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Completing the Physical Count Worksheet 
 

After the counts have been completed and entered on the Physical Count Worksheet they need to be reviewed 
and approved.  This process consists of finalizing the sheet, review the counts, marking lines that need to be 
recounted and then approving all other lines. 

 

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. Edit any of the fields you need to. 

 

8. On the Status, click  to see the list of statuses.  Click the hyperlink for the Finalized status. 
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9. You will be shown the Adjustment which tells you if the physical count found more parts (a positive 
number) or fewer parts (a negative number).  The Adjustment Value tells you the change in value of 
those parts in inventory. 

 

10. Click in the Recount checkbox for any line that needs to be recounted. 

 

11. Click  

 

12. When there are no updates and you are ready to approve the accepted counts, click  

 

13. On the Status, click  to see the list of statuses.  Click the hyperlink for the Approved status. 
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14. Click  

 

15. The adjustments will be made to the Bins and a new Physical Count WorkSheet will be created with just 
the lines to be recounted in a Status of Generated.  The Count Sequence will be incremented by one. 

 

16. The process will start over with the new Physical Count Set. 
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