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How do | perform a manual Stock Take?
You can adjust Stock on Hand by performing a Stock Take. A Stock Take allows you to realign
the Stock on Hand numbers in Centaman with the actual numbers physically in your possession
and on your shelves. Most organizations generate Stock Takes at least once a year, in order to

maintain inventory integrity and to assess shrinkage through theft, breakages, or shortfalls in

deliveries.

Create a Stock Take in Centaman

Ideally, you would create a new stock take just before you want to count the stock (or at least
after you have finished selling the stock, before the stock take is to take place). This allows
Centaman to take a ‘snap shot’ of what stock you have on hand, at the time the counting begins.

To do this:

Launch the Stock and Inventory Module

Select Stock Take

Select New to create a Stock Take

Before you add any items, you need to give the stock take a Code. Usually this can be
something like ‘May 2002 End of Month’, or you may just duplicate the actual date in this area.
The code can basically be anything you like. You may need to search by Code at a later date, so
you should make the code for each new stock take unique. This field is required before you can
save the Stock Take.

Select Warehouse to chose the warehouse you are counting in

Remarks can be used to add specific comments regarding this stock take, ie you could input the

staff member name who is doing the physical count.

Note: When a new Stock Take is created, it is automatically given an ID number so that it can be
referred to at a later date. You cannot modify this stock take ID number. The current date will

also be entered in automatically; you cannot modify the stock take date.
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EStock Take
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Stock Take |D|1000027

Date |1 0/01/205 + l

Created On 1040142015 at 14:13 Proceszed On 02/11/2015 at 1347
Current Actual Y arance
Item Drescription Packs Unit Stock FPackz Linit Stock. Packs Unit Stock Barco
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Add Items to Stock Take |

Select Add Item Group, Add Supplier, Add All ltems, or Add Item to select Items to add to
your Stock Take.

Hold the Ctrl key and highlight multiple line items to select multiple at once from the list.
Select the check mark button to continue.

To remove an Item from the Stock Take list, select Remove Item.

EStock Take I

- Value: | | Additicral Saarch |
yCode ;{Description AGroup 1d/ —
Stack Tak Code |Descripti0n |Group Id I ;I ﬁ
| |CLOTHING-CHILD CHILDREMS CLOTHIMNG 1000032
Date | |CLOTHING-LGE  LARGE CLOTHING 1000021
Created 0| |ELOTHING-MED  MEDIUM CLOTHING 1000030 5at13:47
|_|CLOTHING-5M  |SMALL CLOTHING 1000029
Itermn Des || Daily Replenish Doaily Feplenizhment Required 1000033 Barcd
I || E ducation Program-related [nventorny 1000038
- |_|FO0D-Akohel  FOOD - Alcohol 4
|| FOOD-Candy FOOD - Candy 3
|_|FOOD-Drinks FOOD - Drinks 2
| |Food-Souveni Souvenir Containers 1000034
|| Gift - Tays Toys and Trinkets 1000035
| |GIFT-Access. GIFT - Accessonies
| |GIFT-Cards GIFT - Cards and Penz
GIFT-Clathing GIFT - Clothing

8

7

L 5

>Fm GIFT - Plush
FITCHEN Fitchen / Consumables 1
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Print Count List

Select Print Count Sheet to print a physical list to perform the Stock Take with.

EStock Take

Stack Take D|1000057 #| Code  [Flush Count Oct 2015 Warehouse [000 Default
Date [10/01/2015 T#] Remaks|
Created On 10/01/2015 at 1413

Current Achual ariance =i
Item Dezcription Packs Lt Stock Packs Uit Stock Packs Lt Stock Be
Pluzh - Beluga 299 299 299 299 299 299 i i 1} 10
Pluzh - Kangaroo 134 134 134 134 134 134 1] 1] 1} 23
Plush - Koala 164 164 164 164 164 164 i i 1} a3
Pluzh - Koala Lrg 0 0 0 a 0 0 0 0 a 10
Plush - Polar Bear 527 527 627 E27 527 627 a a a a3
Pluzh - Shark 12" purple 435 495 435 435 435 435 1] 1] 1} 10
Flush - Shark 12" purple large 24 24 24 24 24 24 0 0 1] 10
Pluzh - Shark 12" purple medium 21 21 21 | 21 21 0 1] 1} 10__
Plush - Shark 12" purple small 22 22 22 22 22 22 0 0 a 10
Pluzh - Shark 12" Black 20 20 20 20 20 20 1] 1] 1} 99
Plush - Shark 12" Green 24 24 24 24 24 24 i i 1} 99
Pluzh - Shark 12" Orange 9 9 9 9 9 9 0 0 a 99
Plush - Shark 12" purple 43 43 43 43 43 43 a a a 10 -
Dlgals Cla=el. 10 [siy} [=iy} [sin} [} [siy} [sin} n n 1
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Perform Counts

