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Overview 
 
About This Guide:  The purpose of this guide is to explain how the Physical Inventory Module 

functions. This guide will answer processing questions about every phase of the AutoPower 
Physical Inventory System and its menu options. 

 

In summary, the difference between using the 100% Physical Inventory portion and the Cycle 
Count portion is:  If you use Physical Inventory, no activity can be occurring on the 

system; therefore, it must be performed outside normal business hours.  The Cycle 
Count process allows you to perform your physical inventory count during normal business hours 

by allowing you to count your inventory in sections. 
 

Copyright Notice 

 
AutoPower Corporation makes no warranty of any kind with regard to this material, including, but 

not limited to, the implied warranties of merchantability and fitness for a particular purpose.  
AutoPower Corporation shall not be liable for errors contained herein or for incidental or 

consequential damages in connection with the furnishing, performance, or use of this material. 

 
The software described in this document is furnished under a license agreement or on disclosure 

agreement.  The software may be used or copied only in accordance with the terms of the 
agreement. 

 

This document contains proprietary information, which is protected by copyright laws.  All rights 
are reserved.  No part of this document may be copied, reproduced, transmitted, or translated 

into another language in any form or by any means, electronic or mechanical, for any purpose, 
without the express written permission of AutoPower Corporation.  The information contained in 

this document is subject to change without prior notice.  Companies, names, and data used in 
examples herein are fictitious unless otherwise noted. 

 
MS is a trademark of Microsoft 
 
 
Copyright 2017.  AutoPower Corporation.  All rights reserved. 
Printed in the United States of America. 
 



Table of Contents 

AutoPower Corporation 2017    Page 3 

TABLE OF CONTENTS 
 
CHAPTER 1 – PHYSICAL INVENTORY MAIN MENU .......................................... 4 
SECTION 1.1 - MAIN MENU OVERVIEW ........................................................... 4 
SECTION 1.2 – PRINT PHYSICAL INVENTORY TAKE SHEETS......................... 10 
SECTION 1.3 – REPRINT PHYSICAL INVENTORY TAKE SHEETS .................... 17 
SECTION 1.4 – ZERO AND LOCK INVENTORY QOH PRIOR TO COUNT ........... 20 
SECTION 1.5 – ENTER PHYSICAL COUNTS ..................................................... 25 
SECTION 1.6 – PRINT PHYSICAL COUNT EXCEPTION TAKE SHEETS ............. 31 
SECTION 1.7 – PRINT PHYSICAL COUNT VARIANCE REPORT ....................... 34 
SECTION 1.8 – REPRINT TAKE SHEETS W/MINIMUM VARIANCE .................. 39 
SECTION 1.9 – POST COUNTS TO INVENTORY .............................................. 41 
SECTION 1.10 – INVENTORY VALUE REPORT ................................................ 47 
 
CHAPTER 2 – DIRTY CORE PHYSICAL INVENTORY MENU ............................. 54 
SECTION 2.1 – DIRTY CORE PHYSICAL INVENTORY MENU ........................... 54 
SECTION 2.3 – PRINT DIRTY CORE TAKE SHEETS ......................................... 58 
SECTION 2.4 – RESET INVENTORY QOH PRIOR TO COUNT ........................... 59 
SECTION 2.5 – ENTER PHYSICAL COUNTS ..................................................... 63 
SECTION 2.6 – PRINT PHYSICAL COUNT EXCEPTION REPORT ..................... 68 
SECTION 2.7 – PRINT DIRTY CORE PHYSICAL COUNT VARIANCE REPORT .. 71 
SECTION 2.8 - POST COUNTS TO INVENTORY ............................................... 76 
SECTION 2.9 – CORE INVENTORY VALUE REPORT ........................................ 79 
 
CHAPTER 3 – WARRANTY PARTS INVENTORY MENU: ................................... 82 
SECTION 3.1 - PRINT WARRANTY TAKE SHEETS ........................................... 82 
SECTION 3.2 – PRINT WARRANTY PARTS INVENTORY TAKE SHEETS ........... 84 
SECTION 3.3 – PRINT WARRANTY INVENTORY TAKE SHEETS ...................... 87 
SECTION 3.4 – RESET WARRANTY INVENTORY QOH PRIOR TO COUNT ....... 88 
SECTION 3.5 - ENTER WARRANTY COUNTS ................................................... 93 
SECTION 3.6 - PRINT PHYSICAL COUNT EXCEPTION REPORT ...................... 97 
SECTION 3.7 - PHYSICAL COUNT VARIANCE REPORT ................................. 100 
SECTION 3.8 – POST WARRANTY INVENTORY COUNT ................................ 103 
 



Chapter 1 – Physical Inventory Main Menu 

 

Page 4                     AutoPower Corporation 2017 

CHAPTER 1 – Physical Inventory Main Menu 

Section 1.1 - Main Menu Overview 
 
The Physical Inventory Main Menu contains the tools to Process and Conduct Cycle 
Counts, Annual Physical Inventories, Dirty Core and Warranty Parts Physical Inventory to 
maintain an Inventory Control System. This section provides a brief overview of all of 
the functions. The Physical Inventory Menu is setup so that you can complete the 
Physical Inventory steps in the order of the options on the menu. 
 
There are 3 different types of physical inventory that can be performed: 
 

1. Parts Inventory 
2. Dirty Core Inventory 
3. Warranty Parts Items Inventory 
 

 

 
 

 
 

➢ PHYSICAL INVENTORY MENU:  The Physical Inventory Menus will allow the user to 
reset their QOH’s to zero, enter the new counts after the inventory has been 
counted, print an Exception report to view what was not counted and print a 
variance report between the before and after count to show discrepancies if there 
should be any in the inventory.   

 
➢ DIRTY CORE PHYSICAL INVENTORY:  The Dirty Core Physical Inventory menu 

option will allow the user to count and maintain accurate inventory records for all 
dirty cores in the warehouse.   
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➢ WARRANTY PARTS PHYSICAL INVENTORY: The Warranty Parts Physical Inventory 
menu option will allow the user to count and maintain accurate inventory records 
for all warranty parts in the warehouse. 
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The Following screen displays the options for items in the Parts Physical Sub-Menu in 
the order they are to be used with an explanation of each prompt. 
 

 
 
 

➢ Print Physical Inventory Take Sheets: The Print Physical Inventory Take 
Sheets program will generate a report that list part numbers or Bin locations to 
be used when counting the quantity of parts on the shelves.  The numbers that 
are counted are written on the take sheet and then entered into the computer.  

 
➢ Reprint Physical Inventory Take Sheets: The Reprint Physical Inventory 

Take Sheets program will allow you to regenerate all or any part of the Physical 
Inventory Take Sheets any time after the Initial Take Sheets have been printed.  

 
➢ Zero and Lock Inventory QOH Prior to Count: The Zero and Lock Inventory 

will prevent users from accessing Order Entry and Purchasing Receiving module. 
You will only do this prior to entering your Physical Inventory count.  

 
➢ Enter Physical Counts: Enables you to enter the quantity of each part that 

was counted on the shelves. These are the quantities that were recorded on the 
Inventory Take Sheets. 

 
➢ Physical Count Exception Take Sheets:  This menu option will display the 

summary of part numbers counted vs. uncounted, along with the percent 
completed. If there is an exception the Take Sheets will print a listing of all part 
numbers that had no QOH entered in the “Enter Physical Counts Option”.  This 
enables the operator to verify that all counts were entered.  If a part prints on 
this report, it was either missed during the count or there were none available to 
be counted and was not entered in the Physical Counts Entry. Physical Inventory 
has not been completed until this program shows all parts counted with no 
exceptions.  
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➢ Print Physical Count Variance Report: This report compares the new QOH 

with the original QOH that was saved during the Reset Inventory process for any 
discrepancies. This report will print the discrepancies between these two values 
displaying both a unit and a dollar variance on a product-by-product basis. 

 
➢ Reprint Take Sheets w/Minimum Variance: This process will reprint the 

Take Sheets with only the Minimum dollar variance that is requested to print. 
Then the items that print on the Take Sheets can be recounted and verified and 
corrected in the Enter Physical Counts menu.  This allows management to focus 
only on the most important part variances. 

 
➢ Post Counts to Inventory: This process will allow the operator to update the 

new quantities to the inventory records for the parts counted. When the End of 
Day has been completed for the day, the General Ledger will be updated with 
the variance dollar amounts.  

 
➢ Inventory Value Report: This report will contain the value of your inventory 

for each location based on the total cost.  You can print the report for a specific 
vendor(s) or you can run it based on a previously created save-list.  

 
 

NOTE: Items to consider prior to a physical inventory count. 
 
If you have multiple branch locations and only your branch is conducting a Physical 
Inventory this will not prevent your other locations from continuing with business in a 
normal manner.   
 
Sales- Open Orders 
 
This section refers to the customers billing and covers both open orders and buy-outs. 
 
There are three different types of orders that affect physical inventory that must be 
carefully considered. 
 
a) Open orders that have been shipped but order has not been invoiced in 

the system.  
b) Open orders that have been picked but have not been shipped or 

invoiced in the system. 
c) All other orders that have not been picked or shipped in the system.  
 

 
Open orders that have been shipped but the order has not been invoiced in the system. 

 
➢ These orders MUST BE INVOICED in order for the system to properly update the 

quantity on hand of these parts. 
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Open orders that have been picked but have not been shipped or invoiced in the 
system. 
 

➢ These orders MUST BE COUNTED in the physical inventory since the customer 
has not received them and the system has not reduced them from inventory. 
Return the parts to their proper location in the warehouse in order to be counted 
and re-pick them after inventory. 

 
All other orders that have not been picked or shipped in the system. 
 

➢ Nothing has to be done to these orders. 
 
In order to facilitate your analysis for open orders reviewing the Display Orders on Hold 
report is recommended. 
 
