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Physical Count Quick Reference

The Pentagon 2000 system facilitates physical count of your inventory using the physical count option.
1. Process Options

The physical count of inventory begins with acquiring a list of all items that your inventory tracking system
indicates is present within the area being inventoried. You have two options for obtaining this list and each
option results in a different method of input for your final counts.

a. Export from the Physical Count window
ADVANTAGES:
o No need to run a report with the exact same filters as the Physical Count.
e Easy import of the entire inventory at the end of the process.
e Locks down the inventory (restricts it from use) in one single step.
DISADVANTAGES:
e Must save file to CSV and maintain proper formatting throughout process

i. From the Main Menu screen, left-click Inventory and left-click Physical Count.

My Favorites  File  Sales  Purchasing | Inventory | Fil

m % [5) Stock Release B2 Rov Update ]

a4 B Physical Count 5] Rev-Ship Update £
Parts Invento ]
List Updatasr{ i) Warehouse Transfers (ﬁﬂ Parts Builder ~ £

ii. The Physical Count Entry Form window will appear.

E Physical Count Entry Form o =R
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Search LID Default Count Date : 5/21/2014 - G| P
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iii. Import the counts from the system.

1. Left-click the Import button on the Physical Count Entry Form window toolbar and left-click Import
from Current Stock.

E Physical Count Entry Form

# — _ .
. 4\ - n .
g2 FMFE QB
Clear Upd  Delete | Import! 5k | SR L
Import Comma Delimited

Import Fixed Length
Import from Current Stock

Drag a column header here to group by that column

Search UID :

Fartrmber HIF Ot Coonted | TotalVahe Coonted [ Date Coonted | Parnomber

2. The Options window will appear.

3 options = B =
Import/Export Current Inventary
User Sub Title :
Lacation S how Eriply valus:
Part Murnber pulluiacs
Part Number Indicators D
Class
PN Tupe WwH Code Mame:
Agset Type
Last Counted
Campany
<No data to display>
Add Delate Clear
Filtering D escription
Range Selections Range Values
SN (A 4
1] Clear Lancel

a. Warehouse filter — Identify the list of warehouses that you would like to include in the physical
count. If this filter is left blank, the system will pull all records from all warehouses that meet
the remaining criteria.

e Show Empty vahuee
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b. Location filter — Identify the range of locations that you would like to include in the physical
count. If this filter is left blank, the system will pull all records that meet the remaining criteria.

c. Part Number filter — Identify the range of part numbers that you would like to include in the
physical count. If this filter is left blank, the system will pull all records that meet the remaining
criteria.

Warehcue Fioety
Locahon

st Huanbes rudecatees
Clyes

P Type

Ariel Type

Laat Countesd
Company

d. Part Number Indicators filter — Identify the part number indicators that must be marked as
“checked” on the part master record to be included in the physical count. This filter is an “OR”
condition; therefore, any part number that has any one or more of the selected indicators
marked as “checked” in the part master record, will appear in the physical count list. If this
filter is left blank, the system will pull all records that meet the remaining criteria.
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e. Class filter — Identify the part class that you would like to include in the physical count. If a part
class is selected, then only part numbers possessing that part class in the parts master record
will be included in the physical count. If this filter is left blank, the system will pull all records
that meet the remaining criteria.

f.  P/N Type filter - Identify the part number type that you would like to include in the physical
count. If a part number type is selected, then only part numbers possessing that part number
type in the parts master record will be included in the physical count. If this filter is left blank,
the system will pull all records that meet the remaining criteria.

Warhiazn P Typer

g. Asset Type filter — Identify the asset types that you would like to include in the physical count.
This filter is an “OR” condition; therefore, any part number that is classified as any of the
marked asset types in the part master record will appear in the physical count list. If this filter
is left blank, the system will pull all records that meet the remaining criteria.

washouze
Locstion
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Last Counted filter — Identify the date range (or variant date range, in terms of days) of the last
date counted that you would like to include in the physical count. If this filter is left blank, the
system will pull all records that meet the remaining criteria.

