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The Retail Technology Group (RTG) recommends completing the procedures in this 
guide to physically count inventory items and avoid inaccurate data. 

Even a well-managed retail environment can create inventory discrepancies through 
unforeseen circumstances (shrinkage, counting errors, data entry mistakes, etc.) These 
discrepancies can adversely impact purchasing, reporting, and the availability of 
products for the customer to purchase. 

Establishing a practice of routinely completing physical counts on regular basis can help 
prevent these types of problems. 
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Notices 
Copyright © 2018 Retail Technology Group. 
940 Industrial Drive, Suite 107 
Sauk Rapids, MN 56379 
1-800-547-7120 
All rights reserved. 

General 

No part of this document may be reproduced, distributed, performed, displayed, or used 
to prepare a derivative work without the prior and express written consent of Retail 
Technology Group (RTG). The software described in this document is furnished under a 
license agreement and may be used only in accordance with the terms and conditions 
of the license agreement. Information in this document is subject to change without 
notice, and RTG assumes no responsibility for errors.  

Trademarks and Credits 

RTG, AXIS, AXIS Retail Management System (AXIS RMS), AXIS Data Center, AXIS 
Register, and AXIS E4473 are trademarks of RTG and shall not be used without the 
express written permission of RTG. 

Other trademarks, such as QuickBooks, are not being used as a trademark herein and 
are the property of the respective owners. 

Legal Counsel 

This program, printed documentation, and documents should not be used as a 
substitute for professional advice in specific situations. The procedures, images, and 
examples in this document are for illustrative purposes only and may not be applicable 
in your setting due to differences in preference, settings, and/or state and local 
regulations. 

The following notice is required by law: 

RTG products and services are not a substitute for the advice of an Attorney.  
You are encouraged to seek the advice of your own attorney concerning the use 
and legality of this program, documentation, and forms.  

Publication Information 

Physical Count Guide for the V6 System Software 
November 2018 
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Overview 
Rather than complete an annual physical count of all items, establish a schedule for 
counting specific groups of items throughout the year. Ideally, each inventory item will 
be included in a physical count at least twice a year. 

Complete the following procedures for each of these physical counts: 

 1.  Create a Physical Count 

 2.  Generate a Physical Count Worksheet 

 3.  Perform a Physical Count 
Use either of the following methods: 

• Complete a Count with a Count Worksheet 

• Complete a Count with a Handheld Device 

 4.  Generate the Count Variance Report 

 5.  Update the Inventory 
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Create a Physical Count 
Complete the following procedure to define the group of items to be counted during a 
physical count. 

 

 1.  Select Process > Physical Count from the menu bar to display the Physical 
Count screen. 

 

 2.  Click the New button on the toolbar to display the Add Physical Count window. 
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 3.  Enter a name for the physical count in the Name field. 

 4.  Complete the following procedure to limit the items in this physical count: 

1. Click the Filter button to display the Filter window. 

 

2. Click the Add button to display the Filter Conditions window. 

 

3. Enter filter criteria. 

4. Click the OK button to close the Filter Conditions window. 

5. Repeat steps as needed to add additional filter criteria. 

6. Click the OK button to close the Filter window and display the number of 
filtered items in the Records field. 
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 5.  If desired, check the Post Difference checkbox to activate this feature. 

► The Post Difference feature tracks physical count items that are sold or 
received while the physical count is being performed and automatically adjusts 
count results to reflect these changes. 

 

 6.  If desired, click the Preview Items tab to display the individual items to be 
included in this physical count. 

 7.  Click the Add button to display the new physical count on the Physical Count 
screen. 
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Generate a Physical Count Worksheet 
Complete the following procedure to create a worksheet for the physical count. 

 1.  Select Process > Physical Count from the menu bar to display the Physical 
Count screen. 

 

 2.  Click a physical count to select it. 

 

 3.  Click the Worksheet button on the toolbar to display the Count Worksheet. 
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 4.  If desired, click the Print button to print the worksheet for a manual count. 
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Perform a Physical Count 
Complete either of these procedures as appropriate to perform a physical count: 

• Complete a Count with a Count Worksheet 

• Complete a Count with a Handheld Device 
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Complete a Count with a Count 
Worksheet 
Complete the following procedure to complete a physical count with a printed list and 
enter count results in the system. 

 1.  Print the required number of physical count worksheets. 

► Refer to Generate a Physical Count Worksheet for more information. 

 2.  Count items while recording counts and tabulating totals on the worksheet(s). 

 3.  Select Process > Physical Count from the menu bar to display the Physical 
Count screen. 

 4.  Complete either of the following procedures to enter count results in the system: 

• Enter Counts on the Detail Tab 

• Enter Counts with the Manual Count Entry Window 

Enter Counts on the Detail Tab 

1. Click the Detail tab to display it. 

 

2. Enter each item’s count in its Count Quantity cell. 
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Enter Counts with the Manual Count Entry Window 

► This procedure allows an item count to be entered without having to locate the item 
on the Detail tab. 

 

1. Click the Manual Entry button on the toolbar to display the Manual Count 
Entry window. 

 

2. Enter the item’s number in the Item # field. 

3. Enter the counted quantity in the Countqty field. 

4. Click the OK button to add the item count to the record and clear the 
window. 
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Complete a Count with a Handheld 
Device 
Complete the following procedure to complete a physical count and enter count results 
in the system with a handheld device. 

 1.  Count the items with the device. 

 2.  Follow steps in the handheld manual to download the counts to the physical count 
worksheet. 

► Refer to Generate a Physical Count Worksheet for more information. 

 3.  If desired, complete the following procedure to refresh item quantities that have 
changed since the physical count was created: 

1. Select Process > Physical Count from the menu bar to display the 
Physical Count screen. 

 

2. Click the Refresh QoHs button to refresh item quantities. 
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Generate the Count Variance Report 
Complete the following procedure to print the Count Variance Report. 

► The Count Variance Report displays every physical count item with a count 
quantity that does not match its quantity on hand (QOH).  

► This report must be printed before the count is updated. 

 1.  Select Process > Physical Count from the menu bar to display the Physical 
Count screen. 

 

 2.  Click the Variance button on the toolbar to display the Count Variance Report 
window. 

 

 3.  Click the Print button to print the report. 
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Update the Inventory 
Complete the following procedure to update the inventory count for each item on the 
report and record each item’s variance to its item record. 

 1.  Select Process > Physical Count from the menu bar to display the Physical 
Count screen. 

 

 2.  Click the Update button on the toolbar to update the inventory count for each item 
on the report and record each item’s variance to its item record. 