Branch Transfers 
 
All branch transfers that have been received must be updated in the system. 
 
All shipped branch transfers from the location performing a physical inventory must be 
received by the ship to location whether the ship to location has or has not physically 
received the transferred parts.  
 
Purchase Order Receiving 
 
All purchase order part receiving must be updated. 
 

➢ If the receiving shipper has not yet been entered into the receiving module, it 
must be processed. 

 
➢ If a receiving shipper has been entered but not updated fully, it must be 

complete. 
 
Returning Items to Suppliers (Overstock Return) 
 

➢ All overstock returns that have been entered in the system and the goods have 
been returned to the supplier must be updated to inventory in the Overstock 
Menu. 

 
➢ If the parts have not been returned to the supplier and are still on the 

warehouse floor, then the overstock return must be cancelled in the Overstock 
Menu, the part must be counted in the physical inventory and the overstock 
return must be re-issued after the physical inventory is completed.  
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Warranty/Defective Returns 
 
All warranty/defective returns that have been entered in the system and the goods 
have been returned to the supplier must be updated to the defective inventory in the 
Defect Return Menu. 
 
If the parts have not been returned to the supplier and are still on the warehouse 
floor, then the defective return must be cancelled in the Defect Return Menu, the parts 
must be counted in the physical inventory as a defective item and the defective return 
must be re-issued after the physical inventory process is completed.  
 
 
Returning Dirty Core Items (Vendor Core Returns) 
 

➢ All core returns that have been entered in the system and the goods have been 
returned to the supplier must be updated to the dirty core inventory in the Core 
Bank Menu. 

 
➢ If the parts have not been returned to the supplier and are still on the 
warehouse floor, then the core return must be cancelled in the Core Bank Menu, 
the parts must be counted in the physical inventory as a dirty core item and the 
core return must be re-issued after the physical inventory process is completed.  
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Section 1.2 – Print Physical Inventory Take Sheets 
 
The Print Physical Inventory Take Sheets Program will allow you to print Take Sheets for 
all inventory for the purpose of recording counts for the physical inventory process. The 
quantity values written on this sheet will be used to enter the physical count into the 
system at a later time. 
 
A Take Sheet will print for each Vendor sorted by part Number. If you print the Take 
Sheets sorted by Bin then a Take Sheet will print for each Bin location and sorted by Bin, 
Vendor and then Part Number. 
 
If you use Multi-Bin locations and would like for the Take Sheets to include the Multi-Bin 
locations, please contact AutoPower. A setting in the Global Setup will need to be 
flagged that you are using Multi-Bin locations. This flag is not necessary to be set if you 
use only one bin location for a part number. If you have a part number that is located in 
multiple bins and you wish for this part number to print on the Take Sheets in the 
multiple bin locations so that they may be counted per bin then this flag must be set.  
 
The Physical Inventory Take Sheets will print in the same order as the Physical 
Inventory Count Entry screen that will display. 
 
If you print the Physical Inventory Take Sheets from this option and then you Zero and 
Lock the Inventory QOH Prior to count, you cannot print the Physical Inventory Take 
Sheets from this option again. You must use the “Reprint Physical Inventory Take 
Sheets” option. 
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When you select option 1 Print Physical Inventory Take Sheets from this menu, the 
following screen will display: 
 

 
 
 
Field Descriptions: 
 
Branch Location:   
 
Type in the warehouse branch location where the Inventory is being counted and press 
ENTER.  Ex: W1, W2, W3, etc.  
 
You can also type in a “?” to see a display of your warehouse locations with descriptions.  
Press ENTER to select the branch. 
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Sort by (B)in or (P)art? 
 
Type in B to print the Take Sheets sorted by Bin location, Vendor and then the part 
number and press ENTER.  Type in P and press ENTER to print the Take Sheets 
sorted by Vendor and by part number. If you do not use Bin locations then select the P 
option to print the Take Sheets by Vendor and then sorted by Part Number. 
 
Print Double Spaced? (Y,N) 
 
Type in Y and press ENTER to print the Take Sheets double-spaced. 
Type in N and press ENTER to print the Take Sheets single-spaced.  Printing double-
space will use a lot more paper. There will be a blank line between each part number on 
the page when using double-spacing. 
 
Print Quantity on Hand on the Take Sheets? (Y,N) 
 
Type in Y and press ENTER to print the Current QOH prior to the count on the Take 
Sheets. Type in N and press ENTER to not print the QOH on the Take Sheets.  This 
prompt has no effect on whether the QOH is displayed on the Physical Count Entry 
screen. If you do not wish for the Before Count QOH to display on the Physical Count 
Entry Screen, contact AutoPower Support so that this can be set in the Global File 
Maintenance screen.  
 

 
Accept?:  
 
Valid entries for this prompt are: 
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Y Yes- All prompts are answered correctly and the Take Sheets will print. 
 
N No – Answers entered are not correct.  Type in N and press ENTER will 

bring the cursor back to the Location prompt so that you can enter the 
correct information. 

 
E Exit – Abort the process entirely.  The cursor will return to Physical 

Inventory Menu. 
 
 

 
 
You will be prompted to Display, Print or Export the takesheet to your PC. 
 
You can Display the takesheets to your screen. 
You can Print the takesheets to your printer. 
You can Export the takesheets to Excel.  
 
When you select the Export option, you can save the takesheet to your PC and then 
open them up in Excel.    
 
You can also Cancel the print process for the takesheet.  
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Example of Physical Inventory Take sheet which was sorted by Part number is displayed 
below. 
 
 

 
 
Field Descriptions: 
 
The Location, Vendor and Sort by will be populated with the information that you 
entered in the Print Physical Inventory Take Sheet option. 
 
Location 
Vendor 
Sort by 
 
 
Deadstock: 
 
The Dead Stock option is in the example above is N meaning that the Dead Stock was 
not included in the Take Sheets and will not be counted. You will have fewer parts on 
your Take Sheets than what you have in inventory with this option. Dead Stock is 
excluded. The option of Y would be that Dead Stock would be included in the Take 
Sheets and would be counted.  
 
What dictates Dead Stock?  
 
If a part number falls into “ALL” of the categories below it will be considered Dead 
Stock. 
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No QOH = No Quantity on Hand 
No QOO = No Quantity on Order 
No MIN = No Minimum Stocking Level 
No MAX = No Maximum Stocking Level 
No CBO = Not Committed by Order  
 
No Sales will be based on the Dead Stock Calculated set months in the Global F/M when 
your system was first installed.  
 
Counted by:  
 
Write in the name person who will be counting this vendor line. 
 
Checked by: 
 
Write in the name of the person who checked the shelf count again for this vendor line 
after the person who initially counted the shelf. 
 
Item: 
 
Line number on the Take Sheet for a particular Part Number.  
 

Bin: 
 
If you select to print your Take Sheets by the Bin location then the bin location will be 
listed in this column. If the part number does not have a Bin location assigned to it then 
the word “NONE” will be in this column. 
 
QOH: 
 
The QOH column will list the “Before” Count Quantity. If you answered N for the Print 
Quantity on Hand prompt, then you will not see QOH’s in this column.  
 
VND: 
 
The three letters Vendor code for the part number will be listed.  
 
Part: 
 
The Part Number will be listed in this column that will need to be counted. 
 
SUOM: 
 
The Standard Unit of Measure will print if it is in the inventory file maintenance record 
for the part number. 
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NewQOH: 
 
The New Quantity on Hand field is where you will write in the new shelf count for the 
part number that is being counted. 
 
Description: 
 
The description for the part number will display in this column. This is the description 
that is in the inventory file maintenance record for the part number. 
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Section 1.3 – Reprint Physical Inventory Take Sheets 
 
The purpose of the Reprint Physical Inventory Take Sheets program is to reprint the 
Take Sheets any time during the Physical Inventory procedure. If you run the “Zero 
and Lock the Inventory Count” option then this is the only option that will 
allow you to reprint the Take Sheets. The Take Sheets will print in the same 
sorting order, as they were in the initial Take Sheets. For example, if you printed 
the initial Take Sheets by Bin, then the reprinted Take Sheets will print by bin location. 
It is also true if you printed the initial Take Sheets double-spaced and printed the 
quantity on hand. However, you printed the Take Sheets initially is how they will print in 
this program. 
 

 
 
 

Field Descriptions: 
 
Location: 
 
Enter the warehouse location where the physical inventory is taking place. 
 
After the location has been entered, the information that was entered in the initial Take 
Sheets will complete the next 3 fields. You cannot change the sort, double-spacing or 
print Quantity on Hand at this point. 
 
Sort by (B)in or (P)art: 
Print Double Spaced 
Print Quantity on Hand 
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Starting Item Number:  
 
The Starting Item Number will display. This is first item number on the original Take 
Sheet. The default will be item number 1. The Item Numbers would be the line numbers 
on the Take Sheets. 
 
Ending Item Number: 
 
The Ending Item Number will display. This is the last item number on your Take Sheets. 
If you have 90000 part numbers on the Take Sheet, then the Ending Item number will 
be from line 90000. 
 
Starting Bin Number: 
 
If you sort the initial Take Sheets by Bin Number then the Starting Bin Number will 
default in this field. If you wish to print a particular Take Sheet for a certain Bin Number, 
you would enter that Starting Bin Number here. If you sorted the initial Take Sheets by 
Part Number then the Starting and Ending Bin Numbers will have N/A in these fields and 
will not be accessible. 
 
Ending Bin Number: 
 
Enter in the Ending Bin Number. 
 
Starting Part Number: 
 
If you sort the initial Take Sheets by Part Number, then the Starting Part Number on the 
Take Sheet will default in this field. If you wish to print a particular section of the Take 
Sheets you can enter the Starting Part Number in this field. If you sort the initial Take 
Sheets by Bin Number this field will not be accessible. 
 
