Run
*Unit: iIE‘U x
2
Count Options: Physical Count %/
Zero Quantity Option: I Selected Zero Option B asortransacton Date: I
Commit Batch: 100
. Run
Click _l
Process Scheduler Request page displays:
Server Hame: Run Date: IU‘WW?UU8 £
Recurrence: | vl Run Time: |1;51;54pru1 Resetto Current DatefTime |
Time Zone: I Q
Process List
Select Description Process Hame Process Type Type *Format Distribution
F N Event Creation INPCCREA COBOL 5L {Mone) I(Nune) ~| Distribution

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

Click Ll

Click Erocess Monitar 1k

Click ﬂl button until Process Name INPCCREA Run Status is Success.

Select Instance Seq, Process Tyne E‘.ﬁ*ﬁ lser  BunDateTime Riin Status Mﬂ Details
B BO1190 COBOL 3G INPCCREA ENDUSERIAIIGIIONAE 1:51 54FPM COT SUCCESS A Detais

Continue with next Step




Creating Counting Sheet —

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

Click:'( RelbiaHausvalha \I'l tab to create Run Control

Find an Existing Val '
NOTE: Once Run Control is created, click "( ARSI e \':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: !CDUNT_SHEET

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

Click _ Add |

Verify Process Request Parameters as shown below:

{ Counting Sheet |

Fum Condrol ID; COUNT_SHEET Repor Manager Process Monifor Run

Language:  [Enolish =]

Process Request Parameters

*Request ID: |"-‘NTSHEET Linit: BU Q [ =

Event Ik | {p?
Fite Wame; | |Look up Event 0 fit+5)]
Max Hems: | I
¥ Print Listing I Reprint &l lems * Location
I™ Create File " Hem D
Enter/Select:

Unit: Appropriate IBU

Event ID: Click Magnifying Glass — Pick Counting Event ID listed.
Select Check Box for Printing Listing.

Sort By - Location

Click 7|

Process Scheduler Request page displays:

Server Mame: |P5NT 'i Run Date: |u4xzarzuua 5]
Recurrence: I ‘i Run Time: |2:23:31Pru1 Resetto Current DatedTime |

Time Zone: I €}

Select Description Process Name Process Type “Tyme *Format Distribution
¥ INCounting Sheet INS2051 SQR Repont |wew =||POF x| Distribution




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

Click Ll

Click Feport Managerlink

Click ! Administration %

Click ﬂl button until Description IN Counting Sheet Status reads Posted.

Report List Custarnize | Find | view s | B First [ 12002 M Last

Select Deport  Prcs Descrintion Request Format  Status  Details
D Instance DateTime
: 045262008 Acrobat :
I Launting aneet e Leialls
7] 375492 B0 I Counting Sheet 5571 3FM = nolf FPosted  Details

Click M. Counting Sheet ik

A separate window opens to display the Counting Sheets:
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From this window select File — Print

Click

The actual physical counting of stock begins

Continue with next Step

Update Counting Event

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

Business Unit: = = IAPPROPHIATE [[=18) aQ,
Counting Event ID:  |= Rd| [
Count Header Status: I = | I =]

Enter/Select Business Unit: Appropriate IBU

Click Search |

Select the Appropriate Counting Event
Click on Item Counts tab

[ Counting Event Header Y Counting Event Histary | Counting Event Statistics | ltem Counts

Click ﬂl button




The Fetch page displays:
Fetch Page

ftem: I| A

Stor Lu-:: I Q‘E

_, Iv

I New @ Location CHemiD ¢ TagID
™ Counting

I™ Quantity Entered - Hold Tag ID Range

" Ready to Update Stock Quantity From TagID: |

™ Stock Quantity Updated

" canceled To Tag ID: I

Tag ID Range will be entered for a single page at a time (no exceptions)
Enter From Tag ID: Tag ID from top of page
Enter To Tag ID: Tag ID from bottom of page

Click Ll

The Item Counts page displays.

[ Counting Event Header ¥ Counting Event History '} Counting Event Statistics | em Counts

Unit: IBU Count Start Date: 04262008
Counting Event ID: 141 User ID: EMDUSER

Count iterms i | e Al First [ 1ot 14

il e = Show next row (Al
SHOE COVERS REGULAR
Storage Location: |8 5 |02 I o1 .