Warhane aors Dahe Pl
Mo Visiard e Flange
Pt Nurrbes )
Pt Huribes Indcators il
Claas

BN Type

Azzod Type
R — T

Company

From = Drawn Flepont Aunning

2 Dt Fapet Flurng

i. Company filter — Identify the company, division, and department that you would like to include
in the physical count. If this filter is left blank, the system will pull all records that meet the

remaining criteria.

Wachane Compary
Lcatan

Pt b

Pt Numbes Incic stoei

Claas

M Type Divitien

3. Once all filters have been set, left-click the OK button to create the physical count list.

4. The Physical Count Entry Form window grid will be populated with all records meeting the criteria

in the Options window.

NOTE: At this point all UIDs present on the physical count will be unavailable for picking until the

physical count is executed.

CONTINUE TO NEXT PAGE
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iv. Export the physical count in order to create a count sheet.

Left-click the Export button from the Physical Count Entry Form window toolbar and left-click
Export Setup.

3 Physical Count Entry Form

gL Fr ‘?”@O\ ]

Clear Upd Delete Import Filter | Bxport | Search Clnca
Export Setup

Search LID Defaul Cor,.  Bxport Comma Delimited

Drag & colurn header her to araup by that column

Paitrumber LI Oty Counted | TotalValue Counted | Date Counted | Partrumber SubP De
10 890 48,950.00/5/21/2014  H1 KLX-135GF)1 IN
AR nn nannoniss1ene 81 KGR RFD 1N

The Physical Count Export Setup window will appear. Configure the fields that you would like to
include in the export and left-click the OK button.

3 Physical Count Export Setup o @ R
Available fields Selected fields
Sub Part Number Field Type Size
Total value Counted
Description
W/H Code Diecimal
Lracing e Count Date Date ! Time
urnent Quanti
Totatt e et N Part Hurrber Character (30) 1
Difference Location Character (12] 1 *
}[:;E’E E’EE >> Condiion Character (5]
TagInfa Serial Mo, Character (30) 1 *
<
<<
4 1] »
T ok Press F3 in the Available Fields list to search for a specific field.

Left-click the Export button from the Physical Count Entry Form window toolbar and left-click
Export Comma Delimited.

E Physical Count Entry Form

ged-7HQ B

Clear Upd Delete Impert Filter rt | Search  Close

Export Setup

Default Con/ Export Comma Delimited

Search UID :

Dirag a column header here ta group by that column

Fartrnumber UID Oty Counted | Total Value Counted | Date Counted | Partnumber SubP De
910 290 48,950.00|5/21/2014 | #1 KLX-135 GF1 IN
118R 1nn nnnnnniRS2nT4 T KRR GRA 1N

The Export to CSV File window will appear. Select the appropriate file name and left-click the
Export button.
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3 Export to CSV File o @R

LR EVER 140521 Physical Count - DEMC

Expart

5. Go to the directory to which your export was saved and open the file. Adjust the columns as you
feel necessary for your physical count and print the count sheets for the employees to use during
their count.

NOTE: It is critical that this file remains complete and that the UIDs remain associated with the
correct records. Altering or disassociated a UID will result in incorrect data when the file is
imported.

v. When the physical count is completed, you may reopen the CSV file and adjust the COUNT_QTY column
to match the actual count by your employees. Resave the CSV file containing a completely accurate
inventory count.

vi. Import the accurate file into the Physical Count Entry Form window.
1. Left-click the Clear button from the Physical Count Entry Form window toolbar.
NOTE: This will temporarily unlock all counted UIDs until the import is complete.

2. Left-click the Import button on the Physical Count Entry Form window toolbar and left-click Import
Comma Delimited.

B3 Physical Count Entry Form

78 FEF 1 Q

Clear Upd  Delete Im ort,

g Comma i

Search UID Import Fixed Length [

Import from Current Stock
Diag a column header here to group by that column
Partrumber UID' Oty Counted | Total Walue Counted | Date Counted | Partnumber
1n’ a0 AR QRN NNTRMDT 42N #1 KI%.19R
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3. The Physical Count Import Setup window will appear. Configure the fields that you would like to
import and left-click the OK button.

