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Quick guide Stocktaking 3.0 
 
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 
client version (desktop PC/Mac). 
 

Start a stocktaking 

Click on Stocktaking in the menu, then Overview. 

Here you will see a list of current stocktakings and statistics for the 
location’s inventory. 

Below the list of stocktakings, you will find a button called Create 
new. 

   

 

 

 

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

Choose a name that describes the area the stocktaking applies to. 

Then click Next step. 

 

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. 
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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. 

 

 

 

 

 

 

 

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. 

 
 
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. 

 
 

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. 
 

 

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. 
 

 
 
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. 

 
 

 
 
 
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. 

 
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. 

 

 

 


	Groups