Storage LIOM: iCES Container ID: l

Oty Reserved: 0.000o0 Irvr Tag 1D: G536
Count Oty iu.uunn icg @ I Record Count Quantity of Zero
DateTime: | [¥ Needs Reconciliation
*Count ltem Status: | CoUnting |

KEYING NOTES:

1. Display ONLY a single sheet worth of Tag ID (approximately 14 rows)
2. Enter Count Qty then press Tab key once

a. Date/Time field will update

b. Current Item Status changes Ready to Update Stock Quantity
3. For rows with Zero Value, Check box Record Count Quantity of Zero
4. Reference rows keying by Inv Tag ID

5. Click Blue Arrow (Show next row) to display next record

6. Once all Tag IDs have been keyed per page Click @l




After each complete page is keyed:

Click ﬂl to display the Fetch page — Very important how Tag ID is keyed
Enter To Tag ID: Tag ID from bottom of page
Enter From Tag ID: Tag ID from top of page

Click L'

The Item Counts page displays repeating Keying Notes 1 — 6 above until all rows have been
accounted for by all personnel keying.

Continue with next Step

Physical Count — Reconciliation Report

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

Find an Existing Value '
Click ‘Ir g \litab and ﬂl button to display Run Control page.

Verify Process Request Parameters as shown below:

i Reconciliation

Run Control ID:  COUNT_RECOMNCILIATICMN Report Manager Process Maonitar Fun |
Language: I Enalish - |

Process Request Parameters Find | viewal  First 4 or 4 0 Last

‘Request ID: [RECONCILE Unit: [TBU @ [=]
Event ID: [ %

|Look up Everit 1D (Al+5)]

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

Click 7|

Process Scheduler Request page displays:

Server Name: I FanNT ':] Run Date: ID‘UEEIQDDS &
Recurrence: I 'l Run Time: |4:1 6:18PM Resetto Current DateiTime |
Time Zone: I Q

Select Description Process Hame Process Tyne Type *Format Distribution
M INReconciliation INS5050 SGR Report |wen  =|[POF =] 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 Custormize | Eind | *

BrOCESS  \;cor  Run Date/Time Run Statys  DIStTbUtON oy
Hame us

- G01192 QR Feport INZ5050 ENDUSER 04/26/2008 41618PM CDT  Success Posted Details

Select Instance Sedq. Process Type

Click Go hackto Reconciliation link

Click Report Managerhnk

Click | Administration

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.

Physical Count — Update Stock Quantity

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

Find an Existing Val |
Click ‘II( RISt e \I:tab and E.M button to display Run Control page.

Verify Process Request Parameters as shown below:

Run Control 1D COUNT_UPDATE_STOGCK ReportManader Process Monitor Run_|

Process Request Parameters Eiruel | Wigwe All First [4] 1.of 1 ] Last

, E|E|
" Once *Request ID: IUPDATESTK
% Always
(ﬂ- Don't Run Descrimiun: IUPDATE STOCK QUANTITY

*Unit: IIBU Q
*Event ID: | %

Commit Batch: | [Look up Event 1D (alt+5) ]




Process Frequency — Always

*Request ID: UPDATESTK

*Unit: Appropriate IBU

*Event ID: Enter Counting Event ID or Click Magnifying Glass
Commit Batch: 100

Click 7|

Process Scheduler Request page displays:

Server Name: I FSNT ’i Run Date: |U4I26I20I38 &
Recurrence: I 'I Run Time: |4:49:43Pru1 Resetto Current DateiTime I
Time Zone: I Q

Select Description Process Name Process Twpe *Type *Format Distribution
v IM Stock Quantity Update INPOFPOQST COoBRoL saL {Mone) i(Nnne) ’i Distribution

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

Click Ll then Click Process Monitor 1,y

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

Process List Custamize | Find |viewal | B8 First (4 ora [ Last

Select Instance Seq. Process Type BHiCESS User Bun Date/Time Run Status Distribition Details
Name Status

& 6011493 COBOL SaL INPOPOST ENDUSER 4/26/2008 4:49:43PM CDT  Success Posted Details

Continue with next Step

10.

Verify that Counting Event is at a status of Finished

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 Search |

Look at the column marked Count Header Status — if Counting Event still shows Open see
step 10a. If Counting Event shows Finished proceed to step 11.

Search Results
Wie All 1-100 of 163 |I| Last

Business Linit Counting Fvent 1D Count Header Status Count Start Date User ID
IBU D # M Start Date user




10a.

Check to see why counting event did not change status to Finished

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

Business Unit; = ¥ |APPROPRIATE IBU @
Counting Event ID:  |= Rd|
Count Header Status: i = j I j

Enter/Select Business Unit: Appropriate IBU

Click Search |

Select the Appropriate Counting Event
Click on Item Counts tab

[ Counting Event Header { Counting Event Histary | Counting Event Statistics ' lter Qluunts i

]
Click ﬂl button

The Fetch page displays:

Use the Check boxes under Count Item Status and select New, Counting, Quantity Entered-
Hold and Ready to Update Stock Quantity.