NOTE: The only fields that are required are “Partnumber UID”, “Qty Counted”, and “Count Date” (in
M/D/YYYY format); however, any other columns that are included in the import will override the
data in the warehouse once the physical count is executed.

3 Physical Count Import Setup o @ 5
Available fields Selected fields

Counted Serial Mo. Field Description Field Type Size

;::::; »Patnumber QD ..., Numetic

Filler Oty Counted Decimal

Filler Caunt Date Date \ Time

Filler

Filler >

Filler

Trsca/DC 4

>

TagDate

Tag Info *
i —— | <

Tracing Type

Condition

Location «

4 ] b
T i Press F2 in the Available Fields list to search for a specific field,

4. The Import File window will appear. Select the file to import and left-click OK on the Import File
window toolbar to create the import.

NOTE: If your CSV file has a header, ensure the The First Line is a Header flag is marked as

“checked”.
B3 Import File 52
>
g;an:el oK

Select File To Import

|

The First Line is a Header
CONTINUE TO NEXT PAGE
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5. The Import Data window will appear, displaying the data that will be imported when the OK button
on the Import Data window toolbar is clicked.

3 Physical Count Entry Form = =
P —
]
/ 4} « }/‘ o | . q r
& = « T C i
Clear Upd Delete Import Filter Export Search Close
Search LID Default Count Date - 5/21/2014 - G| [
-
Crag & calumn header here to group by that column
Parthumber UID | Gty Counted | Tatal Yalue Counted | Date Counted | Partnurnber SubP Description ‘W /H Code  Location Cond | Curent Serial Mo, Counted Serial | 3
910 100 5500.00/5/21/2014  #1 KLX135 GF)1 INTERFACED INTO KCS-554 HEADING SYSTEM oom B-EG-98 |NE 1
a22 100 4.000.00/5/21/2014 | 00-ETR3 1 CAPSULE oom B-EG82 |NE
a1 100 1.000.00/5/21/2014  0071-0014 1 ANTEMA 747 oom B-E558 |NE
a12 100 1.000.00/5/21/2014  0071-0014 1 ANTEMA 747 oom B-E558 |NE
743 100 550000/ 5/21/2014  002-5214-.000 |1 BOARD oom B-E5-38 |NE
750 100 550000/ 5/21/2014 0025214000 |1 BOARD oom B-E5-98 |NE
TR i EEnnOn Se oA L onesins 1 nALeRIER i neRan (e
120,700.00
-
4 i 4

6. Ifall looks correct, left-click the OK button on the Import Data window toolbar.

vii. Review the physical count. When the Physical Count Entry Form is populated with data, records
displayed on generated reports will be populated with relevant data for those records (such as date
counted, counted quantity, discrepancy and related cost calculations) if they are listed in the grid in the
Physical Count Entry Form window. You may run various reports (outlined below) to determine
whether the information is correct prior to executing the physical count.

viii. Execute the physical count.
1. Left-clicking the Upd (Update) button on the Physical Count Entry Form window toolbar.

2. A Confirm dialog box will appear with the following message:

i

= |tig recommended that all users logoff the PENTAGON system before updating Stock physical count ==
Update Stack with counted quantities will do the following :
= Before updats, Plaase make surs that you have s backup =
“ 1. Update stock with the gty counted
2. W/ill record the stock value change as Joumal Entry

3. Parts Availability Procedurs will be exscuted
Continue and post 7

B

3. Ensure that you have a recent backup of your database stored and note what will occur when the
physical count is executed, then left-click the Yes button.

4. A Confirm dialog box will appear with the following message:

22
. Posting stock will update Gty counted |
aJournal Entry required for the value of : &
Continug?
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5. Left-click the Yes button to create the journal entry.

6. The Summary of New Journal Entry window will appear. Left-click the Close button to close the
window.

NOTE: GL Codes will be loaded from the warehouse if the system is setup to set GL codes by
warehouse (potentially creating a separate journal entry for each warehouse), otherwise you will
be prompted to select the appropriate GL codes.

3 summary of new Journal Entry [000336] b

.

