
 

1. From the main screen click the “Inventory” tab, then select 
“Physical Count Batch File”. 

 
 

2. Next, click the “Print Worksheets” button and select what 

type of worksheet you would like to print. Such as a list of all 

your inventory, or maybe just a list of products from a 

specific manufacturer

  



 

3. The report that prints out includes the SKU number of the 

product, the product description, the program's current Q-O-

H (quantity on hand) and a line for you to write in the actual 

Q-O-H. 

 
 

4. Next, you will type in the “SKU” number of the product, press 

“Enter” on your keyboard, then type in the “Actual Count” or 

the quantity of the product you have on hand.

 



 

5. After typing in the actual count, press “Enter” on your 

keyboard, this will add a record to your physical count batch 

file and list the product to the right. Repeat steps 4 and 5 for 

all the products you are doing this for. 

 
 
 

6. When completed click “Print shrinkage Report”  to print out a 

report which will show you what the program thought you 

had vs. what you told it you have on hand and how much you 

have either gained or lost due to some missing product. 

 



 

 
 

7. Finally, click the “Process Batch” tab at the top of the page to 

Finalize the process. This will automatically update all of 

your inventory counts. 

 
 

 

 


