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Quick guide Stocktaking 3.0

Start by selecting the address for the stocktaking, then choose period
type, period, and the name of the stocktaking.

To register stocktaking, we recommend using the Stocktaking App,
which makes it easy to register items in a busy workday. See separate
quick guide. This guide shows how to perform stocktaking in the Choose a name that describes the area the stocktaking applies to.

client version (desktop PC/Mac). Then click Next step

Start a stocktaki ng Create new stocktaking %

Which address does this stocktaking relate to?

Click on Stocktaking in the menu, then Overview.

‘f%;:"f ery address V‘

Here you will see a list of current stocktakings and statistics for the Haw often should the stocktaking be carried out?
locationys inve ntor . This selection determines the frequency of future stocktakings and cannot be changed later
y Weekly @ Quarterly | Annual
Below the list of stocktakings, you will find a button called Create T VSV
neW. Select period from the list
‘ Select period v ‘
Stocktakings (2) What should the stocktaking be called?
Choose a name that describes the scope of the stocktaking
Elvebredden spiseri January 0/22 Status @ m ‘
Fjellbris Hotell Dec 46 /126 Status @ m

In the next step, you can create or add groups. Groups are used to
structure the stocktaking. They can also be used later to delegate
stocktaking groups to other users.

View all stocktakings or Create new



Millum Procurement

Create new stocktaking: Create or add groups

16} Create groups to give structure to the stocktaking and to collaborate with other users. The items are assigned to the groups you create,

and you can delegate groups to other users in the next step.

What should your groups be called?

Choose from the suggestions or create your own groups in the field

below.
Freezer Chilled Dry goods Non-food
Bar Cleaning Reception Kiosk
Create your own groups

Back

You will first see suggested groups, and in the field below you can
add your own group names. The names can also be changed in the

next step.

Here you can delegate the groups by selecting users from the
dropdown menus. The group will be locked, and the user will be
responsible for it, but you can still follow the progress of the
counting. Groups can also be delegated from the counting list. When

you are ready, click Create stocktaking.
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Create new stocktaking: Collaboration with other users X

@ Assign one or more groups to another user - when you delegate, that user takes over responsibility for the group(s) in this stocktaking. You
can monitor the progress of the count via status on the overview page

‘:Ch'\lled H na Rekvire v}
‘\Ch'\lledl H 2 Rekvire v:‘

‘ Freezer ‘ ‘ Tina Rekvire v ‘

Back Create stocktaking

Add items
Choose which source you want to use for the stocktaking.

You can choose between six different sources:
1. Last ordered gives you an overview of the most recently
ordered items
2. Shopping lists allows you to count based on a shopping
list
3. Product search allows you to search for items
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4. List with item numbers allows you to retrieve items by
entering item numbers

5. Import from stocktaking allows you to retrieve items from
another stocktaking

6. Search in catalogue allows you to browse catalogues

In addition, you can add custom items.

Add items X
Last ordered Shopping list Product search List of item nos Import from stocktaking Search in catalog User-defined i
‘ Searc e Q| 13 hits Display other orders for address + Selectall
PEPPERONI GRONN M.OST (2.20 kg) -~
=% 1002716, HAUGEN - GRUPPEN AS O
= b Asko Storhusholdning

ASTICA CHARDONNAY (0.75 ltr)
1169119, VECTURA AS O
b Asko Storhusholdning

100% GOULASH SOUP 4X2,5L (10 ltr)
142034, UNILEVER NORGE AS - KNORR O
3 Asko Storhusholdning

EPLE SUMMERRED
155702,NO Norge O
b Bama Storkjokken Oslo

PARE CONFERENCE 55-65
160103, BE Belgia O
b Bama Storkjokken Oslo v

View selected items (0) Cancel

Check the items you want to include and continue with Groups.

At any time, you can view the items you have selected under View
selected items. You can also add more items later.
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Groups

In the grouping step, you can add items to groups using Move and
Copy, or by using Add at group level. You can also add more groups by
clicking New group.

