“ V6

Physical Count Guide

for the V6 System Software

November 2018

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

2 V6 System



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.
2.
3.

Create a Physical Count

Generate a Physical Count Worksheet

Perform a Physical Count

Use either of the following methods:

e Complete a Count with a Count Worksheet
e Complete a Count with a Handheld Device

Generate the Count Variance Report

Update the Inventory

Physical Count Guide



Create a Physical Count

Complete the following procedure to define the group of items to be counted during a
physical count.

Reports Resets  Utilities Window Help  Tools

YE Retail Technology Group - AcuSport VB Inventory Management Systerm
File Edit I Process | Data History

J

Receive by Invoice
Purchase Order

AP Posting

Transfer Iter to Item
EDI Receiving

AR Receipts Posting

GL Posting

Beservation Order
Sales Order

Quote

Work Order

Credit Card Settlement

Promotion
Group Price Change

Physical Count

Verify Serial #
Delete Inactive Items

Select Process > Physical Count from the menu bar to display the Physical

Count screen.

& ARS Solutions Ltd. - ARS Retail System
File Edit Process Data History Reports Resets Utiities Window Help

Worksheet Variance  Update

Refresh QoHs

& Physical Count - Rocky Boots

Group I Detail ]
Name Post DiﬂDmeﬂ ime Started User DatelTime Updated Filter Itern Count i
Tony's - Quit deleting r 12/13/2005 410:46 PM 1 f1 i AM Memo a
Entire Inventory i 311342006 10:54:24 AM 1 0 Memo 805
iabels I~ |ansnovs3uB4seM 1 AN Memo | st E
inventory r 712012006 8:41:43AM 1 : AM Memo 957
testing B 7/28/2006 8:116:38 AM 1 4 Memo 1
But [~ |622006 :1047PM_|1- 0613154 PM_|_Memo | EC
TEST Jakes I 8/25/2006 10:49:30 AM 1 Do AM Memo 1
testing jakes r 8/25/2006 10:50:49 AM |1 Do AM Memo 1
Test o 10/13/2006 1:17:46 PM 1 o AM Memo 1
12 r 1171512006 11:01:31 AM 1 if oA | Memo 6|
testing 4 carla I~ [11/29/2006 3:19:38 PM |1 11172912006 3:46:06 PM | Memo — 4]
Group Name B 1143042006 11:30:13 AM. 1 ST AM Memo 8
guns i 1211812006 12:25:51 PM 1 12/19/2006 12:27.05 PM__ Memo 18
htryt r 1272712006 11:24:59 AM 1 £ AM Memo 1038
123 I 11712007 9:56:27 AM 1 I A Memo 1038
T
4
-
3 |
Captions (4 ‘demo'demoShims5idata) dbf) Record: EDF/1202 Record Unlocked [ NUM

Click the New button on the toolbar to display the Add Physical Count window.

V6 System



& Add Physical Count

General I Preview ltems ]

Name ||

User [4

Started [27192007 2:01:41 PM

Filter Filter...
Records 0

Post Difference I

Add Close ]

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.

7 Filter ==
|

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

7 Filter Condition (3w
Table
Serial Group |Z|
Field Operator
pescipion [P ]

Walue... Case sensitive

I OK ] ’ Cancel

Enter filter criteria.
Click the OK button to close the Filter Conditions window.
Repeat steps as needed to add additional filter criteria.

Click the OK button to close the Filter window and display the number of
filtered items in the Records field.

o 0 kW
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& Add Physical Count

General | Preview ltems ]

Name I

User [1—
Started | 519j2007 2:01:41 PM

Filter Filter...

Records 0

Post Difference |

Add Close I
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.

& Add Physical Count

General Previewnemsl
|Description2 GoH Avg Cost | Price 1 [~
|4 Pack 1>32,00j 3.7486, 5.9900
05217796730 05217796730 |Levi 501 Instant Old 23X 30 ‘ 2600 21.2500 45,9900
05217796001 05217796001 |Levi 501 Instant Old 28X 31 =4 72000 21.2500) 44.9900
05217796701 (05217796701 |Levi 501 Instant Old 30X 30 12,00, 27.5000] 44.9500
05217797012 |05217787012 Levi 501 Instant Old 30X 31 21.00] 27.5000) 44.9500
05217796704 (05217796704 |Levi 501 InstantOld 30X 33 | 76.000 27.5000| 44.9900
05217796708 05217796708 |Levi 501 InstantOld 30X 34 | 60.000 21.2500) 44.9900
05217796721 (05217796721 |Levi 501 Instant Old 31 X 30 5000, 26.6667 44.9900
05217796756 (05217796756 |Levi501 Instant Old 31 X 32 ‘ 40.00] 212500 44.9900
05217796753 05217796753 |Levi 501 Instant Old32X32 | 0.00] 212500/ 44.9900
05217796754 (05217796754 |Levi501 Instant Old 32X 33 ] 8100 30.0000] 44.9900
052177986755 05217796755 |Levi 501 Instant Old 32 X 34 77.000 21.2500] 44.9900
05217796757 (05217796757 | Levi501 Instant Old 33X 32 , 29.00,  21.2500, 44.9900
05217796758 (05217796758 |Levi 501 Instant Old33X33 | __50.00[ 30,0000 44 8900
05217796781 (05217796781 |Levi 501 InstantOld33X34 | | 7200 212500449900 _
< | »
Close
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.
6 V6 System