Close

Joumnal Entry | GL Code GL Code Name Debitlbase] Creditlbase] Discrepancylbase]

oW oo - %W

CONTINUE TO NEXT PAGE

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS ® METALS Physical Count Quick Reference
Rev 00, 06/06/2014

Page 10 of 17



% PENTAGON

\/ SOFTWARE EMPOWERING THE ENTERPRISE

b. Run a Report and Duplicate List in the Physical Count
ADVANTAGES:
e Physical Count sheets are in a standard format.
e Available barcoding may enable more efficient data entry.
DISADVANTAGES:
e Likely required search or format physical count grid for manual input.
e Does not automatically lock down inventory; must run separate process.

i. From the Main Menu window, left-click the Reports button.

Reports

ii. The Reports window will appear. Left-click Inventory Analysis to expand the tree, then left-click
Physical Count to view the available reports.

B3 Reports Menu

E-E[Inventory Analysis| -
-] WiH List

] Inwentary List

2| Shelf Lite Analysis

| Inventony Aging

| Inventory Aging As OF

] Inventony Analysis (Physical W/H)
] Inventory Analysis [Yitual W /H]
5] Inwentory Analysis (w0 Cost]

5] Inwentary Activity

=] Inwentary History Analysis

=] Inwentary Activity Joumal

5] Inwentary Activity Journal s OF
B3 Restocking Levels

----- #2] Physical Count Set 2

----- $2] Physical Count By wi/H

----- $2] Physical Count By w//H Set 2

----- 1] Physical Inventory alue

----- 1Z] Physical Inventory Value Set 2

..... 1] Physical Discrepancies Yalus

..... 1] Physical Count lrvalid Entries

..... 1] Physical Invertory Blank Format 1

..... 1Z] Physical Inventory Blank Format 1 Set 2

..... =] Physical Inventory Blank Format 2 '

iii. You may run any physical count report that meets the criteria of the inventory you would like to count.

NOTE: The Reports section of this manual provides a description of each of the available reports.

BARCODING NOTE: The Physical Inventory Blank Format 1 and Physical Inventory Blank Format 1 Set
2 reports allow the inclusion of UID barcodes, which can enable barcoded entry of inventory counts.

iv. Once the report is created, print the count sheets for the employees to use during their count.

v. When the count is completed, import the counts from the current stock (See Para 1.a.iii above).
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NOTE: The filters must be set up EXACTLY as they were in the report in order to pull matching data.

vi. Using the completed count sheets, update the Qty Counted column (as well as any other incorrect
data). The records in the grid are searchable by UID or may be ordered using the column headings.

BARCODING NOTE: If using barcoded count sheet, the barcode from the report can be scanned to add
the UID to the physical count instead of manually typing.

vii. When the data in the grid is correct, review (See Para 1.a.vii above) and execute the physical count
(See Para 1.a.viii above).

END OF SECTION
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2. Post-Count Results

a. Last Counted group box (on the First Cost tab of the Locations window) will be updated with the

information from the most recent physical count.

5 Locations For P/MN: 002-5214-000 Desc: BOARD

= &
~ — . 2 N
= A = .
& S FFH N HQ B 4
Add Edit Del Eilter GoP/N Trace Options Srch  Export  Caoncel oK Close
Search For: LD -
W/H Mo, BinLocation | Oty U Reserved Bocked | In house/0& Transport Received uio S5M Image(s]
om B-65-98 0/E& 0 [t} 0 0/ 3A15/2000 748
100 EA
oom 100/ EA 0 0 0 0] 3/15/2000 750
200.00 000 0.0o o.oo 0.00
4 [ 4
Wwi/H | Ref || First Cost | Cost | Trace | Quality | Quality Inspection List
Original Recei
Cost Tupe @ 01 - Inventary [tem (L L =R
Standard Cost: 000 gy By Doc:
Cunency Rate 0.00000000 Doc Type:
Corv Date : Last Counted
Corwv Cost: 0.00 Cony Aty 100 On: Bé21/2014
Min Sell : 000 Curency: GDP Factor : [1}

i. Qty field — Displays the most recent physical count of the selected UID.

ii. On field — Displays the date on which the most recent physical count was executed.

b. Part Tracing will be updated with the information from the most recent physical count.

i. From the Locations window, left-click a particular line to select a UID and left-click the Trace button on
the Locations window toolbar.

