Physical Count Guide

for the AcuSport® V6 System Software

January 2015

The AcuSport 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.

Contents
(O YT VT = RSP PTTTT 3
Create a PhYSICal COUNT ....coieiiiiiii et e e e e e e e e e e e e e e nnnne s 4
Generate a Physical Count WOrkSheet.........ooii i 7
Perform a PhySical COUNT.......cooiiiiiee e e e e e e e e e e eeannne 9
Complete a Count with a Count Worksheet ...........cooooeiiiiiiiiiiii e 10
Enter Counts on the Detail Tab ..o 10
Enter Counts with the Manual Count Entry Window...........ccooeviiiiiiniiiiiiiennnne. 11
Complete a Count with a Handheld DevVviCe........ccccooiiiiiiii 12
Generate the Count VarianCe RePOIt.. ... 13
Update the INVENTOTY ... e e e e e e e e e e e eae e e e e e eeeeeasnnnns 14

© 2015 AcuSport Corporation
A ‘el N | e“‘“‘ 940 Industrial Drive, Suite 107
/ ‘Lluv" Wl & Sauk Rapids, MN 56379

. 1-800-547-7120
Retail Technology Group Al rights reserved



Notices

Copyright © 2015 AcuSport Corporation.
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 AcuSport
Corporation (“AcuSport”). 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 AcuSport assumes no responsibility for errors.

Trademarks and Credits

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

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:

AcuSport 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.
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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.
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
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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.

YE Retail Technology Group - AcuSport VB Inventory Management Systerm
File Edit | Process | Data History Reports Resets Utilities Window Help Tools

J Receive by Invoice

Purchase Order
AP Posting

Transfer ltem to [tem

EDI Receiving

AR Receipts Posting

GL Posting

Reservation Order
Sales Order

Quote

Work Order

Credit Card Settlement

Promotion
Group Price Change

Physical Count

Verify Serial #
Delete Inactive Items

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

Madify Delete Fiter Find wiorksheet | Varisnce  Update | Refresh GoHs  Manual Entry | Labels j
Group | Detail l
Iame Folem‘{Da‘temme'Slaned User DatelTime Updated Filter Item Count =
Tony's - Quit deleting r 1213/2005 $10:46 PM 1 P A Memo a
Entire Inventory - 3132006 10:54:24 AM |1 P s Mermo 905
labels r 412502006 30845 FPM |1 £ i AM Memo 591
inventory = TI2002006 841 43AM 1 o A ermo 957
testing i 7 K] A Merma 1
- ; bomo KL
Butt = F 54 PM Mermo 38
TEST Jakes T Gr25/2006 10:49:30 AM |1 BE T AN ermo 1
testing jakes J=: BIZ52008 10:50:48 AM |1 I Ahl Wema 1
Test o 10/13/2006 1:17:46 PW 1 fi L A Memo 1
12 b 1141572006 11:04:31 A 1 Fr o A Merno 5]
testing 4 carla = 1142972006 3:19:39 PM 1 11/28/2008 3.46:06 PM emo 1
Group Mame r 11/30/2006 11:30:13 AM 1 I A Wemo B
guns & 12018/2006 12:25:51 PM 1 12182006 122705 P Memo 18
hiryt r 1292772006 11:24:58 A 1 FE o AM Merno 1036
123 Je 11712007 35627 AM 1 BE T AN Memo 1038
"
3 |
Captions [4\arsserver\dematdemoBhimsShdatatcaptions. dbf] Recard: EOF/1202 Record Unlocked | fNUM

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

Beneral ] Preview tems W

Mame “

User h—-
Started | 211912007 2.01:41 PM
Filter M
Records o

Post Differance |

Add Cloze
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.

S Filter ==
o

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

7 Filter Condition =
Table
Serial Group E|
Field Operator
Descipion I B

Value... Case sensitive

[ OK l ’ Cancel

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

AR

filtered items in the Records field.

Click the OK button to close the Filter window and display the number of
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& Add Physical Count

General ] Preview ltems ]

MNarme |

User I1—
Started | 3718/2007 2:01:41 PW

Filter Filte...