[|canTAMAN denro system
Stock Take Courxt List
Printed 1000VANS 141543
Stodk Take ID 1000067 Code Fush Count Ot 205 Warehouse  O00MDefait
Dete 10012015 Rermarks
Description Code CotP  SaleP Stock  Reorder Achel  Laet Sale Signed
AEh- Blua oG WD E'E ZBmo A0 oeeIENs
FuEh- Kagaroo R To10 A 134000 A0 enEEms
Aueh- Koda fz2= 25 AR T3 ek 51 WA 00 ano_ TuesEna
Auh- Keetalig AONT 000m s [ilasi) am, TETINS
AUEN- Rl Beer RS EL 7@ 2700 WO (BASENS
FuEh- Sreek 12 purpie WOED T2m FIFm A5000 a0, O5CEmS
AEh- Sak12 pupe B WG [lenes] e <tus] Han a0 e
FusEh- Sreek 12" purple rmecum WED Dionoo & 2100 a0 maems
AEh- Sak12 pupe sl WNSe Qoo &Hm 2an a0, OEZFAnsS
AEh- SEk 12 Back w@na 000m HBm DD an, OGEFANS
Aueh- Sak 12" Green e [alsnsn} &Hm Han o0, [ac e s
AEh- Sak 12 Oage @15 00m ] a0m an O50VENS
Ash- Sak12' puape WO Qo Hm 480D a0 menaans
AEh- SEkiE W06 0548 000 0o A0 os0EENS
Aush- Shork 16 Fuesdhia o A A0 @an am,
RAEh- SaEkar WO0ET AEhad L =1vs) 0D a0 oshaEns
FALEh- Ve WS 9IS L =i::] Han A0, OECSANS
AuEhDog WnEE =71 0m FID 2 \eEmEns
e Cefptn [alierc 3] 0240 4568 AN o |moEEms
Sulfie- e oS HATE 490 @an ] s

Totad 211587 .31 O
L Total 21 987 B30 Zom
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Enter counts into Stock Take

Enter the current counts into the Actual columns.

Bl stock Take

Stack Take ID[1000057 *| Code  [Plush Count Oict 20115 Warehouss |000"Defaul
Date [ro/mis2015 8] Remarks|
Created On 10/01/2015 &t 14:13

Current Actual Warlance 1=
Item Dezcription Packs | Unit | Stock Packs | Unit | Stock FPacks | Uit | Stock B:
Plush - Kangaroo 134 134 134 134 134 134 0 1] 1] 89
Plush - Koala 164 164 164 164 164 164 ID 1] 1] 23
Plush - Koala Lig 0 0 0 0 0 0 ID 0 0 10
Plush - Polar Bear B27 E27 g27 500 g00 g00 I 27 27 27 a3
Plush - Shark 12" purple 435 435 495 435 495 495 ID i i 10
Plush - Shark 12" purple large 24 24 24 25 25 25 I1 1 1 10
Flush - Shark 12" purple medium 21 21 21 21 21 21 ID 0 0 104
Flush - Shark 12" purple gmall 22 22 22 28 28 28 I3 3 3 10
Plush - Shark 12" Black. 20 20 20 20 20 20 ID a a 93
Plush - Shark 12" Green 24 24 24 24 24 24 ID i i 93
Flush - Shark 12" Orange 9 9 9 9 9 9 ID 0 0 93
Plush - Shark 12" purple 43 48 48 0 0 10 =
Dhjals. Clo-el. 100 cn [ain} cn n 1
[ [ 1 »

D lgrore Zero Stock [tems D lgrore “ arehouze Filter
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Save Stock Take

Estock Take

£

=
<l

Stack Take D] 1000087 *| Code  |Phush Count Dct 2015
Date [ivm/2iis | Remarks|
Created On 1040142015 &t 1413

Warghouse 00070 efault

Current Actual Wariance =
Itern Description Packs | Urit | Stack Packs | Unit | Stack Packs | Unit | Stock B
Plush - K.angaroo 124 124 124 124 124 0 1] 0 29
Plush - k.oala 164 164 164 164 164 164 0 1] 0 83
Flush - Foala Lig 0 0 0 i} 0 0 1] i} 1] 10
Plush - Palar Bear B27 E27 B27 500 500 G500 27 27 27 89
Plush - Shark 12" purple 455 495 455 495 455 495 0 1] 0 1a
Fluzh - Shark 12" purple large 24 24 24 28 25 25 1 1 1 10
Fluszh - Shark 12" purple medium 21 2 21 al 21 21 1] 1} 1] 10_
Flush - Shark 12" purple zmall 22 22 22 25 25 25 3 3 3 10
Plush - Shark 12" Black 20 20 20 20 20 20 0 1] 0 93
Flush - Shark 12" Green 24 24 24 24 24 24 0 1] 0 93
Flush - Shark 12" Orange 9 9 9 9 9 9 1] i} 1] 99
Plush - Shark 12" purple 42 48 42 42 42 42 0 1] 0 a .
Dhjysls ool 1000 cn cn cn cn cn cn n n 1
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Review Variances
Double check variances, recount as needed.
Do not process a stock take until you are sure the numbers entered are accurate.

