
 

 

 

 

 

 

 

 

 

 

 

 

 

STOCK MODULE MENU 

The Stock Module includes all aspects of Stock management divided 

into: 

1. Manage Stock 

2. Logistics 

3. Tools 

4. Find Stock 

5. Accept 

 

 



 

##### Stock Menu Abbreviations 

Qty: Quantity 

Disc: Discount 

AutoREV: Auto Replacement Cost Value 

Pdct#: Product 

Dest: Destination 

Cost Ex: Cost Excluding 

Price Ex: Price Excluding 

Cost Incl: Cost Including 

GP: Gross Profit 

MU: Mark-up 

Pdct: Product 

Qty: Quantity 

Var: Variation 

S/C: Sfx: Stock count Suffix 

Price Inc: Price Including 

Cost Inc: Cost Including 

n/a: not applicable 

 

 

 

 

 

 

 

 

 

 

 

 



 

2. Manage Stock 

• Stock take 

• Stock levels 

• Stock movement 

• Stock recon 

• Stock Take 

 

1) Select the Stock button from the main menu and then click “Stock take” in the Manage stock group. 

2) On the next screen you will have options “Stock Take”/ “Previous” and “Reconcile”.  

 

How to do a new stock take 
 

3) Select Stock Take and click on the NEW button to start a new stock take. A number for the stock take 

will be generated automatically. 

4) Tick the product types you want to form part of this stock take and complete the fields in the Stock 

filters \block. Note that “Moved “ stock will be only those products you sold or transferred since the 

pervious event and “all stock” refers to every item in your stock list. You can also scan the product if you 

have a barcode scanner to get the correct product.  
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5) Once selected, the product is displayed in the top line, enter the number of items counted. The current 

quantity on hand, as well as the number of items sold will be displayed. Once you enter the count, the 

cost & price will be displayed and added to the totals under the product list. 

 

6) You can also search for an item to be counted in the orange search bar, which will display a list at the 

bottom of the screen. A selected product from there will also be populated in the stock count bar in top 

of the screen. 
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7) The date and time will be captured      once 

the save button is pressed. All products sold 

will not be included in the current stock-take. 

 

8) By ticking the “Moved stock” box you will 

save only the stock items counted. If you tick 

the “All products” box, all items will be 

updated. If there is no value (Not counted) 

Items. Their quantity will be updated to a “0” 

 

9) See item (8) If all stock is selected, all 

values will be updated and if not counted, 

default to “0” 

 

10) If clicked, the variances between previous 

and current stock counts will be cleared. 

 

11) Load list refers to the use of an off-line 

scanning device during stock take and to be 

uploaded once counting/scanning is done 
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• Stock levels 

 

 
 
1) Select the Stock button from the main menu and then the “stock levels” button in the Manage Stock 

group. 

2) The Auto order / Maintenance and Stock tabs will be displayed. 

 

Auto Order 

 
 

Maintenance 

 
 

3) To generate a maintenance stock breakdown of new orders, rejected stock, ordered stock, and 

postponed stock, enter the dates and times of the period you want to include in the marginal list, select 

the origin, and click the run action icon button. 
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Stock 

 
 

4) Select the destination and the origin by clicking in the selection tick box in the dropdown windows and 

click the run action icon button to assemble the data. 

 

• Stock Movement 

 

 
 
Movement /Transfers /Inv. Stock 

Details /Filters / Suppliers / Locations 
 

Movement 
 

 
 

1) Based on your selection of items to display, all movements of stocks will be listed. 
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Transfers 
 

 
 

2) To generate a list of transfers during a specific period, select the dates and times you want 

included in the list and click the run button. To filter the list and populate a specific stock 

transfer, enter the document number and click the run button. 
 

Inv. Stock 

 
 

• Stock Recon 
Stock orders / Client orders / Recon / Summary / Movement / Stock Takes / 

Suppliers / Delivery Recon. 
 

 
 

 
 

1) Select the Stock button from the main menu and then the “stock Recon” button in the Manage Stock 

group. 

2) The subsection tabs will be displayed. 
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Accept Stock 
 

 
 

 

1) Select the invoice you want to accept or decline by clicking on the invoices dropdown menu, select 

a previous order by clicking on the previous order dropdown menu and selecting the order you 

want to accept or decline.  

 

 

 

 

 

 

 

 

 

1 


