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Introduction

The	MaQS	Stocktake		Module	allows	a	store	to	carry	out	either	a	full	or	partial
stocktake	with	options	available	for	local	stocktake	rules	to	be	applied.
	
The	requirements	that	must	be	meet	when	completing	a	stocktake	are:

Only	one	stocktake	can	be	open	for	an	individual	store	at	any	one	time.

Stocktake	parameters	are	set	using	the	PC	followed	by	creation	of
​Look-up	files​	which	are	then	received	on	the	Hand	Held	scanner.

	

When	the	stocktake	is	opened	for	the	first	time	on	a	PC	a	prompt	to	select	the
site	and	store	before	continuing	will	be	displayed.	

Select	from	the	drop	down	boxes	and	click	save.



From	the	menu	select	Stocktake	and	enter	operator	credentials.

	

	

	
	
	
	
The	Stocktake	in	Progress	form	will	open	and

a)	Show	any	stock	takes	that	are	currently	in	progress
b)	Allow	a	new	stock	take	to	be	created.
	





	
The	function	buttons	available	on	this	form	are	as	follows:
	

Remove	the	Highlighted	Stocktake.

Create	a	New	Stocktake,	see	New	Stocktake	to
create	a	new
Stocktake.
Update	the	Stocktake	List

Close	and	exit

View	or	Edit	the	selected	stocktake,	see	Stocktake

	
	
	
	
	
	
	
	
	
	
	
	
	



Creating/setup	new	stocktake
	
When	creating	a	new	stocktake	certain	criteria	for	the	stocktake	can	be
selected.		PO	Groups	such	as	consignment	stock	can	be	excluded	and	there	is
an	option	to	either	update	all	store	stock	with	the	new	count,	which	will	require
verification	of	any	lot	numbers	in	the	store,	or	update	only	non-tracked	store
items	can	be	selected.		Either	option	will	still	give	the	actual	count	on	the
StockTake	Report.
	
Select	Stocktake	from	the	main	menu.
	

1.	Select	 	to	create	new	Stocktake
2.	Select	the	stocktake	location	

3.	Type	in	the	description	of	the	stocktake	

4.	Select	the	item	type	to	be	updated	after	the	stocktake	is	completed.	(Can	not
be	changed	once	stock	take	has	commenced.)

i.e.	If	Track	Lot	Items	are	ticked	then	the	quantity	of	the	tracked	store	stock	item	will	be	updated	when	finalised	and	lot
numbers	for	all	variances	will	need	to	be	verified,	otherwise	quantity	remains	the	same	in	the	store.

5.	Select	PO	groups	to	be	excluded	in	the	stocktake
	

i.e.	PO	Groups	that	are	ticked	would	be	ignored	in	this	stocktake
6.	Comments	(If	applicable)



7.	Select	 	to	save	the	current	stock	take
	
	



	
"Update	Store	stock	quantity"	and	"Exclude	PO	Group(s)"	cannot
be	modified	in	the	future.
	
A	new	lookup	file	must	be	created	AFTER	a	new	stock	take	is
created	and	the	Handheld	scanners	must	receive	these	lookup
files.

	
	
	



When	a	stocktake	record	is	opened	from	the	stocktake	in	progress	list	the
header	(top	part	of	the	form)	will	show	the	previously	selected	criteria	that
applies	to	the	stocktake.		The	lower	part	of	the	form	will	display	the	scanned
data	that	has	been	transferred	during	the	count	process.
	

	
	
Stocktake	Header
	
The	description,	Date	and	Comments	can	be	modified	until	the	stocktake	is



finalised.
	

	
Save	button	for	stocktake	header.	i.e.	Description,
Date	and	Comments

	
	
Stocktake	Items
	
It	display	items	that	has	been	scan	or	counted	and	it	allows	user	to	verify	the
data	and	finalise.
	



	
Upper	Section:	Import	stock	&	Filters

Import	stock	from	the	store	location,	see
Stocktake	Store
Update	the	Store	stock	grid

Order	grid	to	display	Non	Verified	Items	at	the
top
Order	grid	to	display	tracked	items	&	variance	at
the	top

	
Lower	Section:	Data	Verification

Un-verify	the	selected	line	item

Delete	the	entire	stocktake

Verify	data	for	Non-Tracked	Items,	see	Verify



Data

Adjust	lot	number	and	stock	quantity

Close	and	Exit

Finalise	and	commit	the	stocktake



Items	that	belong	to	the	store	location,	which	have	not	been	scanned/counted
into	the	stocktake	will	be	displayed	in	this	screen.
	
Filters/Search

Search	by	item	code Search	for	store	location	by	item	code,	see	Item
Search

Filter	by	Bin	Location Filter	the	store	stock	by	bin	location
	

Only	items	that	hasn't	been	imported	into	the	stocktake	list	will	be
displayed	in	the	list

	



	
This	will	export	the	entire	list	of	items	into	a
spreadsheet
Close	and	exit	(without	saving)

Confirm	and	Import	the	selected	items	into	the
stocktake	list

	
	
	
Filter	by	Bin	Location



	
This	will	filter	the	store	items	by	their	bin	locations
	

	
This	will	search	and	select	bin
locations	that	begins	with	the	input
text.
User	can	manually	select	the	bin
locations	to	be	filtered	and	selected

This	will	unselect/untick	the	items
that	belong	to	the	selected	bin
locations
This	will	select/tick	the	items	that
belong	to	the	selected	bin	locations

	
	
	



	
This	confirm	quantity	1	screen	available	when	both	Track	Lot	Items	and	Non-
Track	Lot	Items	are	not	tick.

	
	

	
	

Close	and	exit	(without	saving)

Save	the	quantity	and	exit

	



This	confirm	quantity	2	screen	available	when	both	Track	Lot	Items	and	Non-
Track	Lot	Items	are	not	tick.
	

	

	
Close	and	exit	(without	saving)

Save	the	store	new	quantity	and	quantity	counted
and	exit
Prompt	for	thew	Lot	Number



Update	quantity	counted.

	
	
	

	
	

Close	and	exit	(without	saving)

Add	new	lot	number	and	exit

	
	
	
	



User	can	generate	report	on	the	stock	take	at	any	point	of	time,	including	stock
take	that	are	in	progress.
	

	
	

	



	
	
Stocktake	report	can	be	extracted	into	hard	copy	or	Excel.
	

This	will	export	the	entire	list	of	items	into	a
spreadsheet
Close	and	Exit

Preview	the	report	(to	print	in	hard	copy)

List	the	lot	numbers	and	quantity	allocated
	



	
	
Stocktake	report	can	be	extracted	into	hard	copy	format	or	soft	copy	i.e.	Excel.
	
Hard	Copy
	

	
	
Soft	Copy
	





These	are	some	common	functions	that	are	shared	between	modules.



Data	verification	would	automatically	verify	non-tracked	items,	i.e.	it
automatically	assigns	and	set	quantity	counted	to	the	store	item	with	the	most
recent	part	number.
	



The	item	search	function	allow	quick	search	for	line	items	within	the	grid.
	

	
When	using	item	search,	the	input	item	code/part	number	must	be	the	exact
match	of	the	item	in	the	grid.



Below	is	a	steps	of	procedures	for	stocktake:
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