Ending Part Number: 
 
Enter in the Ending Part Number.  In the example below the initial Take Sheets were 
printed by Part Number, therefore, the Starting and Ending Bin Location are notated as 
N/A. 
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Section 1.4 – Zero and Lock Inventory QOH Prior to Count 
 
This step will Zero and lock the QOH for the ENTIRE Inventory. The inventory will be 
“LOCKED” so that changes cannot be made. If you must do a count by vendor line code, 
use the “Cycle Count Menu options”.  
 
The purpose of zeroing the Inventory is to start with a clean slate. The Zero and Lock 
Inventory QOH Prior to count program is used to remove the current quantities on hand 
from all of the parts in the entire inventory and copy them to a file called IN-PCC on the 
system.  If you should look in Inventory Inquiry at this point you will see that the Before 
Count for all part numbers still exist. 
 
This option CAN ONLY BE initiated once. The system will tell you if you 
attempt to initiate it again without completing all Physical Inventory steps. 
You will see a message that the Location has been locked for a Physical 
Inventory Count if you try to initiate this option more than once. 
 
 To access Zero and Lock Inventory QOH Prior to count, make the following menu 
selections: 
 

➢ From the Physical Inventory Menu, select Zero and Lock Inventory QOH Prior to 
Count. 

 

 
 
 
The following screen will display. Access to this option is only allowed to those Operators 
who have a Salesperson number and a password assigned to them. 
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Field Descriptions: 
 
Operator Number: 
 
 Type in your operator number and press ENTER.  
 
Password: 
 
Type in your operator password and press ENTER.  
 
After Entering your operator number and password the following screen will display. 
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Field Descriptions: 
 
Location:  
 
Type in the location and press ENTER where the physical inventory will be performed. 
 
This will be your last chance you have to change your mind. If you answer N for no, 
you will return to the Physical Inventory Menu. To continue and complete the process 
answer Y for yes to proceed with resetting the quantities on hand.   
 
Once you enter Y, you MUST proceed with the process. 
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As the system zero’s out the Q-O-H values for the ENTIRE inventory, the 
following message will display on the screen as shown in the display below: 
 
 

 
 
 
Part numbers from the entire inventory will flash at the bottom of the screen as the 
inventory is being locked. 
 
Once the reset has completed, you will be brought back to the Physical Inventory Menu.  
 
Now you can count the inventory and write the shelf count quantities on the take sheets 
that you previously printed. 
 

➢ Remember you can only reprint the Take Sheets now from the 
Reprint Take Sheet option; you cannot go back and use the Print 
Take Sheet option #1. 

 
The Order Entry and Receiving modules will not allow you to process orders or receive in 
inventory until the Physical Inventory process has been completed. 
 
If you access either of the modules at this point you will see the error message below. 
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Section 1.5 – Enter Physical Counts 
 
Now that the preparation steps have been completed, it is time to actually enter the 
values that were counted and written on the Take Sheets.  To enter the counts, select 
Enter Physical Count option on the Physical Inventory Menu. The actual quantities 
counted on the shelf are entered into the New Q-O-H field on the take sheets. 
 

 
 
 
After selecting the Enter Physical Counts option from the menu, the following screen will 
display: 
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In this screen you can use your arrow keys to navigate up and down.  You cannot use 
your Escape key to exit this screen, you must use E to Exit. 
 
 
Field Descriptions: 
 
Location: 
 
Type in the location and press ENTER where the physical inventory will be done. 
 
The following screen will display listing all parts numbers. The Sort will be as they 
printed on the Take Sheets.  
 

➢ Your cursor will be in the NewQOH field waiting for you to enter in your first 
Physical Inventory count. 

 

 
 
Item: 
 
Line number on the Take Sheet for the Part Number.  This Item number can be used to 
reprint Take Sheets only for the select Item numbers that you choose. Example you 
would only like to print Item Number 1-400, you can do this in the Reprint Take Sheet 
Option. You can also use the (I)tem # option at the bottom of the page to select a 
particular part number on the screen.  If the part number on the Take Sheet is 100, 
then it will also be 100 on this screen. 
 
Bin: 
 
If you select to print your Take Sheets by the Bin location for the part number, then it 
will be listed in this column. If the part number does not have a Bin location assigned to 
it then the word “NONE” will be in this column. 
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Vnd: 
 
The Vendor for the part number will be listed.  
 
Part: 
 
The Part Number will be listed in this column. 
 
UM: 
 
The Standard Unit of Measure will print if it is in the Inventory File Maintenance record 
for the part number listed. 
 
QOH: 
 
The QOH column will list the “Before” Count Quantity. If in the Global File Maintenance 
screen, the flag is set not to Show Before QOH in this screen it will not display.  

 
NewQOH: 
 
The New Quantity on Hand field is where the new shelf count for the part number will 
be entered. 
 
Description: 
 
The description for the part number will display in this column. This is the description 
that is in the Inventory File Maintenance record for the part number. 
 
Options: 
 
(###) New QOH: 

 
The line item that is highlighted on your screen will be where you can enter the QOH for 
the present part number.  
 
Type in the new Shelf Count (QOH) and press ENTER. Your cursor will always be in the 
NewQOH column on this screen. 
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(.) QOH: 
 
The (.) QOH will allow you to press the “.” period to accept the Before QOH prior to the 
Count if there has been no change in the QOH for the part number.  If you hold down 
the period it will duplicate the old QOH on each part number as long as the “.” period 
key is being pressed. 
 
 
(A)dd Part #: 
 
The (A)dd Part # option will allow you to add a part number that was not listed on the 
current Take Sheets. This part number must be in the Inventory Master. You will type in 
the BIN, VN, PART NUMBER, and the New QOH. If there is no bin for this part number, 
type in the word NONE. 
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(F)ind: 

 
The (F)ind option will allow you to search any part number by typing in a portion of the 
part number or description. The first instance of that text that is being searched will be 
highlighted on the screen. Press Enter again and the next instance of the searched text 
will display. 
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(I)tem #: 

 
The (I)tem # option will allow you to type in a line item number and that part number 
will be highlighted on your screen. This comes in handy because the Take Sheets are 
always numbered the same as your input screen. If the part number is number 1395 on 
your Take Sheet, it will be number 1395 on this screen.  You do not need to type in the 
leading zeroes for the line number. 

 

 
 

(E)xit & Save: 
 
The Exit and Save option will allow you to type in E and exit the screen. All inputs will 
be saved at this point.  
 
When the last part number NewQOH has been entered, press E to exit and save your 
entries.   
 
You will now run your Physical Exception Program to identify any part numbers that 
were not counted.
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Section 1.6 – Print Physical Count Exception Take Sheets 
 
The Physical Count Exception Take Sheets will print parts that had no NewQOH entered 
during the physical inventory entry for the counts. This will be helpful in verifying the 
accuracy of the counts that were entered or for the part numbers that might have been 
inadvertently overlooked during the count and no count was entered. 
 

 
 
To Print the Physical Count Exception Take Sheets, select the option from the Physical 
Inventory Menu. The following screen will display: 
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Field Descriptions: 

 

Location (W1, W2…):  

 

Type in the location number and press ENTER.  

 

Enter the warehouse location performing the Physical Inventory Count. You can also 
enter a “?” at this prompt to display a listing of your locations. 

 

In the example below 264 part numbers were counted and 1469 were uncounted. 
Overall average only 15%of the Physical Inventory process has been completed. Type in 
Y to Accept and the Exception Take Sheets will print will the part numbers that did not 
have a count entered for them in the Parts Entry screen. These part numbers can be 
verified and then a count can be entered in Physical Inventory Count Entry screen. 
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The examples of the original Take Sheets for the Exceptions below were sorted by 
PART. Therefore, the Exception Takes Sheets will be sorted by PART. Also, IF there was 
a part number listed on the original Take Sheets that had Multi-Bins, it would print on 
the Exception Take Sheet twice with more than one BIN location if the Take Sheets 
were printed by BIN and not by PART. 
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Section 1.7 – Print Physical Count Variance Report 
 
The Physical Inventory Variance Report will compare the counted quantity on hand 
values with the original quantities on hand that were saved when the Inventory Lock 
and Reset was done computing the unit and dollar variance of each inventory item.  This 
procedure should be printed following the physical inventory count.  
 
If you notice a large variance in a particular vendor line then try re-printing the report 
with a specific vendor line with detail. All part numbers in that line that have a variance 
larger than the minimum variance amount allowed will print. 
 
When the Physical Count Variance Report option has been selected the following screen 
will display: 
 

 
 

 
Field Descriptions: 
 
Location:  
 
Type the location and press ENTER for the variance report; i.e., W1, W2 
 
Vendor or ALL:  The default will be “ALL” Vendors but you can enter a particular 
vendor line code. 
 
Minimum Variance Amount: 
 
Type the Minimum Variance Amount and press ENTER. The larger the dollar amount 
entered will allow for fewer part numbers to print on the report.  Only part numbers with 
the exact dollar amount or larger will print on this report. 
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Sort by Descending Variance? (Y, N):  
 
Type in Y and press ENTER if you would like to sort this report from the highest to 
the lowest variance. 
 
The following information will be included on the report: 
 

 
 
 

Field Descriptions: 
 
Bin:  
 
If the part number has a BIN location is will print, if not the word NONE will print. 
 
VND:  
 
The Vendor code will print. 
 
Part Number: 
 
The part number will print but will not include the vendor code. 
 
Description: 
 
The parts description from the Inventory Master file will print. 
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Q-O-H Before: 
 
The quantity on hand prior to the part being counted. 
 
QOH After: 
 
This is the quantity on hand after the part has been counted. 
 
Unit Var: 
 
The unit variance is the difference between the Before and After QOH. If the New QOH 
is higher than the Before QOH, this will be a positive number.  If the New QOH is less 
then this number, then the number will be negative.  If both numbers are the same and 
there is no variance, a zero will print. 
 
Std Pack:  
 
The parts standard packing size will print in this field. It will represent how many are in 
a pack. This information is retrieved from the Inventory Master file. 
 
