The Physical Inventory Worksheet is a feature ginags the user the ability to create a physical
inventory worksheet, use them to take inventorjertne inventory and reconcile the inventory.
The system will create adjustment records for eaedntory item entered where the count
entered is different from the current on hand in@gnin the system.

The system will retain the last worksheet createcebich category, Finished Goods, Material
and Hardware.

CREATING PHYSICAL INVENTORY WORKSHEETS

To create a physical inventory worksheet go toltwentory dropdown menu, click on the
option of the inventory that is to be taken, theglude the following:

1) EINISHED GOODSINVENTORY REPORTS
a) Click on the Inventory Work Sheet option — the daling screen appears.

-+ Finished Goods Inventory Work Sheet

Finished Goods Inventory Work Sheet Query Data
(%) Customer Range From : l % ” 40 Optical |
To: % |abc |

() Customer Group

Itetn Range Class Range
| Show All Inventary w
From: | L
To: | | T I:l [J=art By Location
[Jactive Parts Only

To create a worksheet that includes all finisheddgatems use the default customer range, don’t
enter any Item or Class Ranges, use the default @idnventory option.



Once the options are selected, click on the Queata bab. A popup screen asking if the user
wants to “Create Inventory Worksheet File?” appe@tiek on Yes to create the worksheet.

e - [B[x]
Finished Goods Inventory Work Sheet Query Data
L& | ]
Customer Router Mo, Fart Mo, Description REWV MO Location -
w40 Optical 0024156 10
40 Optical 0024152 3525205 SPACER PWR PACK ENG |C
4D Optical 00241450 3525206 BRET STOF 2.50X2.00+18|0
40 Optical 0024151 3534492 PAD PAWR PACI EMNG-GEMA
40 Optical 00241455 3614474 -1 retail BASE PYWR PACK MTG WE|A
4D Optical 00241453 3614475 SPACER PWR PACK ENG |4
40 Optical ao024147 4644 FAMNEL a
40 Optical 0024163 4644 FAMNEL a
40 Optical noz3188 BET100 BRACKET, VCR A
40 Optical 0023189 BET101 BRACKET, VME A
40 Optical 0024154 TEST 1234
ALM - Kenguard 0024158 1 1 A
AL - Kenguard an24160 1-1
ALM - Kenguard 0024161 1-2
ALM - Kenguard 0024162 1-3
ALM - Kenguard aoz4171 12356
ALM - Kenguard oons093 BB-115-12 12" Base A
ALM - Kenguard 0024158 ASSEMBLY
ALM - Kenguard 0024164 ASSEMBLY
ALM - Kenguard 00233 test P
< >

To print the worksheet click on the Printer butsord pick the Finished Goods Inventory Work
Sheet option.

2) RAW MATERIAL INVENTORY
a) Click on the Physical Inventory Worksheets optiate-following screen appears.




i RAW MATERIAL : Physical Inventory Worksheet E @ @

Physical Inventory Worksheet ‘ Query Data
| Material w | | Show All Inventory w |
[1Report Single Group
| |
Select tem | |

Only Inventory ltems
[#]Report items Only With Activity of On Hand+Ordered+allocated+W.LP. > 0
[]sort By Location

Worksheets can be created for each of the following

i) Material Inventory
i) Hardware Inventory

To create a worksheet fMaterial that includes all raw material items select theevial
option, use the default Show All Inventory optioemove the checkmark from the “Report
Items Only With Activity of On Hand+Ordered+Allo@at+W.I.P.>0".

Once the options are selected, click on the Queata bab. A popup screen asking if the user
wants to “Create Inventory Worksheet File?” appe@tiek on Yes to create the worksheet.



# - [B]x]|
Physical Inventory Worksheet Query Data

L= [

Group Mame  Mame Stack W Stock L ity Onhand Qty Phys Standard Cost &
M (% Laser CualibfA36 157" 48.000 96,000 4.000 0.00o $60.75000
(M Laser QualibfA3e 19" 48.000 96,000 0.735 0.000 $1468.32800
(M Laser QualibfA3e 19" 48.000 120,000 9,530 0.000 §1958.16000
(M Laser QualibfA3e 19" 48.000 144,000 1.000 0.00o §238.99000
(M Laser QualibfA3e 19" 60.000 96,000 1.167 0.00o §1958.16000
(M Laser QualibfA3e 19" 60.000 120,000 21.211 0.000 §248.95000
(M Laser QualibfA3e 19" 60.000 144,000 1.717 0.000 §298. 77000
(M Laser QualibfA3e 19" g0.000 160,000 1.000 0.000 §325.00000
(M Laser QualibfA3e 19" 72.000 96,000 0.000 0.00o §238.99000
(M Laser QualibfA3e 19" 72.000 144,000 0.000 §348.48800
(M Laser QualibfA3e 19" 72.000 160,000 0.000 §398.32000
(M Laser QualibfA3e 19" 73.000 160,000 1.000 0.00o F575.49000
(M Laser QualibfA3e 19" 75.000 160,000 0.00o F581.25000
(M Laser QualibfA3e 258" 48.000 72.000 0.000 0.000 $71.06000
(M Laser QualibfA3e 28" 48.000 96,000 0.000 0.000 §212.36000
(M Laser QualibfA3e 258" 48.000 120,000 42962 0.000 $265 46000
(M Laser QualibfA3e 28" 48.000 144,000 0.000 0.00o §318.55000

(M Laser QualibfA3e 28" 60.000 96,000 26.442 0.00o §265 46000
1< >

To print the worksheet click on the Printer buttord pick the Physical Inventory Worksheet
option.