Once a stock take has been processed, it will update the stock on hand levels for the items in the

stock take. Processing can not be reversed.

Estock Take

¢ First

Stack Take 11000057 #| Code  [Flush Count 0ct 2015 Warshouse |000°Defaul
Date [ivmeznts & Remarks|
Created On 10400142015 at 1413

Current Actual Varance 1=l
Itern D ezcription Packs Uit Stock Packs kit Stack Packs Ll kit Stack H
Flush - Beluga 293 233 233 250 250 250 -49 -49 49 0
Pluzh - Kangaroo 134 134 134 134 134 134 1] 1] 1] 3
Fluzh - Koala 164 164 164 164 164 164 a a a EB
Plugh - Koala Lrig 0 a i] 0 0 a 0 0 0 ID
Pluzh - Polar Bear B27 B27 627 600 600 GO0 27 27 27 ES
Plugh - Shark 12" purple 435 435 435 435 435 435 1] 1] 1] ID
Flush - Shark 12" purple large 24 24 24 25 25 25 1 1 1 ID
Plugh - Shark 12" purple medium 21 dl | 21 21 dl 0 0 0 ID_
Flugh - Shark 12" purple small 22 22 22 28 28 28 3 3 3 ID
Fluzh - Shark 12" Black 20 20 20 20 20 20 a a a ES
Flush - Shark 12" Green 24 24 24 24 24 24 i i i ES
Plugh - Shark. 12" Orange 3 9 9 9 9 9 0 0 0 ES
Pluzh - Shark 12" purple 43 43 43 43 43 43 1] 1] 1] ID -
Dhaal Clemel 1000 cn [=in] [=(n] [={n] [={n] [=(n] | n]
et T N ——— _,]—I

D Ignore £ero Stock |kems D lgnore "W arehouse Filker
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Process Stock Take

Stock Take

Stack Take (D] 1000057 #| Code  [Plush Count Oct 2015 ‘warehouse |000"Defaul
Date [10/m1/2015  +] Remarks|
Created On 10/01/2015 at 14:13

Current Actual Yariance 1=
Item Description Packs LIt Stock Packs Uit Stock Packs Lirit Stock B:
Flush - Beluga 299 2593 295 a0 280 280 -4 -49 -4 1a
Plush - K.angaroo 134 134 134 134 134 134 ] a ] a3
Plush - Koala 164 164 164 164 164 164 ] a ] a3
Plush - Koala Lrg i} i 0 i} 0 0 0 i} 0 10
Plush - Palar Bear 527 g27 EZ7 500 EO0 GO0 27 27 27 a3
Plush - Shark. 12" purple 495 455 495 495 495 495 1] a 1] 1a
Plugh - Shark 12" purple large 24 24 24 25 25 25 1 1 1 10
Plugh - Shark 12" purple medium 21 21 21 21 21 21 0 1} 0 10
Plugh - Shark 12" purple small 22 22 22 25 25 25 3 3 3 10
Plush - Shark 12" Black. 20 20 20 20 20 20 1] a 1] 93
Plush - Shark. 12" Green 24 24 24 24 24 24 1] a 1] 93
Flush - Shark 12" Orange 9 9 3 9 3 9 0 i} 0 93
Flush - Shark 12" purple 43 43 48 43 48 48 1] a 1] 10 -
Dhanls Tlearl. 100 cn cn cn cn cn cn n n 1
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Confirm changes

I'Confirmation Required j
| A\ WARNING !

| This will physically modify the stock levels by the quantity of variance in the
primary cell of the selected warehouse.

Once this stock take is processed you cannot modify it later on. Are you sure you want to
process this stock take ?

[V Tick this box to indicate that you understand what effects this can have , then press Yes;

SYs | Ono |
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Stock on Hand is permanently updated

Once processed, the new Stock on Hand figure will be reflected.

AR E S

[Bar] Code Description Sale Price Aug Cost / Unit
100118 #| |Flush - Beluga [$24.93 f 10,1850
Purz Price # Urit Purc Dizc / Unit [%)  Whaolesale Tax (2] Cost Tax [5] RRF |$U.UEIUEI Mo Return m
Frimary Supplier
- ID Supplier ISDHTD_I,IS R'Us j
urrent Skock [Pac urrent Stock, Lt urrent Skock [y B =

S50 |2ED |2ED Tao view or modify the Re-Order Level or Re-Order Qty, click on

the W are House Stock Distibution buttan

[ | I ) o Price /Uit [$11.0000  Dise / Unit (%) [0.00

r—Other Supplier —.t’-‘«ttched Group:

Price # Unitl Dise: # Unit |LI_M Group &4 m

$10.0000 000

Supplier

Print Bar Code 12 FBUEE SHEe

Distribution Cost Histony
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