POP:  
 
This field represents the factory pop code for this part. The information is retrieved from 
the Inventory Master file.  
 
Unit Meas:  
 
The part numbers unit of measure will display.  This information is retrieved from the 
Inventory Master file. 
 
Unit Cost:  
 
The parts unit cost will print in this field.  This information is retrieved from the 
Inventory Master File. 
 
Ext-Cost Var: 
 
The Ext-Cost Variance is the total cost of the difference between snap shot quantity and 
the shelf count quantity.  The unit cost is multiplied by the unit variance to determine 
the extended variance price for this part. 
 
Core Cost: 
 
If there is a Core associated with the part the Cost of the Core will display in this 
column.  
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Ext Core Var: 
 
The Extended Core Variance for the Before and After QOH count for the part with the 
core will display. This would be a dollar figure that is compiled of the variance for the 
Before and After QOH multiplied by the Core Cost. 
 
A Physical Inventory Variance Summary Report will print after the Detailed Report. 
 

 
 
The following information will be included on the report: 
 
VND:  
 
The vendor code 
 
Part Numbers Counted:  
 
The Parts Counted column is the total shelf count for all parts combined in this particular 
Vendor Line. (i.e.: if you counted 14 different parts, the shelf count for each part was 9, 
the total that will print in the Parts Count column is 126.  
 
Part Numbers with a Variance: 
 
The Part Number with a Variance field will list the total for the part numbers that have a 
variance. 
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Actual Variance:  
 
The Actual Variance quantity represents the difference between Parts Counted and the 
Part Numbers with a Variance.  These are actual Part numbers counted and not the 
QOH for the part numbers. 
 
Increased Variance:  
 
The Increased Variance column will reflect a dollar amount if the Parts Counted is 
greater than the Part Numbers with a Variance. 
 
Decreased Variance: 
 
The Decreased Variance column will reflect a dollar amount if the Parts Counted is less 
than the Part Numbers with a Variance. 
 
Overall Variance:  
 
The Overall Variance will list the total dollar figure of the variance between the 
Decreased and Increased Variance Columns.  
 
Unit Value Before Count:   
 
The Unit Value Before Count column reflect the cost in dollars, for the parts included in 
the Total Parts figure before the shelf counts were entered. 
 
Unit Value After Count:  
 
The Unit Value After Count column will reflect the dollar cost of the parts included in the 
Parts Counted Value after the shelf count was entered. 
 
Percent Variance:  
 
The Percent Variance column will reflect percent difference between the Total Parts and 
the Parts Counted. 
 
Core Value Before Count: 
 
The Core Value Before Count column will reflect the Core Cost Value before the Physical 
Inventory Count. 
 
Core Value After Count: 
 
The Core Value After Count column will reflect the Core Cost Value after the Physical 
Inventory Count.  
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Section 1.8 – Reprint Take Sheets w/Minimum Variance 
 
The Reprint Take Sheets w/Minimum Variance process will allow you to print Take 
Sheets for only the part numbers that meet or exceed the Variance dollar amount that 
you entered. The higher the Variance Dollar amount entered the fewer part numbers will 
print on the Take Sheets. 
 

 
 
Select the Reprint Take sheets w/Minimum Variance option and the screen below will 
display. 
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Field Descriptions: 
 
Location:  
 
Type the location and press ENTER for the variance report; i.e., W1, W2 
 
Vendor or ALL:  The default will be “ALL” Vendors but you can enter a particular 
vendor line code. 
 
Minimum Variance Amount: 
 
Type in the Minimum Variance Amount and press ENTER. 
 
Only part numbers with the exact dollar variance amount or larger will print on this 
report. The larger the dollar variance amount entered in this field will select fewer part 
numbers to be printed on the report.   
 
Example of the Physical Inventory Variance Take Sheet is below.  
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Section 1.9 – Post Counts to Inventory 
 
This process will post the Physical Inventory counts entered to the Quantity on Hand 
and generate a batch posting to the General Ledger. The system will not allow you to 
run this option if exceptions still exist.  All parts must have a quantity entered in the 
NewQOH field in Entry Physical Counts option. All parts in the work file for the location 
entered will be posted.  A Detailed Inventory Value Report will be automatically run and 
held in the spooler. 
 

 

 
 

 
Once the appropriate menu option has been selected, the following screen will display: 
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Field Descriptions: 
 
Operator Number:  
 
Type in your operator number and press ENTER. 
 
Password:  
 
Type in your operator password and press ENTER to begin updating the counts to 
inventory. 
 
After entering your operator number and password, the following screen will display: 
 

 
 

Field Descriptions 
 
Location:  
 
Type the location where the inventory will be updated and press ENTER.  
 
Accept? (Y, N, E):  
 
Type in Y if you are ready to update the quantities on hand with the quantities that 
were counted.  If you type in N the cursor will go back to the Physical Inventory menu. 
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Once you enter Y, the screen will display that the report is in progress and then display 
a message that advises you to write down the spooler job number so the Inventory 
Value Report can be printed. 
 

 
 
The Inventory Value Report will be in a “Paused” state in your spooler. You can then go 
to your print spooler and select the job # and print the Physical Inventory Value report.  
This Inventory Value Report will have a heading of Physical Inventory Value report. If 
you use option #9 Inventory Value Report it will print a heading of Inventory Value 
Report. 
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You can print, fax or email the report from your Spooler manager screen. 
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Example of the Detailed Inventory Value Report Physical Inventory Final (also showing 
totals) 
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If Exceptions are found you will not be allowed to post to the inventory. 
 
Enter E to completely Exit from this screen.  
 
 
NOTE: 
 

➢ The reset on the inventory must be performed before you can post counts.  
 

➢ The shelf counts for the part numbers listed on the Exceptions Report must 
be entered before you can post counts to Inventory. You will see the error 
message as displayed below if there are Exceptions found prior to posting. 
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 Section 1.10 – Inventory Value Report 
 
The Inventory Value Report is designed to reflect the value of the inventory for each 
location based on total cost.  You can print the report for a specific vendor or all 
vendors.  This report can also be run from a previously created save-list to narrow the 
report further. NOTE: If you need to print an Inventory Value Report after posting the 
Physical Inventory from this option, you must do it immediately after posting the counts 
prior to any “new” business being conducted on your system. If you wait until the 
following day after conducting business the values of your inventory will have changed 
since the time you ran your Physical Inventory. “Quiet Time” also pertains to printing the 
Inventory Value Report during a Physical Inventory Count.  
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Select the Inventory Value Report option and the following screen will display: 
 

 
 
 
Field Descriptions 
 
Location:  
 
Type the location and press ENTER. (i.e.: W1). 
 
Product Line, or ALL:  
 
Type a specific product line code and press ENTER or if you want the report to reflect 
the entire inventory, type the word ALL and press ENTER. 
 
Product Sub-Line, or ALL:  
 
Use this field to run a report for specific product sub line codes.  To run the report for a 
specific sub line code, enter the 3 characters line code in this field.  To run the report for 
all lines, type ALL.  If you do not use line codes then type ALL. 
 
POP Codes, or ALL:   
 
This field allows you to run the Inventory Value Report for specific Pop Codes.  Enter the 
POP code letter you want to run the report for or type ALL for all POP codes. 
 
Detail or Summary (D, S):  
 
For a detailed report enter a D, for a summary report enter S.  This report will furnish 
the following information: 
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 Vendor    Part Number 
 Description   QOH 
 Core-Cost   WD-Cost 
 Avg-Cost   Ext Core 
 Ext WD   Tot-WD Value 
 Ext Avg   Tot-Avg Value 
 
If you enter S for summary, the report will not produce an itemized list of the parts in 
the vendor line selected.  It will produce a one-line report with totals only.  The 
information produced when selecting summary is: 
 
 Vendor    Product Line 
 Number of items  WD-Cost, Parts Value 
 Core Value   WD-Cost, Total Value 
 Avg-Cost, Parts Value  Avg-Cost, Total Value 
 
Printer Number:  
 
Type the printer number where the report should print and press ENTER.  
 
Copies:  
 
Type in the number of copies that you would like to print and press ENTER. 
 
Spool Hold the Report (Y, N): 
 
If you would like to process the report now, but would like it to print at a later time, 
then answer Y at this field.  Answering Y here will cause the report to go to a spooler 
holding file where it can be printed later. If this is the case make sure you take note of 
the spooler job number that displays on the screen.  This will enable you to locate the 
report in the spooler easily.   If you would like to produce this report immediately then 
enter an N at this field.  
 
If you answer D for a detailed report, you will receive a report with detailed 
information about parts in the save-list.  Each part number in the Vendor Line selected 
will print on the report. 
 
You will have the option to Display, Print or Export the Inventory Value Report. 
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The header of the report will print the title of your company with the title of the report 
underneath.  It will also tell you what location and what vendor line was selected.  An 
example is shown below: 
 

ABC TRUCKING AND PARTS, INC. 
INVENTORY VALUE REPORT 

For W1 Truck City, FL 
For XXX – Vendor and XXX POP Codes 

 
The date and time the report was run will print in the header of the report. 
 
The following information will be included on the report: 
 
Vendor:  The 3-digit vendor code will print in the VND column. 
 
Part Number: Part numbers in the save-list will print and be listed under the part 
number column. 
 
Description: Each part’s description will print.  This information is retrieved from the 
Inventory Master file. 
 
QOH: The parts current QOH will be listed. 
 
Core Cost: If this part has a core cost associated with it, then the cost from the 
Inventory Master file will be printed here. 
 
WD-Cost: Each part’s current cost will print in this field. 
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Avg Cost: Each parts average cost will update this field from the Inventory Master file. 
 
Ext Core: This figure represents the total dollar amount you have invested in cores 
based on their current quantity on hand and cost. 
 
