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SINGLE COUNT STOCKTAKE PROCEDURE (imported into Generated Stocktake) 

Stocktake Overview 

(4.1.10.110) 

 

A stocktake now consists of a Stocktake with one or more Counts. The Stocktake is the Parent and 

the Counts are the Children. 

There are two types of Counts a Stocktake can have. 

A Single Count means you can only have one Count per Product (same as prior to Release 4) 

An Additive Count means you can have many Counts per Product. Quantities from the Counts are 

summarised onto the Stocktake. This method is useful if you use UOM where you may be counting 

Products in different Units Of Measure such as Boxes and Pallets. 

You can have several Stocktakes in process concurrently, but there is a limit of one current 

(Unposted) Stocktake per Product, Location (Saturn) and period. 

Expected Quantities are used as the Compare Basis. Expected Quantities are loaded when Products 

are added to the Stocktake. This can be done by Generating Stocktakes or Inserting Products onto a 

Stocktake. When Importing Counts, any products that are in the import file, but not on the 

Stocktake, are added automatically to the Stocktake. 

 

 

This topic steps through a Single Count Import Procedure where Stocktake is 

Generated beforehand to lock in Expected Quantities 

 

Summary of Stocktake Procedure for this Type of Stocktake 

 

 Check IN Invoices and AP Shipment Receipts are posted 

 Generate Stocktake   

 Scan Stock and Enter Quantities onto file 

 Import Count 

 Check Variances  

 Set Stocktake to Counted 

 Post Stocktake 
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Set Stocktake Defaults 

Before you do your first stocktake in Version 4, you should Setup your Stocktake Defaults. 

Go to: Setup > IC > Settings > Stocktake Tab 

 

 

Include Nil Quantity Tick this if you want to include active Products with nothing 

in stock.  This does not include Non Diminishing Products 

Count Type    You can set this to Single or leave as Additive 

Generate Counts   If you Import your Counts, leave this unticked. 

Number of Counts   This is not relevant if you are Importing Counts. 

Import Format    Choose your Import Format . You can press F1 for more info. 

File Name    Select the default File Name and location to import from. 
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1. Generate the Stocktake 

Tasks > IC > Stocktake Processing > Generate Stocktake 

 

Location     Select the Location to count stock for (if Saturn) 

Period     The Period you will be counting the stock in. 

Date     Date that the Adjustment will be posted for.  

Reference/Details   Optional fields 

Product/StockGroup/ Creditor You can select a range of products you are going to count or 

leave blank for all. You can delete uncounted products after 

you have imported your count. 

Include Nil Quantity Tick this to include active Products with nothing in stock.  

This does not include Non Diminishing Products 

Count Type Set this to Single 

Generate Counts Do not tick this as Count will be imported.   

Number of Counts This is not relevant as Counts are created on import. 

 

Press Run 
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The Stocktake opens listing all the Products to be counted. 

The stocktake records a snap shot of the Expected Quantity which is the Opening Stock plus 

Movement (posted transactions) for the Stocktake Period, when the stocktake is generated 

This means you can carry on with current and future period processing while your Stocktake 

proceeds without affecting the Expected Quantity. 

 

 

 

 

 

 

 

2. Count your Stock 

Create the text file and scan the stock. This is done outside of Accredo. 
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3. Import your Count 

Tasks > IC > Stocktake Processing > Stocktake List > Double Click the Stocktake > Click  the 

Import Count button  

 

The IC Import Count Window Opens. Browse to your file.  

Then click Run to Import the Count 

 

 

The IC Count Import Results screen opens. Click Run to view the results of the Import. 
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The report will print.  
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Close the Report 
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4. Check your Variances 

The IC Stocktake now shows Counted Quantities and the Variance has been updated to reflect 

the Counted stock. The stocktake also shows number of Count Lines and a Line Status of 

Counted, for each Product on the Imported Count. 

 

Any Uncounted Products can be deleted.  Press Edit then click Delete Uncounted Products. 

 

Then press Save. 
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5. Print your Variance Report 

You can use the IC Stocktake report to print a simple Variance report from the Stocktake. Click the 

Print button.  

 

Then Click Run to view the Report 

 

 

 

 

If you need to make any changes, Counts can be Edited or Deleted before the stocktake is 

posted. 
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6. Set your Stocktake to Counted 

Click the Counted button at the bottom of the Stocktake which will change the Post Status to 

Counted and create Variances on the Products records as well as Pending Stock Movement 

records. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



11 
 

7. Post your Stocktake 

This is final step in the process. Click Post to create any Adjustment Transactions. This has the 

same effect as Update Variances prior to Release 4. 

 

 

 

Then click Yes to confirm 

 

 

 

The Stocktake becomes Historic. 
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You can View Historic Stocktakes 

Tasks > IC > Stocktake Processing > Stocktake List 

Make your selections to view selected stocktakes.  You can use the Stocktake button to find a 

Stocktake by Count ID 

 

 

 

 

 

 


