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The Physical Inventory Worksheet is a feature that gives the user the ability to create a physical 
inventory worksheet, use them to take inventory, enter the inventory and reconcile the inventory. 
The system will create adjustment records for each inventory item entered where the count 
entered is different from the current on hand inventory in the system. 
 
The system will retain the last worksheet created for each category, Finished Goods, Material 
and Hardware. 
 
CREATING PHYSICAL I NVENTORY WORKSHEETS 
 
To create a physical inventory worksheet go to the Inventory dropdown menu, click on the 
option of the inventory that is to be taken, they include the following: 
 
1) FINISHED GOODS INVENTORY REPORTS 

a) Click on the Inventory Work Sheet option – the following screen appears. 
 

 
 
To create a worksheet that includes all finished goods items use the default customer range, don’t 
enter any Item or Class Ranges, use the default Show All Inventory option. 
 



Once the options are selected, click on the Query Data tab. A popup screen asking if the user 
wants to “Create Inventory Worksheet File?” appears. Click on Yes to create the worksheet. 
 

 
 

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

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

 



 
Worksheets can be created for each of the following: 
 

i) Material Inventory 
ii)  Hardware Inventory 

 
To create a worksheet for Material  that includes all raw material items select the Material 
option, use the default Show All Inventory option, remove the checkmark from the “Report 
Items Only With Activity of On Hand+Ordered+Allocated+W.I.P.>0”. 
 
Once the options are selected, click on the Query Data tab. A popup screen asking if the user 
wants to “Create Inventory Worksheet File?” appears. Click on Yes to create the worksheet. 
 



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

To create a worksheet for Hardware that includes all inventoried hardware items select the 
Hardware option, use the default Show All Inventory option, leave the checkmark in the “Only 
Inventory Items” checkbox,  remove the checkmark from the “Report Items Only With Activity 
of On Hand+Ordered+Allocated+W.I.P.>0”. 
 
Once the options are selected, click on the Query Data tab. A popup screen asking if the user 
wants to “Create Inventory Worksheet File?” appears. Click on Yes to create the worksheet. 
 



 
 

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

ENTERING PHYSICAL I NVENTORY WORKSHEETS 
 

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

1) FINISHED GOODS INVENTORY REPORTS 
a) Click on the Enter Physical Inventory Worksheet option – the following screen appears. 

 

 
 



The work sheet will be in the exact same order as the printout of the work sheets that were 
created in the previous steps. 
 
In the Physical Count column enter the physical counts that have been collected. If the On Hand 
column has a quantity in the field and the actual count should be zero enter a negative 1 in the 
Physical Count column field corresponding to the part number.  
 
The Standard Cost field can also be updated and when the work sheet is posted the field will be 
updated on the router. 
 
Once all of the physical counts have been entered click on the Print Reconciliation button and the 
Finished Goods Inventory Reconciliation report can be printed reflecting the difference between 
the current on hand inventory value and the new physical count of on hand inventory.   
 
Once the new physical count is determined that it is correct click on the Post Work Sheet button 
and the On Hand inventory and Standard cost fields will be update in Router Design and records 
will be created to reflect the change in inventory. 
 
2) RAW MATERIAL INVENTORY  

a) Click on the Enter Physical Inventory Worksheets option, then click on one of the 
following options: 

 
i) Material option – the following screen appears. 

 

 
 

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



In the Physical Count column enter the physical counts that have been collected. If the On Hand 
column has a quantity in the field and the actual count should be zero enter a negative 1 in the 
Physical Count column field corresponding to the material description and stock size.  
 
The Location and Standard Cost fields can also be updated 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 entered click on the Print Reconciliation button and the 
Raw Material Reconciliation Report can be printed reflecting the difference between the current 
on hand inventory value and the new physical count of on hand inventory.   
 
Once the new physical count is determined that it is correct click on the Post Work Sheet button 
and the On Hand, Location and Standard Cost fields will be update in Material Maintenance and 
records will be created to reflect the change in inventory. 
 

ii)  Hardware option – the following screen appears. 
 

 
 
The work sheet will be in the exact same order as the printout of the work sheets that were 
created in the previous steps. 
 
In the Physical Count column enter the physical counts that have been collected. If the On Hand 
column has a quantity in the field and the actual count should be zero enter a negative 1 in the 
Physical Count column field corresponding to the hardware description.  
 
The Location and Standard Cost fields can also be updated and when the work sheet is posted the 
fields will be updated on the hardware item. 
 



Once all of the physical counts have been entered click on the Print Reconciliation button and the 
Hardware Inventory Reconciliation Report can be printed reflecting the difference between the 
current on hand inventory value and the new physical count of on hand inventory.   
 
Once the new physical count is determined that it is correct click on the Post Work Sheet button 
and the On Hand, Location and Standard Cost fields will be update in Hardware Maintenance 
and records will be created to reflect the change in inventory. 
 
HINTS  
 
Since the system has separate tables for each worksheet category, Finished Goods, Material and 
Hardware the user can go into any of the worksheets at anytime and enter physical counts, 
locations or standard costs and exit without going through the posting process yet the 
information will be retained. Not until the user Posts the Worksheet will the information be 
updated to the appropriate fields for the items. 
 
VARIATIONS OF ENTERING PHYSICAL I NVENTORY WORKSHEETS 
 

Some additional features for entering physical inventory worksheets are: 
 
1) Zero Inventory button – gives the user the ability to have the system enter a -1 in every field 

in the Physical Count column, then the user can enter the actual physical counts and not have 
to worry about entering the -1 in the fields that have zero on hand counts. 

2) Import button – gives the user the ability to import an excel spreadsheet of inventory values. 
 