Ext WD: This figure represents the extended actual cost.  This figure is calculated by 
multiplying the current QOH with the cost for the part. 
 
Tot-WD Val: This figure represents the total value of this part.  This figure is calculated 
by multiplying WD Cost by the QOH plus the Ext Core dollar figure. 
 
Ext Avg: This figure represents the average cost invested for this part based on the 
parts Average Cost and its quantity on hand. 
 
Tot-Avg Val: This figure represents the total average value for this part.  This dollar 
amount is calculated by multiplying average cost by QOH plus the extended core figure. 
 
Below is an example of the Inventory Value Report to display the layout of the column 
headings. Your report will have subtotals and totals.  
 
Example of an Inventory Value Report listing one Vendor is shown on the following 
page. 
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Zero and Lock Inventory 
 

Locks Order Entry & 
Receiving 

Stop all Processing 
(Quiet Time) 

Enter Physical Counts 

Print Physical Count 
Exception Take Sheets 

Print Physical Count 
Variance Report 

Reprint Take Sheets 
W/Minimum Variances 

Post Counts & Unlock 
Inventory 

Print Take Sheets 

Count Inventory and 
write counts on Take 
Sheets 

After Zeroing and 
Locking the 
Inventory, Take 
Sheets can only be 
reprinted from the 
Reprint option. 

If Exceptions are 
found, the 
Exception Take 
Sheets will print. 
Enter the correct 
count in the Enter 
Physical Counts 
entry screen.  

If Variances are 
found and are not 
acceptable, print 
Take Sheets with 
Minimum Variance, 
Recount and 
Verify. Enter 
correct quantities 
in the Enter 
Physical Counts 
entry screen. 

Some companies print an 
Inventory Value Report 

before and after a 
Physical Inventory Count. 

It is not mandatory in 
order to proceed with a 

Physical Inventory.  
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CHAPTER 2 – Dirty Core Physical Inventory Menu 

Section 2.1 – Dirty Core Physical Inventory Menu  
 

 
 

 
➢ Print Dirty Core Inventory Take Sheets:  The Print Dirty Core Inventory 

Take Sheet will generate a report that lists specific vendor(s) or ALL vendors to 
be used in the warehouse when counting the number of Dirty Core parts on the 
shelves.  The numbers that are counted are written on the take sheet, which will 
then be used to input those counts into the computer. 

 
➢ Reset Inventory QOH Prior to Count:  The Reset Inventory QOH Prior to 

Count will take the current QOH and copy it to a different location on the system, 
which will then be used later to produce the Variance Report.  The current QOH 
will also be reset to five zero’s (00000). 

 
➢ Enter Physical Counts: The Enter Physical Counts enables you to enter the 

quantity of each dirty core that was counted.  These are the quantities that were 
recorded on the Inventory Take Sheets. 

 
➢ Print Physical Count Exception Report: This report will print a listing of all 

dirty core part numbers that still have a QOH of 00000, after entering the 
physical counts.  This enables the operator to verify counts that were entered.  If 
a part prints on this report, it was either missed during the count or there were 
none counted. 

 
➢ Physical Count Variance Report: This report compares the new QOH with the 

original QOH that was saved during the Reset Inventory process that was run.  
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This report will print the discrepancies between these two values displaying both 
a unit and a dollar variance on a dirty core by dirty core basis. 

 
➢ Post Counts to Inventory: This process allows the operator to update the new 

quantities on hand to the dirty core inventory records. 
 
➢ Core Inventory Value Report: This report will contain the value of your dirty 

core inventory for each location based on the total cost.  You can print the report 
for a specific vendor(s) or you can run it based on a previously created save-list. 
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SECTION 2.2 – PRINT DIRTY CORE INVENTORY TAKE SHEETS 
 
The Dirty Core Inventory Take Sheet is a listing of dirty cores that are to be counted in 
the warehouse. The report provides a space for the inventory counter to write the 
quantity counted for each part. The quantity values written on this sheet will be used to 
enter the physical count into the system at a later time.  
 

To access Print Dirty Core Inventory Take sheets, make the following menu selections: 
 

➢ From the Dirty Core Inventory Menu, select Print Dirty Core Inventory Take 
Sheets. 

 

 
 

The following screen will display:  
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Field Descriptions: 
 
Enter Location (W1, W2, W3):  
 
Enter the warehouse location where the dirty core inventory is being counted. You 
should only do physical counts for one location at a time.  
 
Enter Vendor Code or (ALL): 
 
Enter a 3-digit vendor code if you are printing the take sheet for only one vendor. To 
print a take sheet for all vendors, enter ALL. 
 
Include Quantity on Hand (Y, N)?:  
 
Enter a Y if you want to print the current Q-O-H values on the take sheets. Enter N 
for no if you do not want the Q-O-H values to print on the report. 
 
Double Space the Report (Y, N)?: 
 
Enter Y if you would like the take sheets to be double-spaced. Enter N if you would 
not like the take sheets double -spaced. 
 
Print for Recount (Y, N)?:  
 
Enter Y if you are printing the Take Sheets for the purpose of a recount.  If this is the 
case then only parts with a variance will be printed. If N is entered at this prompt, then 
the cursor will advance to the Rebuild Save Lists? Prompt.  
 
Minimum Variance Report: 
 
This field is a dollar amount. This field works in conjunction with the Print for 
Recount field and will only accept input if you are printing for recount.   If you enter 
$5.00 as the minimum variance, then only parts with a variance greater than $5.00 will 
be printed on the recount sheets. 
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Section 2.3 – Print Dirty Core Take Sheets 
 
Once the user has entered Y to process the take sheets, the screen will indicate that 

the records are being selected and the Take Sheets will print. When the Take Sheets 
have been printed then the parts can be counted. 
 
Below is a display of the Dirty Core Take Sheet as it prints to the printer. 
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Section 2.4 – Reset Inventory QOH Prior to Count 
 
The purpose of resetting the Inventory is to start with a clean slate. The Reset 
Inventory QOH Prior to Count program is used to remove the current quantities on hand 
from all of the parts in a specific line being counted or the entire inventory to another 
file on the system.  The quantities are moved so they can be used later in conjunction 
with the variance report.  The program will then set all the current quantities on hand to 
5 zero’s (00000) in preparation for the entry of the new counts 
 
To access Reset Inventory QOH Prior to Count, make the following menu selections: 
 

➢ From the Physical Inventory Main Menu, select Dirty Core Physical Inventory 
Menu 
 

 
 

Select the option entitled Reset Inventory QOH Prior To Count. 
 

 
 

After selecting Reset Inventory QOH Prior to Count the password screen will display. 
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You must enter this information.  
 

 
 
Field Descriptions: 
 
Operator Number: 
 
Enter your operator number. 
 
Password:  
 
Enter your operator password. 
 
After Entering your operator number and password the following screen will display. 
 
Select the option entitled Reset Physical Inventory.  
 
The following screen will display. 
 

 
 
Field Descriptions: 

 
Enter Location:  
 
Enter the warehouse location where the physical inventory is being reset. 
 
Correct? (Y, N, E):  
 
Valid Responses to this prompt are: 
 
Y Yes- Location entered is correct. 
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N No – Location entered was not correct.  Entering N will bring the cursor 

back to the Location prompt. 
 
E Exit – Abort the process entirely.  The cursor will return to Physical 

Inventory Menu.  
 
Once the correct location has been entered and accepted, the following screen will 
display: 
 

 
 

 
The screen will briefly explain what this process will accomplish. 
 
“This program will set the dirty core QOH to zero before doing a physical 
inventory count.  The Q-O-H will be moved into the year ENDING QOH bucket 
for later comparison with the new count.  
 
Field Descriptions: 
 
Do you wish to reset the inventory? (Y, N):  
 
To reset the inventory, enter Y. If you answer N, the process will abort and return to 
the Physical Inventory menu. 
 
Enter Vendor or ALL for complete inventory:  
 
Enter the vendor or ALL if you are counting the entire inventory.  By entering a save list 
name you can select which parts you would like to reset to zero. If you enter “ALL” it 
will reset your Dirty Core Inventory.  
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OK to Reset the QOH? (Y, N):  
 
This will be your last chance to change your mind. If you answer N for no, you will 
return to the Physical Inventory Menu. To continue and complete the process answer 
“Y” for yes to proceed with resetting the quantities on hand.  Once you enter Y, 

you MUST proceed with the process. 
 
As the system zero’s out the Q-O-H values, the following message will display on the 
screen as shown in the display below: 

INVENTORY RESET IN PROGRESS 
NOW CLEARING THE IN-PCXX, IN-VC FILE 

 
Part numbers from the save list or the entire inventory will flash at the bottom of the 
screen as their quantities are zeroed out. 
 
After the process finishes, if you review the part number in the Parts Inquiry, you will 
notice that the QOH displays as five zero’s (00000). 
 
Once the reset has completed, you will be brought back to the Dirty Core Inventory 
Menu, where the part counts can be entered.  
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Section 2.5 – Enter Physical Counts 
 
Now that the preparation steps have been completed, it is time to actually enter the 
values that were counted and written on the Take Sheets.  To enter the counts, select 
Enter physical count option on the Dirty Core Inventory Menu. The actual quantities 
counted on the shelf are entered into the New Q-O-H field on the take sheets. 

 

 
 

 
After selecting the Enter Physical Counts option from the menu, the following screen will 
display: 
 

 
 
If the Reset Inventory QOH Prior To Count has not been selected and processed the 
error message below will display. 
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Field Descriptions: 

 
Enter Location: 
 
 Enter the warehouse location where the Dirty Core Inventory will be done. 
 
Correct? (Y,N,E):  
 
Valid Responses to this prompt are: 
 
Y Yes- Location entered is correct. 
 
N No – Location entered was not correct.  Entering N will bring the cursor 

back to the Location prompt. 
 
E Exit – Abort the process entirely.  The cursor will return to Physical 

Inventory Menu.  
 