Create new stocktaking: Group items: Group items

(@ For & knytte varer til en gruppe, marker dem i listen til venstre og klikk p ‘Legg til-knappen for ensket gruppe

Number of grouped items 0/ 12

°
‘ Search for items Q ‘ Add items Original sequer
Ungrouped items Selectall ]  Groups New group
® PEPPERONI GRONN M.OST (2.20 kg) 1002716 [m]
> Chilled (0) ||
ASTICA CHARDONNAY (0.75 Lir) 1169119 (m]
¥ 100% GOULASH SOUP 4X2,5L (10 ltr) 142034 [m] > Chilled 2 (0) o
EPLE SUMMERRED 155702 [m]
PARE CONFERENCE 55-65 160103 (] > Freezer (0) o
PARE WILLIAMS RODE 160705 [m]
AGURK IMP. STK 310101 (m]
& 100% CHICKEN TIKKA 10L (4 stk) 763615 [m]
0ST MANCHEGO CURADO 891676 [m]
Kake- og salattklype L225 mm Stal 9554205 [m]
Kake- og salatklype L180 mm Rustfritt stal 9554206 [m]
Agar-agar 500 gr 972302 O
Back Cancel

In the overview of ungrouped items, you can search, add more items,
or change the order of items.

When you are ready, click Start counting, which becomes active once
all items are grouped.
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Remember that using groups makes the stocktaking easier to
structure. Build your stocktaking by grouping items so they reflect
your storage layout, e.g. dry goods, fridge, and bar.

Before you begin counting, you will receive a summary showing the
groups that have been delegated. You can then start the counting.

Create new stocktaking: receipt

@ Here is an overview of delegated groups and who they are assigned to. When a group is delegated, it is locked for you as the owner.

Delegated groups
Number of items

Name Assigned

No groups delegated.

> E With the stocktaking app, you save time, count by simply scanning, and have the values uploaded continuously.
4 Scan the OR code or click on the buttons below to go to the download page
[]

& Ropsioe | | D Googepay

Delegation

If you did not delegate in the grouping step, you can delegate at
group level when you reach the counting list. Once a group is
delegated, it becomes locked for you as the owner, but you can still
see the progress. When the group is fully counted, it will be marked
as completed. If you want to make changes afterwards, you must
remove the delegation.
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~ Fruit and vegetables Number of items: 2 / 5 Total value: 55.24 Anne Olsen ~ + Add items

Ttem name Counted break bulk Counted sales unit Counted weight/volume Value

Epler rode gala ke

& Sumenui 2
New
ok banan sjalot kg sekk =

B 550401
* Banan Fsg enh KG.Helkart = 19 KG New

= 126235

& Melonvann k

0 121201 g Mew

Count items

You can count in broken units, sales units, and weight/volume,
depending on the item type. You can also register waste on each item
line.

v Chilled 2 Number of items: 0 / 3 Total value: 0.00 v + Add items

Item name Counted break bulk Counted sales unit Counted weight/volume Value

: DEPPERONI GRONN M.OST (220 ka) 0 40212pk 0| 160848/4 pk 0 | 18278k 000 + Waste
’;ﬁ %g%szfouu\sﬂ SOUP 4X2,5L (10... 0 35387/1kit 0 3538l 0.00 + Waste
S 100% CHICKEN TIKKA 10L (4 stk) 0 | 34537/1kit 0 | 8634stk 0.00 + Waste

At the top of each group, you have fields for delegating the group and
adding more items.

By clicking Change grouping, you return to the grouping step, where
you can also add more groups.

When you are finished counting, click Complete stocktaking.
If any groups have been delegated, you must wait until those counts
are completed before you can submit the stocktaking.
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Summary and reporting

After completing the counting, you can review the stocktaking in the
summary. If everything looks correct, you can start the reporting
process.

Here you choose which email addresses should receive the report.

You can add additional recipients. Finish by submitting the
stocktaking.

Stocktaking / New stocktaking 2 Back to stocktaking
Ann's bakery

All changes saved!

v v 3

Summary Pre- Reporting Send
allocation

1. Summary

Reviewed

2. Pre-allocation

Allitems pre-allocated

3. Reporting & Download stocktaking

E-mail
e || s | (D

Back to stocktaking




	Groups

