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4.18. Phased stocktakes

General

Phased stocktakes are commonly carried out in larger warehouses. In this type of stocktake,
stocktakes are created for each aisle and level combination in the warehouse. When a stocktake is
finalised then a new stocktake is created from it containing only the lines with discrepancies. When
the third count is finalised then adjustments are made to make the stock in mSupply match any
discrepancies. Thus, there is a maximum of 3 phases for each stocktake.

Setup

Store preferences

Before using phased stocktakes you must tell mSupply which parts of your shelf location codes (see
the 4.06. Stock locations and location types page for details) represent the aisle, level and position of
the location (aisle = rack, level = horizontal level within the rack, position = vertical ‘column' within
the rack).

See the 26.07. Virtual stores page (the section on the Location code pattern field) for details on
how this is set.

Confirm Customer Invoices

mSupply will not allow stock that is on a Customer Invoice with status of new (nw) or suggested (sqg)
to be taken out of stock by any other transaction process, including an inventory adjustment flowing
from a stocktake - refer Creating inventory adjustments.

It is HIGHLY RECOMMENDED to process (take the stock off
the shelves) and confirm any customer invoices with a status
of new (nw) or suggested (sg) before doing a stocktake -
please see Issuing Goods to a Customer (Customer Invoices),
Confirming an invoice for details on how to do that.

This is so important that mSupply will show you a warning
message when you try to create a new stocktake if it detects
any customer invoices with suggested status. Please read
the warning and take suitable action.
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Creating a phased stocktake

Choose Items > Show Stocktakes... from the menus or click on the Stocktakes button on the /tem tab
of the Navigator. This window will open, showing a list of the current stocktakes:

[ | ] Stocktake list
= = = — =
o T Lo L —=l
Mew stocktaike Mpw phased Mew hlank Dabete stockiake Primi ahera Curnent 8
s1esktake stacktake
{1v] Description Stocknake date Stangs Referemce
1)07/07 /2023 Stockrake a7i072023 54

Note that only phased stocktakes will have a value in the Reference column.
The Show: filter allows you to choose which stocktakes are displayed in the list. Options are:

« All: shows all stocktakes in the current store with any status for all time. Could be many of

them!
e Current: selected by default when the window is displayed and shows all 'suggested'

stocktakes (status = sg). These are stocktakes which have not yet been processed into

inventory adjustments (finalised; status = fn)
e This year: shows all stocktakes of any status that have been created in the current year.
e Last year: shows all stocktakes of any status that were created in the year before the current

one.

To create a phased stocktake click on the New phased stocktake button. The options window
opens:
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] L Select items to stock take...
Count reference
Item filter
Search for ems whose
Item code B}  starts with (2]
and B Caegoryl B s -
and B VEN category Is Dor't Care a
and B Department is Dion't Care &
And is on Masver List Don't Care =]
And Expiry date isonorbefore I§  |00/00/00 |F
And Dangr | pguals B
Randomly select @) iterns from returned list.
Stock |ocation
Aigli
Level
cnce (D

e Count reference: This is mandatory and is the unique reference for this phased stocktake
(that is, the collection of all the individual stocktakes that makeup this one). It must be unique
so you will be shown an alert if it isn't.

* Item filter: Make settings here to select the stock that is included in the stocktake. The filters
work the same as for standard stocktakes as described on the 4.17. Stocktakes page.

» Stock location: Here you can select a particular aisle or level of the warehouse to include in
the stocktake. Enter the identifier of an aisle in the Aisle textbox or the identifer of a level in
the Level textbox:

o If you enter an Aisle value only, then a stocktake will be created for each level in that
aisle.

o If you enter a Level value only, then a stocktake will be created for that level in each
aisle in the warehouse.

o If you enter an Aisle and Level value then a single stocktake will be created for the level
in the aisle specified.

o If you enter neither value then a stocktake will be created for every level in every aisle in
the warehouse.

When you click on the OK button mSupply will create a stocktake for each level in each aisle you
have selected to be included in the phased stocktake. Each stocktake will contain one line for each
line of stock found in a location that beloings to the aisle/level combination that the stocktake is for.