After entering the correct location information and accepting it, the following screen will 
display: 
 

 
 
 
Field Descriptions: 
 
Enter Vendor Save List:  
 
Enter the Vendor Save-List name or ALL if you are entering a count for the entire Dirty 
Core inventory. The save list name MUST be the same as the previous one used when 
resetting the quantities on hand. Once you have entered the save list name, the number 
of items that were selected in the list will display. 
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Enter Starting Part Number: 
 
Enter the first part number in the list to begin entering counts. If you do not know 
the first part number, press Enter and the following message will display: 
 
 “Enter starting part number or ‘E’ to enter parts manually.” 
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The first part number in the list will then display with its current Q-O-H, which should be 
5 zero’s (00000) if the reset was done properly.  The cursor will be at the New Q-O-H 
field awaiting input. 
 
 

 
 
Once the New Q-O-H has been entered the system will advise that the part has been 
updated and display the next part number in the list.   
 
If you enter past the New Q-O-H field, the system will advise that there has been no 
change made to this part. 
 
Enter the TOTAL dirty core counted quantity NEW Q-O-H column and press ENTER. 
 
 
Notes:  

 
You must key in a quantity for each dirty core number displayed on the screen even if it 
is zero (if the quantity is zero, enter it as 0). 
 
The items on your screen should be identical to the ones on the count sheets. 
 
If you press ENTER without keying a quantity, the system will use the default quantity 
shown under PRESENT Q-O-H. 
 
If you have to re-enter a quantity for a dirty core that has already passed on the list, 
use the F11 key for Previous Part till the dirty core item you are looking for appears. 
 
If you want to go forward to a dirty core item on the list, use the F12 key for Next Part.  
 
If you need to add an additional quantity to an existing one (other than 00000) to 
account for items located elsewhere within the branch, you must enter the TOTAL 
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quantity for that dirty core item. Never key in the difference between the existing and 
the new quantity but instead key in the sum of the existing plus the new. 
 
 
Once all the parts have been displayed from the save-list, the following message will 
appear at the bottom of the screen: 
 
“You are now at the end of the Save-List, do you want to enter a part? (Y, N)“ 
 

 
 
 

If you have additional part numbers that were counted but not listed, you can enter Y 
at this prompt.  The cursor will then advance to the Part Number prompt and allow you 

the opportunity to enter the counts. 

 

If all counts have been entered, you can press ENTER or N to have the cursor 
advance to the Enter Vendor Save List prompt.  At this point, you can either enter a new 
Vendor Save List to change Q-O-H values or press ENTER to exit and return to the 

Physical Inventory Menu. 
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Section 2.6 – Print Physical Count Exception Report 
 
Upon completion of the entry of the physical counts for the dirty core inventory, you 
must print a listing of all the items that were not counted. This report will display all 
dirty cores that have a new quantity of 00000. This will be helpful in verifying the 
accuracy of the counts that were entered. 
 
You must ensure that these items have been counted or that the NEW Q-O-H equals 
Zero and not 00000. 
 
In order to confirm the quantities for the items appearing on this report (either zero or 
any other value), you must select Enter Physical Counts from the menu and correct each 
item one by one.  
 
To Print the Physical Count Exception report, select the option from the Physical 
Inventory Menu. The following screen will display: 
 
 
 

 
 
Field Descriptions: 
 

Enter Location (W1, W2…):  

Enter the warehouse location where the counts were entered.  

 

Do you want to print Q-O-H (Y, N): 

 

 Enter a Y to print the current Q-O-H values on the exception report. Enter N if you 
do not want the Q-O-H values to print on the report. 
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Double Space Report (Y, N):  

Enter Y for yes; the report will print a blank line between each part record. If you 

answer N for No, the report will print single-spaced. 

 

Enter Vendor Code or ALL:   

The Exception report will print for a particular vendor or all vendors.  To print the 
Exception report for one vendor, enter the three-character vendor code. This will be the 
same as the Vendor Save-list name used in the previous steps. To print the report for all 
vendors, enter the word ALL. 

 

Ok to proceed with this report? (Y, N): 

 

 

 

 

As the report is being sent to the printer, the following message will display: 

 

  “Inventory Exception List in Progress…. Please Wait” 

 

Once the report has printed the cursor will return to the Enter Location field. The 
Exception Report will print the following information about each part number listed: 
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Field Descriptions: 

 

Vendor – The 3-digit vendor code. 

 

Part Number  

 

QOH – The part’s current quantity on hand. 

 

Bin Location– The part’s bin location in the warehouse. 

 

QOH DIFF – The difference between the parts current QOH and the BIN quantity on 
hand. 

 

WD- Price – The part’s cost. 

 

Extended QOH-DIFF – The dollar amount that represents the cost of the difference.  

 

Description – The part number description. 
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Section 2.7 – Print Dirty Core Physical Count Variance Report 
 
The Dirty Core Physical Inventory Variance Report will compare the quantity on hand 
values with the original quantities on hand that were saved when the Inventory Reset 
was done.  This procedure should be printed following the physical inventory count of a 
product line or complete inventory.  The Variance report will compare the quantity on 
hand against the actual shelf count and compute the unit and dollar variance of each 
inventory item. 
 

 
 
Once the Dirty Core Count Variance Report option has been selected the following 
screen will display: 
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Field Descriptions 
 
Do you wish to print this report? (Y, N):  
 
Enter Y to continue the process of printing this report. Enter N to exit out the screen 
and not print the report.  
 
Enter Location:  
 
Enter the location for the variance report. 
 
Enter Product Line or ALL:  
 
Enter the Product Line of the count that was completed or enter ALL for all vendors. 
This Vendor List must be the same as the save-list name you used when you were 
entering the counts. 
 
Print Totals Only? (Y, N):   
 
To print a variance summary with totals only enter Y.  This summary will include 
vendor code, total parts, number of parts counted, unit variance, percent variance, 
amount plus variance, amount minus variance, value before count and the value after 
the count 
 
Print Variance Items Only? (Y, N):   
 
Enter Y to print a report that shows only parts with a variance.  Enter N if you want 
all parts to print, even if there is no variance between the before Q-O-H values and the 
current shelf count values. If you answered yes to print the totals in the previous field, 
the cursor will skip this prompt. 
 
Do you still wish to print this report? (Y, N):  
 
This is the last chance to change your mind.  If you answer N, you will return to the 
Physical Inventory Menu.  If you answer Y to continue, the report will be sent to the 
printer.  The following message will display on your screen: 
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“Inventory Variance Report in Progress” 
 
After this message, the cursor will go back to the Physical Inventory menu. 
 
 
 
When the report prints, the header information will display as illustrated below: 
 

Location Name 
DIRTY CORE INVENTORY VARIANCE REPORT 

### Items selected 
Vendor: (Save-List Name) 

 
 

The following information will be included on the report: 
 
Part Number: The part number will print but will not include the vendor code. 
 
Description: The parts description from the Inventory Master file will print. 
 
Q-O-H Before: The quantity on hand prior to the count. 
 
Shelf Count: This is the actual quantity that was prior to the part being counted.  
 
Unit Meas: The part numbers unit of measure will display. The information in this field 
is retrieved from the Inventory Master file. 
 
Std Pack:  The parts standard packing size will print in this field. It will tell you how 
many pieces are in a pack. This information is retrieved from the Inventory Master file. 
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POP: This field represents the factory pop code for this part. This field information is 
retrieved from the Inventory Master file.  
 
Unit Variance:  The quantity shown here is the difference between the snap shot 
quantity and the shelf count quantity.  If the New QOH is higher than the Before QOH, 
this will be a positive number.  If the New QOH is less than this number, then the 
number will be negative.  If both numbers are the same and there is no variance, a zero 
will print. 
 
Unit Cost:  The parts unit cost will print in this field.  This information is retrieved from 
the Inventory Master File. 
 
Ext-Price Variance: This is the cost of the difference between snap shot quantity and 
the shelf count quantity.  The unit cost is multiplied by the unit variance to come up 
with the extended variance price for this part. 
 
At the bottom of the pages are the totals.  This is the only information that would print 
if you answered “Yes” to the Print Totals Only” prompt. 
 
VND: The vendor code 
 
Total Parts: This quantity is the total Before Q-O-H for all parts combined.  (i.e.: if you 
counted 14 parts, and each part had a Before Q-O-H of 10 then this number would be 
140). 
 
Parts Counted: This is the total shelf count for all parts combined. (i.e: if you count 14 
parts, the shelf count for each part was 9, the total that will print in the Parts Count 
column is 126.  
 
Unit Variance: The quantity here represents the difference between Total Parts and 
the Parts Counted. 
 
Percent Variance: This is the percent difference between the Total Parts and the Parts 
Counted. 
 
Amount Plus Var: This will reflect a dollar amount if the Parts Counted is greater than 
the Total Parts. 
 
Amount Minus Var: This will reflect a dollar amount if the Parts Counted is less than 
the Total Parts. 
 
T. Amount Variance: This is the total dollar figure of the variance between the Total 
Parts and the Parts Counted. 
 
Value Before Count: This will reflect the cost in dollars, for the parts included in the 
Total Parts figure before the shelf counts were entered. 
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Value After Count: This will reflect the dollar cost of the parts included in the Parts 
Counted Value after the shelf count was entered. 
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Section 2.8 - Post Counts to Inventory 
 
This process will post the Dirty Core Physical Inventory counts entered to the Quantity 
on Hand.  All parts in the work file for the location entered will be posted.  Do not run 
this process if you have additional counts to enter.  A Detailed Inventory Value Report 
will be processed and held in the spooler. 
 

 
 
 
Once the Post Counts to Inventory option has been selected, the following screen will 
display: 
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If the reset on the dirty core inventory has not been performed, then you cannot post 
counts. You must follow the proper steps in order to post.  
 