Fetch Page
item: | Q=

Stor Loc: I O‘E

W Hew @ Location " HemID ¢ TagID
¥ Counting

¥ Quantity Entered - Hold

¥ Ready to Update Stock Quantity

From Tag ID: |
[ Stock Quantity Updated
I canceled % ToTagiD: |
(0] 4 | Cancel |

Click Ll

The Item Counts page displays any items that did not update. Review these items and do one
of the following:

1. Enter a count against the Item if one hasn’t been entered

2. Check box Record Count Quantity of Zero if item is zero and box was not
checked

3. Cancel the Line by changing the Count Item Status to Cancelled

Click _E]ﬂl

Go back to Steps 8-10 until status shows Finished




11. Prohibit Materials Movement
Navigation: Set Up Financial/Supply Chain - Business Unit Related — Inventory - Inventory
Definition
[ Find an Existing Value ' Ad |
g Value Y Adda MewValue |
Business Unit:|= || Q,
Enter Business Unit: Appropriate IBU
. Search
Click
Uncheck Prohibit Material Movements
. & save
Click _l
/ Business Unit Definition _Business Unit Options § Business Unit Counters }” Business Unit Books |
Unit: WHDTR |'u'\f.0. Moss - Dietary
Short Desc: I""‘\”""”:JTR
Bl Unit: I
GL Business Unit: IWOMM‘ X var Entity:
AP Business Unit: I . Journal Template: I'NWRANS Q I—
) BI Unit: Q
Base Currency: IUSD S UsDallar Update Open Perinds a
Ship To: I
Exchange Rate Type: ICRRNT Q Current I_Q
Location:
Unit Group: I Q " Flag ltems for Auto-Putaway
Location Code: MDTR 0. moss Dietary
Inventory Type: |D|ET Q Dietary Warehouse
*Status: I Open 'I [ Prohibit Material Movements %
&l save | L\ Return to Search | [=] Motify | [Eb Acdl | UpdateDisplay
Business Unit Definition | Business Unit Options | Business Unit Counters | Business Unit Books
12.

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

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

Find an Existing Val |
Click ‘II( RISt e \I:tab and E.Eﬁh_l button to display Run Control page.

Enter the following Report Request Parameters as indicated below:
ol Riequest Parameters

*][=]
*Request I0: IIN'-f_".I'.-‘J-Ll.JE Uniit: I 3,

Imentory Cost Type: IAII Cosled imeantory llems j I Swmmimary Page Onby

Sorl Option: [#tem iD =]

*Nagathe mv Option: III'IIZI-IJl:h':' MHegatve Inv Balances ﬂ
Exclude Negative Inv Balances 1]

Herm ik F“ T Singibe |

nem Grogs: | L Famil: = !

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 sclected & Check box marked beside IN Inventory Value.

n

User Ik ENDUSER Fam Comrol ID: CURREMT_INV_VALLIE

Server Name: | CIUMN 7| FunDate:  J04/18/2008 W
Recurrence: "‘I R Tinme: IE'JT'HPM Resel o Current DatelTime |
Time Fone: a

Select Description Process Name Process Type Type TFormat Digtribnition
F i iventony Value INSTO0D SGR Report |wieb =] [POF =] Distibution

Click Ll

Click Erocess Monitar 1k

[ Process List | Egner sl |

Userin; [ENDUSER O Type: [ “Jiast [ 1 [Days =] Refresh

Server: [PSNT =] Hame: [ O, instance: | to |
fum =] Distribution | | ¥ Save On Refresh
Stalus; Slalus
Cuslomize | Find | View Al L
Select Instance Seq, Process Tvps MM User Bun Date Tims Pam Status MW Details
P 574726 SGR Repor INET 000 ENDUSER D41 22008 5031 2PM COT Processing B Blails
Refresh .
Select button until Process Name INS7000 Run Status reads Success

After Run Status goes to Success, click 22Rackio nventory Value i ot hottom left

Click Fepornt Manager link

The Report Manager page displays

Select the || Administration ;. (if not already displayed)

Report List Customize | Find | view &l | B8 First [ g o 1 [ Last
Select ~Report  Prcs Description Bequest Format  Status Details
ID Instance DateTime
04/19/2008 Acrobat .
M Inventary Value S Details
| 350626 574726 IMInventory Value e o Posted  Details

When Status reads Posted, select the i Invehtany Valus |ink to preview INS7000
A separate window opens displaying the INC7000 INVENTORY VALUE REPORT
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From this window
e Select File from the Menu, then Print — Printer \IBU CAMPUS \PRINTER

e The Print dialog box displays (choose as many copies to print as needed)

Click

e Close preview window

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

*Search By: IQuen.r Mame .'_I begins with !INV_RIALUE_REPORT

Run to
Excel

Excel

When the query list displays select

Business Unit: i| Q,

The prompt query page displays: e | Q

option to obtain a workable printed output.

Enter Business Unit: Appropriate IBU
Enter SetID: 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: MV WaLUE REPORT 4924 «ls
Type:  Microsoft Excel Worksheet, 258 KB

From:  pafz.lsubzc edu

Qpen | Save i Cancel i

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