E Locations For P/MN: 0-132-002700000 Desc: TOGGLE

= B
~ = w9 »

F o o : 7

o S FF H N HQBE -

Add Edit Del Filter GoP/M Trace Options Srch Export Cancel OK Close

Search For: UID ~
WiH Mo Bin Location |Gty LIt Rezerved Booked I house 04 Tranzport Feceived uio S5M Inam &
0001 B-65-38 0l7/z7/e0n04 | 45507 3608
0og1 5-98

o craon

Corre Date : 712/2010 1:32:19 F

Last Counted

n|7J13mn1n1 |
2322 1.208.00 | 1.118.00 1.146.00 0.00 -
4 i 4
‘wH @m@@ Quality || Qualty Inspection List
Cost Type : 01 - Inventory [tem Uniginallf cosivon
Standard Cost: 000 - Es BIese | QS
Curency : USD Rate: 1.00000000 Doc Type: | Feceiver
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ii. A menu of options will appear.

p Q E 1

[ PO N Crmls e b L N

1. Partnumber Tracing By Stock Line/Lot/UID

1

2. Partnurnber Tracing By Serial No
served 2. Partnurnber Tracing By Part 55N

4. Partnumber Tracing &ll Parts/ Locations ]_4

5. 5.0 Allocations By Lot

- 6. 5.0 Allocations By Part Mumber

1. Physical Count History i

=

1.208.00

1. 1. Partnumber Tracing By Stock Line/Lot/UID — Displays all records relating to the selected UID.

2. 2. Partnumber Tracing By Serial Number — Displays all records relating to the selected serial
number(s).

3. 3. Partnumber Tracing By Part SSN — Displays all records relating to the selected SSN including the
selected UID and all other UIDs with the same SSN.

4. 4. Partnumber Tracing All Parts/Locations — Displays all records relating to all items having the
selected part number regardless of UID, SSN and location.

5. 7. Physical Count History — Displays all physical count records for the selected UID.

iii. When any of the first four (4) options are selected, the Part Tracing window will appear displaying
information filtered as appropriate to the option selected.

EZ='."=:‘; o B 2
SearchOn: Part Tracing Physical Count
Start With :
Max Search Result Lines : |50
Dirag a column header here ta group by that column
Shipped/Rece Document Doc No. |Doc Date Account Account Nai Doc Status | Gtylse UM Seral Mo, W#H  Location UID 55N Stk Line PartMumber D escription Hain )
Flul13-2010 RMA 000150 |Jul-13-2010  |PENT PARTS SUF|Posted|GL] 100/ E& 0002 |HOLD 45530 3599|Paosted |01 -|0-132-002700C) TOGGLE
Dec-29-2009 | Maintenance < 000179 |Dec-20-2009 |ABC ABC AIRLIN [Open 1[EA 0002 |HOLD 45590 3999| Reserved |32 | 0-132-002700C| TOGGLE
Jul-14-2010 | Maintenance = 000194 |Jul14-2010 | AAR AdA Arlines | Dpen 1]EA 0002 |HOLD 45530 3599|Reserved | 32 -|0-132-002700C TOGGLE
Al [} 4
E ' Ok X Cancel
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iv. Left-click the Physical Count button in the Search On group box to view the physical count history of
the filtered results.

E Part Tracing = B2

Search On: Fart Tracing Physical Count

Start With :

Max Search Result Lines : 50 | =

[nag a column header here ta group by that columin

|F‘art Murnber ‘SubF‘ |U\D |55N |Eond ‘Senal Ma. ‘Lo:allon |Eounted Gty ‘Eounl Date |Eust |P|ewuus [ty |Updat|Updated by
+|0132-002700000 | s 3638|NE | |HOLD | 100] /5/2014 | 30,00 100[005 | Anna Wight
4 [ »

E w “ ok X Cancel

END OF SECTION
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3. Reports
a. Open the Reports Menu
i. From the Main Menu screen, left-click the Reports button.

ii. The Reports Menu window will appear.

