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Doing Physical Counts 
 

The results of the actual physical counts will need to be recorded on the Physical Count Worksheets to get them 
into the system and verify the accuracy of the data in the system.   

 

1. From the menu, under Inventory Management – Physical Count Worksheet 

 

2. Click Physical Count Generator hyperlink and then click  

a. Alternatively, you can click  from the menu. 

 

3. This will bring you to the Physical Count Worksheet search screen. 

 

4. Enter the criteria needed to find the Physical Count WorkSheet you are looking for and click  
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5. Click the hyperlink for the Transactioin you are looking for.   

Note: Be sure to check the Set if there is more than one set for the Transaction you are looking for. 

 

6. Click  

 

7. Enter the Item Counts for each bin.  Leave the Count Date blank if the date is today and the system will 
fill in the date.  Otherwise enter the date the count was done. 

 

8. Click  
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