Records P

Post Difference |

Add Cloze ‘
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 Previewltems]

Dggf:li_ptionz GoH Awg Cost | Price 1 |~
T Pak ZiG0 27600 5990
|Rayavac Maxin I 4Pack : '
: | Levi 501 Instant Old 28 X 30 ;

05217786001 (05217736001 |Levi 501 Instant Old 29 X 31 1 44,9900

05217706701 (05217796701 |Levi 501 Instant Old 30 30 ' 44,9900

05217797012 (05217787012 oo 44,8800

05217796704 05217796704 |Lewi 501 Instant Old 30X 33 | _76.00] 27.5000|44.9900

05217706708 (05217796708 |Levi 501 Instant Old 30X 34 | 60.00,  21.2500) 448800

05217796721 (05217796721 |Levi 501 Instant Old 31 X 30 50.00) 266667 44.8900

05217796756 (05117786755  Levi501 InstantOld 31X32 | _ 4D0O]  212500] 44,8500

05217786753 (05217706753 |Levi 501 Instant Old 32X 32 1 0.00] 212500 44.8900

05217706754 (05217796764 | Levi 01 Inctant Old 32%33 | 8100, 300000] 449900

D5217796755 05217796755 |Levi 501 Instant Old 323 34 77000  21.2500] 44.3900

08217796757 |05217796757 |Levi 501 Instant Old 33X 32 ' 28.00,  21.2500) 44.9900

05217796758 05217796758 Lewi 501 Instant Old 33x33 | _5000] 30,0000 44.9900

05217796781 |05217786761 |Levi 501 Instant Old 33%34 | 7200, 212500]448900 ,

| Ll_l

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.
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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.

Count - Rocky
Group |Delau ]
Mame [Post DififDaterTime Started Liser Drate/Time Updated Filter ltem Count . g
Tony's - Quit deleting i 120132005 4:10:45 PM |1 [ 5 AW Memo i
Entire Inventary B 332006 10:64:24 AW 1 (i) At hema ap5
labels r (472572006 308:48PM |1 1 1AM Memo 591
inventory B 1712012006 8414380 1 Memo a57
ta 3ty N 16:38 Mema 1
Rocky Boots | Memao ‘E
Butt I8 8/22/2006 1 1 82212006 1: Memo 39
TEST Jakes r BIZ6/2006 10:459:30 AW (1 gF L AN Memo 1
testing jakes — B/25/2006 10:50:49 AW 11 [0 5 AW Memo 1
Test I~ 10M 32006 1:17:46 PM |1 i Al hiermo 1
12 — 110152006 11:01:37 AM1 1 AW Memo [
testing 4 carla r 11/29r2006 3:19:39 PM (1 11/28/2008 3:46:06 PM Memo 1
Group Name = 1103002006 11:30:1 3 AM 1 [0 5 AW Memo 8
guns r 12/19/2008 12:26:51 PM 1 12/18/2006 12.27:05 PM__Mema 18
hird — T2f27i2006 11:24:59 AM 1 R Memo 1038
123 r 1F2007 98627 AM (1 N e | emo 1038

&l |

2. Click a physical count to select it.

& ARS Solutions Ltd.

ARS Retail System

Fle Edit Process Data History Reports Resets Utlities window Help
Meswy Modify Delete Fitter Find Wariance  Update  Refresh QoHs  Manual Entry Labels j
& Physical Count - Rocky Boots
Group |DBIEH l
IMarng Folem‘{Da‘tenime'Slaned Uger DiatelTirne Updated Filter Itern Count =
Tony's - Quit deleting B 1213/2005 $10:46 PM (1 FE o A Wemo a
Entire Inventory I 3132006 10:54:24 AM |1 i AN Mermn 405
labels r 4i25/2006 30848 PM |1 B ooAM Merma 591
inwentory = TI2002006 84143 AM 1 I At ermo as7
testing I~ FrZBI2006 BAB3EAM |1 i Aht Mermn 1
= o et
g Mermn E
Butt ¥~ 9i22/2008 11017 PM 1 0/22/20061:31:54 PM herno 349
TEST Jakes B Sr2512006 10:43:30 AM 1 BE E AW Wemo 1
testing jakes i BI2512006 10:50:49 AM 1 o AM Mermo 1
| Test =@ 1001372006 1:17:46 PM 1 4 L AM Memo 1
{2 I 11/15/200611:01:31 AW 1 Pl A Wemo 5}
testing 4 carla = 11/28/2006 3:13:33 PM 1 111232006 3 4606 PM Wemo 1
Group Name r 11/30/2006 11:30:13 &M 1 P oA Memo ]
guns B 1201972006 12:25:51 PM 1 12192006 12:27.05 PM_ Memo 18
hiryt r 12/27/200611:24:50 AM 1 . | Wermo 1036
123 T 1A 72007 56 27 AW 1 Fioo A Mermn 1038
-
3
Captions [%\arsserver\demotdemoShimsShdatatcaptions. dbf] Record 27271202 Fiecord Unlocked | HUM