Field Descriptions: 
 
Operator Number:  
 
Type in your operator number and press ENTER. 
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Password:  
 
Type in your operator password and press ENTER to begin updating the counts to 
inventory. 
 
Once you have entered your operator number and password, the following screen will 
display: 
 

 
 

Field Descriptions 
 
Location:  
 
Enter the location for which the inventory will be updated. 
 
Printer Number:  
 
Enter the printer number where the report should print. 
 
OK to Continue? (Y, N):  
 
Enter Y if you are ready to update the counted quantities on hand.  If an N has been 
entered, the cursor will go back to the Dirty Core Inventory menu. 
 
Once you enter Y, the screen will display that the report is in progress and then display 
a message that advises you to write down the spooler job number so the Value Report 
can be printed. 
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Section 2.9 – Core Inventory Value Report 
 

 
 
 
This procedure will produce a Dirty Core Inventory Value Report for a specific product 
line, or all lines.  
 

 

 
 
Field Descriptions: 
 
Location:  
 
Enter the location for which the inventory will be updated. 
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Enter Product Line or ALL 
 
Enter a Vendor Name or enter ALL for all vendors to print on the report. 
 
An example of the Core Inventory Value Report is shown below. 
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The Core Inventory Value report will list: 
 
For each dirty core that is listed on the report there will be a column for the Location, 
Vendor, Part Number, Total QOH that would include damage and undamaged cores, 
column for QOH undamaged core, Cost of the undamaged core, Extended Cost, 1 Part 
Damage QOH, Cost of the 1 Part Damage core, Extended Cost, Total cost of all cores. 
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Chapter 3 – Warranty Parts Inventory Menu: 

Section 3.1 - Print Warranty Take Sheets  
 
 

 
 

 
➢ Print Warranty Inventory Take Sheets:  The Print Warranty Inventory Take 

Sheets will generate a report that lists specific vendor(s) or ALL vendors to be 
used in the warehouse when counting the number of Warranty parts on the 
shelves.  The numbers that are counted are written on the take sheet, which will 
then be used to input those counts into the computer. 

 
➢ Reset Inventory QOH Prior to Count: The Reset Inventory QOH Prior to 

Count will take the current QOH of warranty parts and copy it to a different 
location on the system, which will then be used later to produce the Variance 
Report.  The current QOH will also be reset to five zero’s (00000). 

 
➢ Enter Physical Counts: The Enter Physical Counts will enable you to enter the 

quantity of each warranty part that was counted.  These are the quantities that 
were recorded on the Inventory Take Sheets. 

 
➢ Print Physical Count Exception Report: The Print Physical Count Exception 

Report will print a listing of all warranty part numbers that still have a QOH of 
00000, after entering the physical counts.  This enables the operator to verify 
counts that were entered.  If a part prints on this report, it was either missed 
during the count or there were none counted. 
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➢ Physical Count Variance Report: The Physical Count Variance Report 
compares the new QOH with the original QOH that was saved during the Reset 
Inventory process that was run. 

 
➢ Post Counts to Inventory:  The Post Counts to Inventory process allows the 

operator to update the new quantities on hand to the warranty inventory 
records. 

 
➢ Warranty Inventory Value Report: The Warranty Inventory Value Report will 

contain the value of your warranty inventory for each location based on the total 
cost.  You can print the report for a specific vendor(s) or you can run it based on 
a previously created save-list. 
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Section 3.2 – Print Warranty Parts Inventory Take Sheets 
 
The Warranty Parts Inventory Take Sheets is a listing of Warranty part numbers that are 
to be counted in the warehouse. The report provides a space for the inventory counter 
to write the quantity counted for each part. The quantity values written on this sheet will 
be used to enter the physical count into the system at a later time.  
 
To access Print Warranty Inventory Take sheets, make the following menu selections: 
 

➢ From the Warranty Inventory Menu, select Print Warranty Inventory Take 
Sheets. 
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The following screen will display:  
 
 

 
 
 

Field Descriptions: 
 
Branch Location (W1, W2, W3):  
 
Enter the warehouse location where the inventory is being counted. You should only do 
physical counts for one location at a time.  
 
Vendor Code or (ALL): 
 
 Enter a 3- digit vendor code if you are printing the take sheet for only one vendor. To 
print a take sheet for all vendors, enter ALL. 
 
Include Quantity on Hand (Y, N)?:  
 
Enter a Y if you want to print the current Q-O-H values on the take sheets. Enter N 

for no if you do not want the Q-O-H values to print on the report. 
 
Double Space the Report (Y, N)?: 
 
Enter Y if you would like the take sheets double-spaced. Enter N if you would not like 
the take sheets double-spaced. 
 
Print for Recount (Y, N)?:  
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Enter Y if you are printing the Take Sheets for the purpose of a recount.  If this is the 
case then only parts with a variance will be printed. If N is entered at this prompt, then 
the cursor will advance to the Rebuild Save Lists? Prompt.  
 
Minimum Variance Report: 
 
This field is a dollar amount. This field works in conjunction with the Print for 
Recount field and will only accept input if you are printing take sheets for recount.   If 
you enter $5.00 as the minimum variance, then only parts with a variance greater than 
$5.00 will be printed on the recount sheets. 
 
Rebuild the Save Lists?:   
 
When you are entering your counts the save-list are sorted by the part number. Some 
users will create their own save lists to do a physical inventory.  Therefore, this option 
will allow the system to build their save-list for them.  It should be noted that you 
should NEVER answer Y for this prompt if this is a recount print. It will 
impact the list for posting purposes, variance reporting and exception 
reporting. 
 
Printer Number: 
 
Type in the printer number where the warranty inventory take sheets should print and 
press ENTER.   
 
Correct (Y, N)?:   
 
Valid entries for this prompt are: 
 
Y Yes:  All the information entered is correct. 
 
N  No:  The information is not correct.  If N is entered, the cursor will advance to 

the Branch Location prompt again. 
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Section 3.3 – Print Warranty Inventory Take Sheets 
 
Once the user has entered Y to process the take sheets, the screen will indicate that 

the records are being selected and the Take Sheets will print. Once the Take Sheets 
have been printed then the parts can be counted. 
 
Below is a display of the Warranty Inventory Take Sheet as it prints to the printer. 
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Section 3.4 – Reset Warranty Inventory QOH Prior to Count 
 
The purpose of resetting the Inventory is to start with a clean slate. The Warranty Reset 
Inventory QOH Prior to Count program is used to remove the current quantities on hand 
from all of the parts in a specific line being counted or the entire inventory to another 
file on the system.  The quantities are moved so they can be used later in conjunction 
with the variance report.  The program will then set all the current quantities on hand to 
5 zero’s (00000) in preparation for the entry of the new counts. 
 
To access Reset Warranty Inventory QOH Prior to Count, make the following menu 
selections: 
 

➢ From the Warranty Inventory Menu, select Reset Inventory QOH Prior to Count. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Chapter 4 – Physical Inventory Warranty Parts Menu 

AutoPower Corporation 2017    Page 89 

 
Select the option entitled Reset Inventory QOH Prior To Count. 
 

 

 
 
 
 
 
Field Descriptions: 
 
Operator Number: 
 
Type in your operator number and press ENTER. 
 
Password:  
 
Type in your operator password and press ENTER. 
 
After Entering your operator number and password the following screen will display. 
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The following screen will display. 
 
Field Descriptions: 

 
Branch Location:  
 
Enter the warehouse location where the Warranty physical inventory is being reset. 
 
Correct? (Y, N, E):  
 
Valid Responses to this prompt are: 
 
Y Yes:  Location entered is correct. 

 
N No:  Location entered was not correct.  Entering N will bring the cursor 

back to the Location prompt. 
 
E Exit:  Abort the process entirely.  The cursor will return to Physical 

Inventory Menu.  
 
Once the correct location has been entered and accepted, the following screen will 
display: 
 

 
 

 
The screen will briefly explain what this process will accomplish. 
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Field Descriptions: 
 
Branch Location: 
 
Type in the Branch Location and press ENTER.  
 
Do you wish to reset the inventory? (Y, N):  
 
To reset the inventory, type in Y and press ENTER. If you answer N, the process 
will abort and return to the Physical Inventory menu. 
 
Enter Save-List or ALL for complete inventory:  
 
Enter the save-list name or ALL if you are counting the entire inventory.  By entering a 
save list name you can select which parts you would like to reset to zero. If you enter 
“ALL” it will reset your ENTIRE Inventory.  
 
OK to Reset the QOH? (Y, N):  
 
This will be your last chance you have to change your mind. If you answer N for no, 
you will return to the Physical Inventory Menu. To continue and complete the process 
answer Y for yes to proceed with resetting the quantities on hand.  Once you enter 
Y, you MUST proceed with the process. 
 
As the system zero’s out the Q-O-H values, the following message will display on the 
screen as shown in the display below: 
 

WARRANTY INVENTORY RESET IN PROGRESS 
NOW CLEARING THE IN-PCXX, IN-VC FILE 

 
Part numbers from the save list or the entire inventory will flash at the bottom of the 
screen as their quantities are zeroed out. 
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Once the reset has completed, you will be brought back to the Physical Inventory Menu, 
where the part counts can be entered.  
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Section 3.5 - Enter Warranty Counts 
 
Now that the preparation steps have been completed, it is time to actually enter the 
values that were counted and written on the Take Sheets.  To enter the counts, select 
Enter physical count option on the Enter Warranty Counts Physical Inventory Menu. The 
actual quantities counted on the shelf are entered into the New Q-O-H field on the take 
sheets. 
 
After selecting the Enter Physical Counts option from the menu, the following screen will 
display: 
 

 
 
 

 
 

Field Descriptions: 
 
Branch Location: 
 
Type in the location where the warranty physical inventory will be done. 
 
Correct? (Y, N, E):  
 
Valid Responses to this prompt are: 
 
Y Yes- Location entered is correct. 
 
N No – Location entered was not correct.  Entering N will bring the cursor 

back to the Location prompt. 
 