When the stocktake creation is complete you will be told how many stocktakes were created in an
alert message. When you close the message, the stocktakes will be displayed in the table like this:
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L L] Stocktake |ist
ol o . -_— =
J LI = —
Hew stocictake Mew phased Mew blank Delete stocktake Prift Show: Current a
sTnCkTake sTeCknake
10 Description Stocktake date Ltatus Reference 1
157 13/ 027302 3 Stocktake B3713/2023 53 ABCDE-DO00 1 - 1B-A/ 1 1
15& 13/12/2023 Stocktake 13/12/2023 g ABCDE-0002-38-811 |
15913112/ 2023 Swckrake 13/12/2023 5 ABCDE-D0003-38-Cf1

The reference in the Reference column is constructed as Count reference-Number-Aisle-
Level/Phase where:

Count reference is the Count reference value entered in the stocktake options
Number is an incrementing number starting at 1 and padded to 5 digits with leading zeroes
Aisle is the aisle this stocktake is for

Level is the level this stocktake is for

Phase is the phase of this stocktake, a number from 1 to 3

Carrying out a phased stocktake

To open a phased stocktake, double click on it in the list. The stocktake detail window is opened:
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L ] » Stock take sheat
Daseriptizn 137122001 Siocktaks SrackRaba rumbee LST
Belerence ARCIH In-Agl Sockiakr entered dabe L5/ 1272083
Comment Skocktake watus 1
Siockeake daes |13/02/2003
- =
s = &8 &
Mew lirs Dlete lneiy Prnit Finalive
B
 Gererat 2N
Lin... Lozatien | Wim csde [ — Pack Sise  Unit ':::c.m Ef;"r':':;fm f:.l:-rr:::’ Commant
af packy
1| 3p058 102 _A07V | Dodutegrasin/ Lamiee 00/ 300mg, LED tabs 180 | Taby ]
2 AELDS& LoF . A37U  Dedutegrier) Lampea.. 00 300y, 180 ek 180 Tk o
3 3EL1A 102 AGTU | Dedutegras) Lamie 00/ 300msg, LEO tals 150| Tab 1]
LR LI i0r APY Dolutegravi/ Lamis . 00/ 330mg, 1) taly 180 Tab L]
5 3EL3A 102 AU | Dedutegrair] Lamiea. 00/ 300, LD s 150 Tab o
B IELAN 102 _A07U | Dodutegrasi) Lamiea 00/ 300msg, LED tabs 180 Tab ]
7 3ELSA §03  ASTU | Delutegries) Lamees 00/ 300, 1ED 1ak4 180 Tub i}
B 3ELBA 102 AU | Dolutegravie] Lamivee. 00/ 300mg, LED @i 150 Tab o
9 5K 102 A37U | Dedutegrawe) Lameew . 007 330mg, 18} taks 180 Tab 1]
LD 3248 10 ASPU | Dedutegranei| Larnie 00/ 300, LD abs 150 Tab o
L1 328 102 AG7 | Dolutegrasir] Lamiee. 00/ 300mg, LED talrs 150 | Taly o
L} 3EATA 10} AAST | Delulsgraeir) Lamien . 3007 100sg, 50 1aks %0 Tab o
L3 3padn 10 AADT | Dodutegraeir Lamiea . 30073008y, 50 s 50 Tab o
Ls Spa5a I0z_ AAST  Dolutegravir| Lamig 3007100=g, 50 tals 30 Tab ]
L% IE4BA 07 A07U | Dedutgrirs) Larmpea . 00 300y, 160 ek 150 Tak o
LE B4R 10720 Lepinarer {Fitonawir 200750 mg, 120 1abs 120 Tab ]
LT SRAna tod AU Dedutegraee Lameew 007 B30mg, |ET faky 180 Tab 1]

ax —_—

Description: An editable description of the stocktake. Set to the date the stocktake was
created followed by “Stocktake” by default

Reference: The count reference, read only

Comment: Enter anything you need to remember about this stocktake

Stocktake date: the date the stocktake count was started, set to the creation date by default

fields in File>Preferences>Stock tab or Adjustment reasons are enabled then columns

“ The table in the above screenshot shows the default columns. If any of the custom stock
will also be included for them.