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

Count Works heet

Rocky Boots

ARE Solutions Lid Stated 872008 2 13:36 PM
2H902007 24217 PM
Fage 1

tem# Deseription 1 Stile Size Color Price 1 QoH Count Gty
UpPC Deseription 2 Class Desc itz nu cturer
44000000089 Racky Super B #8420 8420 o 144.00 9.00
44000000083 Thinsulate Footyear Racky Sho=s & Boots
44000000030 Rocky Super Bnn #6420 8420 s 14400 8.00
44000000080 Thinsulate Footwear Rodoy Shoes & Boots
44000000091 Rocky Super Bt #5420 8420 8.5 144.00 10.00
400000031 Thinsulate Foouear Ratky Shoes & Boots
44000000033 FRodky Super Brut #8420 8420 8.5 144.00 4.00
44000000092 Thinsulate Footuear Racky Shoes & Boots
44000000094 Racky Super Bt #9420 8410 o 14400 10.00
44000000094 Thinsulate Foatuear Rodky Shoes & Boots
44000000083 Rodky Super Brut #8420 8420 am 144.00 10.00
44000000083 Thinsulate Footuear Raticy Shi ez & Boots
44000000036 Rodky Super Bt #8420 2420 1004 144.00 10.00
44000000099 Thinsulate Foatusar Rodey Shoes & Boots
44000000085 FRocky Super B #8420 2420 1o 144.00 4.00
44000000025 Thinsulate Footwear Rodoy Shoes & Boots
44000000180 Rodkcy Super Brut #3435 8435 2 144.00 200

Thinsulate Footuear Rocky Shoes & Bocts
44000000181 Rodky Super B #8435 8435 8.4M 14400 -2.00

Thinsulate Footwear Rody Shoes & Boots

i

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:

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.

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

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 Dl I

pem# | OoH [Countutvloescriotont ___ [Counkedfsede B T [ #wa Cost fomer [=
42000000009 .00 500 Rocky Super Brut #0420 o (G420 ] 24,0000
: by Gper Bt #6420 I I o [ st
44000000061 10,00 10,00 Rotky Super Brut #8470 | B420 BAM 84.0000
Sanoonoonsz | ago) T I [Bsw [ onoa]
iooooponsd | 1000, —mam I3 [“axooon,
aoonodaos3 | 1000] I T i .r'u-' a4 0o00]
44000000098 10,00 10,00/ Rocky Super Brut #0420 r |Baz0 10M | 840000
44000000095 4.00] 4.00|Rocky Super Brut #3420 r (a0 (ow | 840000
41000000180 | 300, 200|Rocky Super Brul #8435 | | o | su.00a]
44000000161 | 200, -I00Rocky Super Brut#idas T JLTE | 5] | s4.0000]
| =4
-
wl 3|

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, - AF o CE®
Fin Edi Frocess Dota Hstory Reports Resets Ubles Window Help =
el Fler i ilerfscs Wrksheel Vawce  Upadels | Refresh G e Labeiz |
& Physical Count - Rocky Boots s
Counted[atie Color % | Ay Cost [Other [«
20, I |mn | |ow | sa.0000]
44000000081 i cky Buper Bt #0420 | T | (] | o4.0000]
axpabonos | 4] Hacky Gupdt Bt BGA0 L Joan | asr }Sa.0ou0f
44000000094 | 1000 Super Bl #8420 I [Bazn I [ | maonon
1000]  10.00]Racks Guper Bt #6420 | ] | oM | Bag000]
ASDUD0CUOBE | 10.00]  10.00/Rocky Super Brut #6420 I n ! 1L | 84000}
faomnocoans | &Pl &DRechy Sy Bt SR80 I Jes30 | [T |_Esmong}
44000000190 00| D0/ Rocky Super Bl #9435 I o435 I | | magonn!
AADOODOOHE | -200]  -2.00|Racky Super Brut#se 35 e | LT JE TE
| o
Cacii ioes o Fiecout SN2 RecondUrkocked [ wom