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.

& Physical Count - Rocky Boots

Group I Detail l
Name Past Diff{Date/Time Started User DatefTime Updated Filter Item Count ot
| Tony's - Quit deleting B 12/13/2005 4:10:46 PM |1 I oD AM Mema g >
Entire Inventory i 3/13/2006 10:54:24 AM 1 i1 : AM Memao 905
labels r 4/25/2006 3:08:48 PM |1 I o AM Memo 591 L
inventory r TI20/2006 8:41:43AM 1 X o AM Mema 957
testing N 116 z Memo 1
|Rocky Boots Mema o]
Butt r 8/22/2006 1 TPM |1 8/22/2006 Memo 39
TEST Jakes - 82512006 10:49:30 AM {1 fE D AM Mema 1
testing jakes B B/25/2006 10:50:49 AM |1 i D AM Memo 1
Test r 10/13/2006 1:17:46 PM |1 i AM Mema 1
12 r 11/15/2006 11:01:31 AM|1 Il AM Memo B
testing 4 carla r 1142972006 3:19:39 PM 1 11i29/2006 3:46:06 PM Mema 1
Group Name - 1143072006 11:30:13 AM 1 i AM Memo a
|guns - 1271972006 12:25:51 PM/1 12/19/2006 12:27:05 PM__ Memo 18
hiryt r 12/27i2006 11:24:59 AM1 I AM Memo 1038
123 r 17172007 9:56:27 AM {1 fEoDAM Mema 1038

|

1 -

l

2. Click a physical count to select it.

£ ARS Solutions Ltd. - ARS Retail System

File Edit Process Data History Reports Resets Utiities Window Help
New Modify Delete Fitter Find Yarignce  Update  Refresh QoHs = Manual Entry  Labels |
& Physical Count - Rocky Boots
Group | Detail ]
Name Post DideatelT ime Started User DatelTime Updated Filter Itern Count i
Tony's - Quit deleting r 12/13/2005 4:10:46 PM_ 1 f1 i AM Memo a
Entire Inventory i 31312006 10:54:24 AM 1 f o AM Memo 805
Iabels I~ |ansnon snsaseM |1 W Aw [ Memo | se1]
inventory r 712012006 8:41:43 AM 11 oo AM Memo 957
testing B 7126/2006 816:38 AM |1 FE AW Mermno 1
¥ I vero [IE
Butt r 8/22/2008 11017 PM 1 8/22/2006 1:31:54 PM Memo 39
TEST Jakes I 8/25/2006 10:49:30 AM 1 FEoc AM Memo 1
testing jakes I 8/25/2006 10:50:48 AM |1 ff T AM Memo 1
Test i 10/13/2006 1:17:46 PM 1 4 Ll AM Memo 1
12 » 11/15/200611:01:31 AM 1 fr o AM Memo B
testing 4 carla r 1172012006 3:19:39 PM 1 11/29/2006 3:46:06 PM Memo 1
Group Name I 11/30/2006 11:30:13 AM. 1 S i AM Memo 8
[guns i 12(19/2006 12:25:51 PM 1 12/19/2006 12:27:05 PM__Memo 18
htryt N 1272712006 11:24:59 AM 1 S AM Memo 1036
123 r 1/17/2007 9:56:27 AM 1 F i AW Memo 1038
-
]
Captions (3 \demo'demoShimsShdatalcaptions.dbf) Record: 272/1202 Record Unlocked l NUM

3. Click the Worksheet button on the toolbar to display the Count Worksheet.
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4.