Print the count sheets

The next thing to do is to print out the count sheets so that the warehouse operatives can take them
into the warehouse to carry out the count. At this stage, when the stocktake is at sg (suggested)
status, this is the only thing you can print and it looks like this:
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Count Type 3B Stock count reference ABCTE Date: 13/12/2023
Lavel A Stock count shaet 000011 Page 1 of 2
Emplace Code Lrescription Lot ¥ IFHMH Quantite | Unite dé Sortie
J601A
RILEAL ]
I603A
IR0,
I6ria
JREA
0 TR
IERa
Bl b H02 AEIAART A CobuberarLamssades Torolovss SN0 MMM, 180 taks T
IE14 102 PELAARI T Dbt Lammsades Teroloes SUT00M0me. 180 Labs T
IB11A TIIPEIARAIT || Dobaearar L Aoy Teralows S000300me, 150 et )
[T MR MIAAAI A | DobubearsarLamssadee Teralose SO0 M0ma. 180 tebs T
36134 102 PELAARTA Dbt Lamnsdse Terolows SO0I00 MM, 150 s )
B R 102 PEIANATT ColbgarevrLamesades Teraloss S0I00M0ma. 180 tabs T
36154 12 PELAMANTY Colutesar s Lamssades Terolose SO0 M0mea. 180 taks Tab
IB1EA 102 PEIAAAIT Diishbensr s Lamssades Terdloats SOCI00T0Ma, 180 s T
3 T 102 Ml AAKD CobbegraarrLimasades Teralose 5001007 M0ma. 180 Labs Tt
JE18A
81
IRkoA
JETIA
LR
3613a
JB 102 MEIANATT ColbearevrLamesades Teraloss S0I00M0ma. 180 tabs T
IhkEA I PELAMANTY Coltesar g Lammsades Teroloss SO00I0mea. 180 taks Tab
]
A

NOTE: When the Reference value ends in /1 the count sheets contain a line for every
location in the aisle/level combination this stocktake is for. These are the blank lines with
a value only in the Location (Emplace) column. When the Reference value ends in /2 or
/3 then only lines in the stocktake are printed.

Using the count sheets, the warehouse operatives count the stock in the warehouse.

After counting the stock

After counting the stock, the count sheets are brought back to mSupply and the information is
entered into the stocktake.

The stocktake is completely blind so the batch, expiry date and number of packs of each line entered
on the count sheets should be entered in the Counted batch, Counted Expiry date and Counted
number of packs columns. Optionally, you can enter a value in the Comment column if there is
something you need to remember about this line.

To enter something in one of the columns, simply click into it and type what you want to enter. If you
need to enter more than the batch, expiry date, number of packs or comment then double-click on
the line to make more fields available for entry:
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L @ Edit stocktake lines
Item  Dolutegravir/Lamivudine / Tenofowir 50/300,/300mg. 180 tabs B Elack
102 Te2AAADTU
Mew stock line
Counted number of packs |0 Adjustment reason  Please select a reason [T
Pack Size 180 Tab
Batch
Expiry date |00/00/00 Cost Price 20.72 12 month average
Location |3A30A y Sell price 20.72 Hold: do not issue
Donor |USAID
Field 1
Field 2
Used for pallet label printing  3A30A
Carton size
Cancel 0K

Counted number of packs: The number of packs counted on the shelf

Pack size: The number of units that are in a pack

Batch: The batch of the stock

Expiry date: The expiry date of the stock. Enter is manually or select it by clicking on the

calendar button

Location: The location the stock was found in. Type the first few characters of the location and

press the Tab key to select the location from a list of locations that begin with what you typed

(if there is only one that matches then it will be selected and filled in for you)

e Donor: The donor of this stock (only shown if the option to track donor is turned on - see the
16.03. Invoice preferences page for details). Type the first few characters of the donor's name
and press the Tab key to select the location from a list of locations that begin with what you
typed (if there is only one that matches then it will be selected and filled in for you)

¢ Adjustment reason: Only displayed if adjustment reasons are turned on (see the 16.10.
Options (standard reasons) page for details). Required if it is turned on. Click on the drop down
list to select the reason for the difference between the snapshot and counted number of packs.

e Cost price: The cost price of one pack

¢ 12 month average checkbox: Check this to replace the cost price with an average of the cost
prices for stock of the same item received in the last 12 months

e Sell price: The sell price of one pack

* Hold: do not issue: If checked then the stock line is on hold and cannot be issued. WARNING:
if you turn this checkbox on and save the line then it is put on hold immediately, it does not
wait until the stocktake is finalised.

e Custom stock fields 1-4: Fields for these will be displayed at the bottom if they are turned on

in File>Preferences>Stock tab. Enter text values as required.