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

& Manual Count Entry ;

[tertr # "

Countgty | i

DK I Cancel |

2. Enter the item’s number in the Iltem # 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.

Counted e {cotor ize | Avg Cost [other [~
| ———ﬁ : s . -
= [p20 ! JE | eanonal
5 iB-l?O | _B.SK 1 24 OMDI
44000000002 400, I 0420 1 1B.5W 1 84.0000)
44000000084 10.00. 4z BN 1 L0 ___Baoo00
spohosiem | 10100) ] ! jon | eoomo}
44000000095 "lOB_ | _I“N | I|0~ | 240000
44000000065 | 4.00) b | |1420 1 1o . D060,
AMOO0DO0TED | 200]  2.00/Rocky Super B #5435 r (435 { 1 | #a.0000]
440000001 81 ! 7!“'!_ 2. ﬂﬂ:ﬂm:kf Buper Brul #F234358 ‘l o :N"E 1 ‘I ] 1 24 nmn_
| n
Cacti " T— Recond EOF/1202 BscordUnkosked [ wum

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 Utilbiss ‘Window Help

Delete Filter Find Interface Wurkshﬁal Updste  Refresh QoHs  Manual Entry Labels |

& Physical Count - Rocky Boots.

Group  Detail ]

Counted|Style Color Size Awg Cost [Other -
v 0 ] |
= == © |8220 X 540000
- 108 I HEoly tere hi N . 1 |85 B
apnoea0na. 400] .00 Rocky Supar Bt #8620 I~ [sd20 2 el e 1B
44000000094 10.00] 10.00/Rocky Super Brut #8420 B 8420 iy 24.0000
44000000083 1000 10.00 Rocky Super Brut #5420 r e420 L 84.0000
44000000096 | 1000  10.00/Racky Super Brut #8420 = [samn ; o ~ 84.0000
44000000095 400 4.00/Rocky Super Brut #8220 r g420 100 84,0000
44000000190 2.00] 2.00 Rocky Supet Brut #8435 ¥ 8435 2 84.0000
44000000161 | 00| -2.00Rocky Super Brit #5435 | T (B5M £4.0000
I T t
1 T =]
T I
| | |
| | |
[ [ [ I
1 I J
T I I T
| | | | |
i —] — 4 = | . E - - - = il -
Ll | »

Captions [\iarsserversdemohdemoShimsSidatavcaptions dbf] Frecord, 533/1202 Record Unlocked | HUM

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

S

Rocky Boots

® o] @

Count Variance Report
ARS Solutions Ltd

2H 92007 400:37 PM
Page 1
tem# Dazeription | Desoription 2 Clas De s
ol Cour Gty Oy Dif Avg Cost QoH Diff Cost Dif Retail Dif
44000000088 Racky Super Brut #9420 Thingulate Footwear
3.00 5.00 400 B4.00 -336.00 -336.00 57600
Total 1 S0 5.00 .00 84.00 -336.00 33640 ST6.00

3. Click the Print button to print the report.

Physical Count Guide
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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

Delete

File Edt Process Dota History Reports Resets Lklities Window Help

Fifter Fincl

Interface  wMorksheet Wariance

Group  Delal l

& Physical Count - Rocky Boots

Itern # QoH | Count Ofy [Description 1 Counted|Style \Color Size =
[ 5 v 1 I | |
4 0 - 8420 g
44000000091 10.00 10.00/Rocky Super Brut #8420 = 8420 850 §4.0000
44000000092 4.00 4.00/Rocky Super Brut #8420 r £420 a.5w B4.0000
44000000094 10.00 10.00 Rocky Super Brut #3420 B e840 g 84.0000
44000000083 10.00 10.00/Rocky Super Brut #5420 i 8420 A 84.0000
44000000096 10.00 10.00/Rocky Super Brut #8420 i 2420 1om 84.0000
44000000095 4.00 4.00 Rocky Super Brut #8420 = 8420 10w ‘B4.0000
440000001 a0 2.00 2.00 Rocky Super Brut #8435 r 8435 v 84.0000
44000000191 -2.00 -2.00;Rocky Super Brut #8435 r 8435 840 84.0000
|
| |
| | -
1 | _»rJ
Captions [\arsserver\demotdemoShimsThdata\captions. dbf] Recard: 7OG/1202 Recard Unlocked | MUK

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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