B3 Reports Menu

2
E-E[Inventory Analysis N
-] WiH List

2] Inventony List

B-E] Shelf Lite Analpsis

B-E] Inventony Aging

B-E] Inventory Aging As OF

] Inverttory Analysis [Physical WH]

] Inventory Analysis [Yitual W /H]

5] Inwentory Analysis (w0 Cost]

5] Inwentary Activity

=] Inwentary History Analysis

=] Inwentary Activity Joumal

5] Inwentary Activity Journal s OF

B3 Restocking Levels

2] @ Inventory Updates
Pl Count

Physical Count

@ Physzical Count Set 2

----- E Phyzical Count By 'w/H

----- E Phyzical Count By w'/H Set 2

----- E Physzical Inventory Value

----- E Physical Inventary Value Set 2

----- 1Z] Physical Discrepancies Valus

----- 1Z] Physical Count Invalid Entriss

----- 1Z] Physical Inventory Blank Format 1

----- 1Z] Physical Inventory Blank Format 1 Set 2

----- =] Physical Inventory Blank Format 2 -

iii. Left-click Inventory Analysis to expand the tree.
iv. Left-click Physical Count to expand the tree.

b. Physical Count — Reports information from the warehouse locations based upon the filters provided and
sorted by Part Number, W/H Code, Location, Alt 1 or Alt 2. Allows space for marking quantity and
calculating count discrepancy.

c. Physical Count Set 2 — Reports information from the warehouse location (including serial numbers) based
upon the filters provided and sorted by Part Number, W/H Code, Location, Alt 1 or Alt 2. Allows space for
marking quantity and calculating count discrepancy.

d. Physical Count by W/H — Reports information from the warehouse location based upon the filters provided
and sorted primarily by warehouse. Allows space for marking quantity and calculating count discrepancy.
Options include page break by warehouse.

e. Physical Count by W/H Set 2 — Reports information from the warehouse location (including serial numbers)
based upon the filters provided and sorted primarily by warehouse. Allows space for marking quantity and
calculating count discrepancy. Options include page break by warehouse.

f.  Physical Inventory Value — Reports information from the warehouse locations (including cost data) based
upon the filters provided and sorted by Part Number, W/H Code, Location, Alt 1 or Alt 2. Allows space for
marking quantity and calculating the inventory value.
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g. Physical Inventory Value — Reports information from the warehouse locations (including cost data and serial

numbers) based upon the filters provided and sorted by Part Number, W/H Code, Location, Alt 1 or Alt 2.
Allows space for marking quantity and calculating the inventory value.

h. Physical Discrepancies Value — Reports information from the warehouse locations (including cost data)

based upon the filters provided and sorted by Part Number, W/H Code, Location, Alt 1 or Alt 2. Allows
space for marking quantity and calculating the inventory value, discrepancy quantity and discrepancy value.

i. Physical Count Invalid Entries — Reports any records entered into the physical count where either the UID or

W/H Code does not exist. This report should only be used to quality check an executed physical count.

j. Physical Inventory Blank Format 1 — Reports information from the warehouse locations as well as receiving

information based upon the filters provided and sorted by Part Number, W/H Code, Location, Alt 1 or Alt 2.
This report allows barcode entry of UID and also provides space for marking quantity and calculating count
discrepancy.

k. Physical Inventory Blank Format 1 Set 2 — Reports information from the warehouse locations (including cost

data) as well as receiving information based upon the filters provided and sorted by Part Number, W/H
Code, Location, Alt 1 or Alt 2. This report allows barcode entry of UID and also provides space for marking
guantity and calculating count discrepancy.

I.  Physical Inventory Blank Format 2 — Reports information from the warehouse location (including all 15 user

defined reference fields and cost data) based upon the filters provided and sorted by Part Number, W/H
Code, Location, Alt 1 or Alt 2. Allows space for marking quantity and calculating count discrepancy.

END OF DOCUMENT
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