Count Works heet Rocky Boots
ARS Solutions Ltd. Stated 87:2006 2:13:36 PM
21812007 21217 PM
Page 1

tem# Desoription 1 Style Size Color Price 1 2oH Count Oty
UPC Dessription 2 Class Dess Manusdurer
44000000088 Rocky Super Bt #3420 2420 e 144.00 .00
44000000088 Thinsulate Footwear Rocky Shoes & Boots
44000000090 Rocky Super Brut #3420 8420 aw 144,00 200
44000000090 Thinsulate Footwear Rocky Shoes & Boots
44000000091 Rodky Super Brut #8420 8420 2.5m 144,00 10.00
44000000091 Thinsulate Foomvear Rocky Shoes & Boots
44000000092 Rocky Super Brut #3420 8420 8.5W 144.00 4.00
44000000002 Thinsulate Footwear Rodky Shoes & Boots
44000000094 Rocky Super Brut #2420 8420 oW 144.00 10.00
44000000094 Thinsulate Footwear Rocky Shoes & Boots
44000000093 Rodky Super Brut #3420 8420 ant 144.00 10.00
44000000083 Thinsulate Footwear Rotloy Shoes & Boots
44000000096 Rocky Super Brut #3420 8420 10M 144.00 10.00
44000000096 Thinsulate Footwear Rodky Shoes & Boots
44000000095 Rocky Super Brut #3420 8420 10w 144.00 4.00
44000000095 Thinsulate Footwear Rodky Shoes & Boots
44000000190 Rodky Super Brut #3435 8435 W 144.00 200

Thinsulate Footwear Rocky Shoes & Boots
44000000191 Rocky Super Brut #8435 8435 8.5M 144.00 -2.00

Thinsulate Footwear Rocky Shoes & Boots

i

If desired, click the Print button to print the worksheet for a manual count.

V6 System



Perform a Physical Count

Complete either of these procedures as appropriate to perform a physical count:

e Complete a Count with a Count Worksheet
e Complete a Count with a Handheld Device

Physical Count Guide



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.

P 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:

e Enter Counts on the Detail Tab
e Enter Counts with the Manual Count Entry Window

Enter Counts on the Detail Tab

1. Click the Detail tab to display it.

= Physical Count - Rocky Boots

Group  Detail |
item # [ coH [countaty[pescrigtion 1 [Caunted[style [cotar [size [ Avg Cost [other [
44000000088 900, 500 Rocky Super Brut #8420 v 8420 BM 84.0000
44000000090 &00 ‘Super Brut #8420 ¥ i @ |
44000000091 | 1000 10.00 Rocky Super Brut#8420 r 8420 | 8.5M | 84.0000]
4 400 4.00/Rocky Super Brut#8420 r 8420 B5W 84.0000
44000000094 10.00/ 10,00 Rocky Super Brut #8420 r 8420 | W | 840000
44000000093 | 10.00]  10.00]Rocky Super Brut #3420 e | oM | 4.0000]
4 10,00 10.00|Rocky Super Brut #8420 e 1 oM | saooon]
4 400, 400 Rocky Super Brut #8420 r 8420 | oW 84.0000
44000000190 | 200]  200/Rocky Super Brut #8435 I 7 [ B | 840000
ASDIOUOLTRY | sl ikforiyhuperHiutesi it I L il BAW S
K| | | E | I | i =
|
[
|
T T T T 1 1 i f Jj
< | »

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

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

& ARS Solutions Ltd. - ARS Retail System
File Edit Process Data History Reports Resets LUtiiies Window Help
Delete | Fiter Find  Interface Worksheet| Variance Lipdate  Refresh QoHs

& Physical Count - Rocky Boots

Group  Detail ]
lterm # QoH | Count Qty |Description 1 [Counted|Style (Color E@ Avg Cost [Other [+
3 i | ’
44000000090 8.00 8.00/Rocky Super Brut #8420 r 8420 oW 84.0000
44000000081 10.00]  10.00Rocky Super Brut #3420 r 8420 8.5M 84.0000
4 400 4,00 Rocky Super Brut#8420 r 8420 |asw 84.0000
4DN00eR0ad | 1000| UNGIRE SubatbleRd g E Lit. i il 540000
4 | 10.00]  10.00Rocky Super Brut #8420 I |saz Jam " B4.0000
10.00] 10,00 Rocky Super Brut#8420 = 8420 10M 84.0000
44000000095 400/ 4.00Rocky Super Brut #8420 T 10w 84.0000
44000000190 2.00 2.00 Rocky Super Brut #5435 r {8435 W 84,0000
44000000181 | -200|  -2.00 Rocky Super Brut#8435 = |8435 [85M 84.0000

Captions 3\ i jons.dbf) Record: 533/1202 Record Unlocked | NUM

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

& Manual Count Entry

Itern # |'|

Countity I 1

| OK I Cancel I

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

Enter the counted quantity in the Countqty field.

Click the OK button to add the item count to the record and clear the
window.

Physical Count Guide 11



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.

P 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.