E Exit – Abort the process entirely.  The cursor will return to Physical 

Inventory Menu.  
 
After entering the correct location information and accepting it, the following screen will 
display: 
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Field Descriptions: 
 
Enter Vendor Save List:  
 
Enter the Vendor Save-List name or ALL if you are entering a count for the entire 
inventory. The save list name will be the same as the previous one used when resetting 
the quantities on hand. Once you have entered the save list name, the number of items 
that were selected in the list will display. 
 
Enter Starting Part Number: 
 
Enter the first part number in the list to begin entering counts. If you do not know the 
first part number, press Enter and the following message will display: 
 
 “Start from beginning of the XXX list.” 
 
 
The first part number in the list will then display with its current Q-O-H, which should be 
5 zero’s (00000) if the reset was done properly.  The cursor will be at the New Q-O-H 
field awaiting input. 
 
As the NEW Q-O-H is entered, the word Updated will appear. If you press ENTER 
without keying in a new quantity, the words No Change will appear and the defective 
item’s quantity will remain at 00000. 
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NOTES:  
 
You must key in a quantity for each Warranty item number displayed on the screen even 
if it is zero (if the quantity is zero, enter it as 0). 
 
The items on your screen should be identical to the ones on the count sheets. 
 
If you press ENTER without keying a quantity, the system will use the default quantity 
shown under PRESENT Q-O-H. 
 
If you have to re-enter a quantity for a Warranty item that has already passed on the 
list, use the F11 key for Previous Part till the warranty item you are looking for appears. 
 
If you want to go forward to a warranty item on the list, use the F12 key for Next Part. 
 
If you have to add an additional quantity to an existing one (other than 00000) to 
account for items located elsewhere within the branch, you must enter the TOTAL 
Quantity for the warranty item. Never key in the difference between the existing and the 
new quantity but instead key in the sum of the existing plus the new. 
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Once you have keyed in the quantity for the last item for this vendor line, the system 
will display the following: 
 
You are now at the end of the Save-List; do you want to enter a part? (Y, N): 
 
N Exit from the vendor line. 
 
Y Add a warranty item to this vendor line or to correct a quantity for a warranty 

item on this vendor line. Repeat answering Y to this question till all warranty items are 
added or corrected. (Warranty item is entered by typing the vendor line and part 
number and then pressing ENTER. 
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Section 3.6 - Print Physical Count Exception Report  

 

Upon Completion of the entry of the count sheets for the warranty items inventory, you 
must print a listing of all the items that were not counted. This report will display all 
defective items that have a new quantity of 00000. 

 

You must ensure that these items have been counted or that the NEW Q-O-H equals 
zero and NOT 00000.  

In order to confirm the quantities for the items appearing on this report (either zero or 
any other value), you must select Enter Physical Counts from the menu and correct 
each item one by one. 

 

 

 

Field Descriptions: 

 

Enter Location (W1, W2…):  

Type the warehouse location and press ENTER.  

 

Do you want to print Q-O-H (Y, N): 

 

Type Y and press ENTER to print the current Q-O-H values on the exception report. 

Type N and press ENTER if you do not want the Q-O-H values to print on the report. 
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Double Space Report (Y, N):  

Type Y and press ENTER for yes; the report will print a blank line between each part 
record. If you answer N for No, the report will print single-spaced. 

 

Enter Vendor Code or ALL:   

The Exception report will print for a particular vendor or all vendors.  To print the 
Exception report for one vendor, enter the three-character vendor code. This will be the 
same as the Vendor Save-list name used in the previous steps. To print the report for all 
vendors, enter the word ALL. 

 

 

 

 

As the report is being sent to the printer, the following message will display: 

 

  “Inventory Exception List in Progress…. Please Wait” 

 

Once the report has printed the cursor will return to the Enter Location field. The 
Exception Report will print the following information about each part number listed: 
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Vendor – Three-digit vendor code. 

QOH – Part’s current quantity on hand. 

Year End QOH – Part’s quantity on hand at year-end. 

Bin Location – Part’s bin location in the warehouse. 

QOH Diff – Difference between the part’s current QOH and the Year End quantity on 
hand. 

WD- Price – Part’s cost. 

Extended QOH-DIFF – Dollar amount that represents the cost of the difference.  

Description– Description of the part number. 
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Section 3.7 - Physical Count Variance Report  
 
Once all defective items have had a physical count entered, the Physical Count Variance 
Report must be printed. This report will print all items with a variance sorted by line 
code. 
 
A variance is a difference between a warranty item’s quantities on hand before the 
physical inventory and it’s count quantity during the physical inventory. This report will 
print both the warranty item’s unit and dollar variance.  
 

 

 
 
 

Field Descriptions 
 
Do you wish to print this report? (Y, N):  
 
Type Y and press ENTER to continue the process of printing this report. Type N and 

press ENTER to exit out the screen and not print the report.  
 
Enter Location:  
 
Type the location and press ENTER for the variance report. 
 
Enter Product Line or ALL:  
 
Type the Product Line name of the count that was completed or enter ALL for all 
vendors and press ENTER. 
 
Print Totals Only? (Y, N):   
 
To print a variance summary with totals only, then enter Y.  This summary will include 

vendor code, total parts, number of parts counted, unit variance, percent variance, 
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amount plus variance, amount minus variance, value before count and the value after 
the count 
 
Print Variance Items Only? (Y, N):   
 

Type Y and press ENTER to print a report that shows only parts with a variance.   

 
Type N and press ENTER for all parts even if there is no variance between the before 
Q-O-H values and the current shelf count values. If you answered yes to print the totals 
in the previous field, the cursor will skip this prompt. 
 
Do you still wish to print this report? (Y, N):  
 
This is the last chance to change your mind.  If you answer N, you will return to the 
Physical Inventory Menu.  If you answer Y to continue, the report will be sent to the 
printer.  The following message will display on your screen: 
 

“Inventory Variance Report in Progress” 
 
After this message, the cursor will go back to the Physical Inventory menu. 
 
When the report prints, the header information will display as illustrated below: 
 

Location Name 
WARRANTY COUNT INVENTORY VARIANCE REPORT 

### Items selected 
Vendor: (Save-List Name) 

 
The following information will be included on the report: 
 
Part Number: The part number will print but will not include the vendor code. 
 
Description: The parts description from the Inventory Master file will print. 
 
Q-O-H Before: The quantity on hand prior to the count. 
 
Shelf Count: This is the actual quantity that was prior to the part being counted.  
 
Unit Meas: The part numbers unit of measure will display.  This field information is 
retrieved from the Inventory Master file. 
 
Std Pack: The parts standard packing size will print in this field. It will tell you how 
many are in a pack. This information is retrieved from the Inventory Master file. 
 
POP: This field represents the factory pop code for this part. This field information is 
retrieved from the Inventory Master file. 
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Unit Variance:  The quantity shown here is the difference between the snap shot 
quantity and the shelf count quantity.  If the New QOH is higher than the Before QOH, 
this will be a positive number.  If the New QOH is less than this number, then the 
number will be negative.  If both numbers are the same and there is no variance, a zero 
will print. 
 
Unit Cost:  The parts unit cost will print in this field.  This information is retrieved from 
the Inventory Master File. 
 
Ext-Price Variance: This is the cost of the difference between snap shot quantity and 
the shelf count quantity.  The unit cost is multiplied by the unit variance total the 
extended variance price for this part. 
 
At the bottom of the pages are the totals.  This is the only information that would print 
if you answered Yes to Print Totals Only: 
 
VND: The vendor code 
 
Total Parts: This quantity is the total Before Q-O-H for all parts combined.  (i.e.: if you 
counted 14 parts, and each part had a Before Q-O-H of 10 then this number would be 
140). 
 
Parts Counted: This is the total shelf count for all parts combined. (i.e.: if you count 
14 parts, the shelf count for each part was 9, the total that will print in the Parts Count 
column is 126.  
 
Unit Variance: The quantity here represents the difference between Total Parts and 
the Parts Counted. 
 
Percent Variance: This is the percent difference between the Total Parts and the Parts 
Counted. 
 
Amount Plus Var: This will reflect a dollar amount if the Parts Counted is greater than 
the Total Parts. 
 
Amount Minus Var: This will reflect a dollar amount if the Parts Counted is less than 
the Total Parts. 
 
T. Amount Variance: This is the total dollar figure of the variance between the Total 
Parts and the Parts Counted. 
 
Value Before Count: This will reflect the cost in dollars, for the parts included in the 
Total Parts figure before the shelf counts were entered. 
 
Value After Count: This will reflect the dollar cost of the parts included in the Parts 
Counted Value after the shelf count was entered. 
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Section 3.8 – Post Warranty Inventory Count  
 
This process will post the Warranty Inventory counts entered to the Quantity on Hand 
and the General Ledger.  All parts in the work file for the location entered will be posted.  
Do not run this process if you have additional counts to enter.  A Detailed Inventory 
Value Report will be automatically run and held in the spooler. 
 
Once the appropriate menu option has been selected, the following screen will display: 
 

 

 
 

Field Descriptions: 
 
Operator Number:  
 
Type in your operator number and press ENTER.  
 
Password:  
 
Type in your operator password and press ENTER to begin updating the counts to 
inventory. 
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Once you have entered your operator number and password, the following screen will 
display: 
 

 
 

 
Field Descriptions: 
 
Location:  
 
Type the location for which the inventory will be updated and press ENTER. 
 
Printer Number:  
 
Type the printer number and press ENTER.  
 
OK to Continue? (Y, N):  
 
Type in Y and press ENTER, if you are ready to update the quantities on hand with 
what was counted.  If an N has been entered, the cursor will go back to the Physical 
Inventory menu. 
 
Once you enter Y, the screen will display that the report is in progress and then display 
a message that advises you to write down the spooler job number so the Value Report 
can be printed. 
 
 
 