To create a worksheet fetfardware that includes all inventoried hardware items delee
Hardware option, use the default Show All Inventopyion, leave the checkmark in the “Only
Inventory Items” checkbox, remove the checkmaaokfthe “Report Items Only With Activity
of On Hand+Ordered+Allocated+W.1.P.>0".

Once the options are selected, click on the Quertya fab. A popup screen asking if the user
wants to “Create Inventory Worksheet File?” appe@tgk on Yes to create the worksheet.



To print the worksheet click on the Printer buttord pick the Physical Inventory Worksheet
option.

ENTERING PHYSICAL INVENTORY WORKSHEETS

To enter a physical inventory worksheet go to theshtory dropdown menu, click on the option
of the inventory that is to be taken, they incltdge following:

1) FINISHED GOODSINVENTORY REPORTS
a) Click on the Enter Physical Inventory Worksheetiapt- the following screen appears.

 FINISHED GOODS Inventory Work Sheet 3

Enter a quantity of -1 ifyou want to zero an inventary
Customer FPart Mumber on Hand FPhysical Count Standard Cost .
o 4D Optical 10 0 n.00a §0.00000)
40 Optical 3625205 0 0.000 §0.00000]
40 Optical 3525206 0 n.000 $0.00000)
4D Optical 35344492 0 n.00a $0.00000)
40 Optical 3614474 -1 retail 0 0.000 $0.00000]
40 Optical 3614475 0 n.0o0 $0.00000)
4D Optical 4644 0 n.oon $0.00000)
40 Optical 4644 0 0.000 $0.00000]
40 Optical BET100 0 0.000 %0.00000)
A0 Optical BET101 0 0000 %0.00000)
4D Optical TEST1234 0 n.00a §0.00000)
ALM - Kenguard 1 0 0.000 %0.00000)
ALM - Kenguard 1-1 10) 0000 %0.00000)
ALM - Kenguard 1-2 0 0.0an $0.00000
ALM - Kenguard 1-3 0 0.000 %0.00000)
ALM - Kenguard 12386 0 n.0o0 $0.00000)
ALM - Kenguard BE-115-12 0 n.oon $0.00000)
ALM - Kenguard ASSEMBLY 101 0.000 $0.00000] w
I« >
Print Reconciliation ‘ Post WWork Sheet ‘ 5] ‘ &
Search ext




The work sheet will be in the exact same ordehagtintout of the work sheets that were
created in the previous steps.

In the Physical Count column enter the physicaht®that have been collected. If the On Hand
column has a quantity in the field and the actoaint should be zero enter a negative 1 in the
Physical Count column field corresponding to the pamber.

The Standard Cost field can also be updated and thieework sheet is posted the field will be
updated on the router.

Once all of the physical counts have been entdreklan the Print Reconciliation button and the
Finished Goods Inventory Reconciliation report bamprinted reflecting the difference between
the current on hand inventory value and the nevsighl/count of on hand inventory.

Once the new physical count is determined thatcbrrect click on the Post Work Sheet button
and the On Hand inventory and Standard cost fieidde update in Router Design and records
will be created to reflect the change in inventory.

2) RAW MATERIAL |NVENTORY
a) Click on the Enter Physical Inventory Worksheetsap then click on one of the
following options:

i) Material option — the following screen appears.

The work sheet will be in the exact same ordehagtintout of the work sheets that were
created in the previous steps.



In the Physical Count column enter the physicaht®that have been collected. If the On Hand
column has a quantity in the field and the actoaint should be zero enter a negative 1 in the
Physical Count column field corresponding to théemal description and stock size.

The Location and Standard Cost fields can alsopdated and when the work sheet is posted the
fields will be updated on the material stock size.

Once all of the physical counts have been entdreki@n the Print Reconciliation button and the
Raw Material Reconciliation Report can be printefliecting the difference between the current
on hand inventory value and the new physical cofion hand inventory.

Once the new physical count is determined thatdbrrect click on the Post Work Sheet button
and the On Hand, Location and Standard Cost figlli$e update in Material Maintenance and
records will be created to reflect the change weiriory.

i) Hardware option — the following screen appears.

The work sheet will be in the exact same ordehagtintout of the work sheets that were
created in the previous steps.

In the Physical Count column enter the physicaht®that have been collected. If the On Hand
column has a quantity in the field and the actoaint should be zero enter a negative 1 in the
Physical Count column field corresponding to thedinere description.

The Location and Standard Cost fields can alsopoated and when the work sheet is posted the
fields will be updated on the hardware item.



Once all of the physical counts have been entdreklan the Print Reconciliation button and the
Hardware Inventory Reconciliation Report can bated reflecting the difference between the
current on hand inventory value and the new physmant of on hand inventory.

Once the new physical count is determined thatcbrrect click on the Post Work Sheet button
and the On Hand, Location and Standard Cost figli$e update in Hardware Maintenance
and records will be created to reflect the changaventory.

HINTS

Since the system has separate tables for each emtksategory, Finished Goods, Material and
Hardware the user can go into any of the worksheteasytime and enter physical counts,
locations or standard costs and exit without goimgugh the posting process yet the
information will be retained. Not until the userd®othe Worksheet will the information be
updated to the appropriate fields for the items.

V ARIATIONS OF ENTERING PHYSICAL INVENTORY WORKSHEETS

Some additional features for entering physical imggey worksheets are:

1) Zero Inventory button — gives the user the abtlithave the system enter a -1 in every field
in the Physical Count column, then the user caarghe actual physical counts and not have
to worry about entering the -1 in the fields thavé& zero on hand counts.

2) Import button — gives the user the ability to intpam excel spreadsheet of inventory values.