& ARS Solutions Ltd. - ARS Retail System =13
File Edt Process Data History Reports Resets LUkiities Window Help

Delete Fiter Find | Interface  Wiorksheet| Variance Update {RefreshQoHs) ManuslEniry  Labels l

& Physical Count - Rocky Boots CEE
Group Detal |
QoH | Count Qty |Description 1 [Counted|Style (Color %E Avg Cost |Other |+
[ 00 s ] 54.0000]
44000000081 | X 10.00 Rocky Super Brut #3420 r (8420 |B5M 84.0000
44000000092 | 400, 400 Rocky Super Brut #8420 A== o L enn
4 10.00|  10.00Rocky Super Brut #8420 r 8420 aw 84.0000
4 | 1000 10.00 Rocky Super Brut #8420 I [sam an 84.0000
44000000096 |  10.00|  10.00Rocky Super Brut #8420 S 3 [1oM | B4.0000
44000000095 | 400|400 Rocky Buper Brul #8420 r 8420 L] Semony
44000000190 2.00| 2.00/Rocky Super Brut #8435 r 18435 L 84,0000
44000000181 | -200,  -2.00 Rocky Super Brut #8435 r l8435 |B5M 84.0000
I l I ] #
< | [
Captions [\ d dbf) Record: EDF/1202 Record Unlocked | NUM

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
guantity that does not match its quantity on hand (QOH).

P 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.

& ARS Solutions Ltd. - ARS Retail System
File Edit Process Data History Reports Resets Utiities Window Help
Delete | Fiter Find | Iterface | worksheet{ variance ) Updets | RefreshQoHs | ManualEntry | Labels |

& Physical Count - Rocky Boots

Group  Detail ]

Counted|Style [cator E}e [ Avg Cost [other [+
v i [ h [ & J
| r 8420 [ £ | 84.0000]
44000000091 10.00]  10.00 Rocky Super Brut#8420 r 8420 [8.5M 84.0000
4 | 400 4.00 Rocky Super Brut#8420 r 8420 | |8 5w | ga.noo0]
44000000094 10.00,  10.00/Rocky Super Brut#8420 r 8420 aw 54.0000
44000000093 |  10.00)  10.00 Rocky Super Brut#8420 T sa20 | _ oM | 840000
44000000096 1000]  10.00/Rocky Super Brut #8420 r 8420 10M 54.0000
44000000095 | 400 400 Rocky Super Brut #8420 T | 1o |_Bapooo,
44000000190 2.00 [ r 8435 lgw 54,0000
44000000191 |  -2.00 r 8435 B5M | B4.0000
] =

Captions [\ demohdemoShimsShd: ions. dbf) FRecord: 533/1202 Record Unlocked | NUM

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

O * a8
Count Variance Report Rocky Boots
ARS Solutions Ltd.
21912007 400:37 PM
Page 1
tem# Description 1 Description 2 Class Desx
QoH Count Oty Oty Dif Avg Cost OoH Diff Cost Dif Retail Dif
44000000088 Rocky Super Brut #3420 Thinsulate Footvear
9.00 5.00 .00 $4.00 -336.00 -336.00 576.00
Total 1 9.00 5.00 400 34.00 -336.00 -336.00 576.00

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.

£ ARS Solutions Ltd. - ARS Retail System
File Edit Process Data History Reports Resets Utilities Window Help

Delete Fiter Find Interface  Worksheet Variance Refresh QoHs  Manual Entry Labels |

& Physical Count - Rocky Boots

Group Detail
ltem # QoH [ Count Qty|Description 1 (Counted |Style (Color Size Avg Cost |Other s

e 1 i ¥ 1 [
44000000090 | 800/ 8.00Rocky Super Brut #8420 r 8420 ] 84.0000|
4 1 | 1000 10.00Rocky Super Brut #8420 e I BEETH  84.0000]
42 2 | 400 4.00/Rocky Super Brut #8420 r 8420 8.5W 840000/
44000000094 10.00 10.00/Rocky Super Brut #8420 r 8420 oW 84.0000
4 < 1000/ 10.00,Rocky Super Brut #8420 B 8420 |9M 54.0000]
44000000086 | 10.00] 10.00 Rocky Super Brut #8420 r 8420 | 10M 84.0000
4 4.00/ 4.00/Rocky Super Brut #8420 r 8420 10W 84.0000
44000000190 2.00 2.00 Rocky Super Brut #8435 r 8435 v 84.0000
44000000191 | -2.00/ -2.00/Rocky Super Brut #8435 r 8435 8.5M 84.0000

=

f f [ ‘ f j f »
< L

Record; 706/1202

Captions [\ AdemohdemoShi ions. dbf) Record Unlocked ] NUM

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.
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