If a new line of stock was found which isn't in mSupply then add it using the New line button (see the
Add a new line to a stocktake section below for details).

When all the count sheet details have been entered into the stocktake and checked, it is time to
finalise the stocktake. To do this, click on the Finalise button. After confirming that you want to
finalise the stocktake, this will do two things:

1. The stocktake will be made read-only and no further changes can be made to it.
2. If there are any differencies between the the batch, expiry date or number of packs that were
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entered for a line and the actual batch, expiry date or number of packs of the stock line in
mSupply then:

1. if the Reference value of the stocktake ends in /1 or /2, a new stocktake containing
only the lines that showed a discrepancy is created. This sticktake will have the same
reference value as this stocktake except that its phase number will be incremented by 1.
So, if the Reference ended in /1, the new stocktake's reference will end in /2, if it ended
in /2 then the new stocktake's reference will end in /3.

2. if the Reference value of the stocktake ends in /3 then inventory adjustments are
created to make the stock of the lines with discrepancies match what was counted in the
stocktake. Note: any lines that only have a discrepancy in the batch or expiry date will not
appear in an inventory adjustment but the changes will be made and logged.

If there are no differences between the batch, expiry date or number of packs that were entered for
all lines and the actual batch, expiry date or number of packs of the matching stock lines in mSupply
then nothing further is done and the user is shown an alert message to say that the count for this
aisle/level combination is complete.

a discrepancy and will appear in a further stocktake or an inventory adjustment after a

i i Note that a line that has had nothing entered for it in the stocktake is counted as having
stocktake has been finalised.

Add a new line to the stocktake

To add a new line to the stocktake (for stock that you find during the stocktake that is not in mSupply
already), click on the New line button. This window will open:

[ ] [ ] Add stocktake lines
irem I Il Eiack
Mew stock ling
Counted number of packs ] Adjustment reasan Mot Applicable 7]
Pack Size "]
Batch
Enpiry date [00/00/00 _ Cost Price 0,00 12 month average
Location Mome E- Sl price 0.00 Huold: do not issue
Danar
Field 1
Field 2
Used for pallet label printing
Carton size
Cance Add new

Enter the first few characters of the item the stock is for in the Item text box and press the Tab key
on the keyboard to select the right item from a list of items beginning with what you typed (if there is
only one item that matched it will be selected for you and entered in the Item text box).
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Now enter the details of the stock in the New stock line section:

Counted number of packs: The number of packs counted on the shelf

Pack size: The number of units that are in a pack

Batch: The batch of the stock

Expiry date: The expiry date of the stock. Enter is manually or select it by clicking on the
calendar button

Location: The location the stock was found in. Type the first few characters of the location and
press the Tab key to select the location from a list of locations that begin with what you typed
(if there is only one that matches then it will be selected and filled in for you)

Donor: The donor of this stock (only shown if the option to track donor is turned on - see the
16.03. Invoice preferences page for details). Type the first few characters of the donor's name
and press the Tab key to select the location from a list of locations that begin with what you
typed (if there is only one that matches then it will be selected and filled in for you).
Adjustment reason: Only displayed if adjustment reasons are turned on (see the 16.10.
Options (standard reasons) page for details). Required if it is turned on. Click on the drop down
list to select the reason for the difference between the snapshot and counted number of packs.
Cost price: The cost price of one pack

12 month average checkbox: Check this to replace the cost price with an average of the cost
prices for stock of the same item received in the last 12 months

Sell price: The sell price of one pack

Hold: do not issue: If checked then the stock line is on hold and cannot be issued. WARNING:
if you turn this checkbox on and save the line then it is put on hold immediately, it does not
wait until the stocktake is finalised.

Custom stock fields 1-4: Fields for these will be displayed at the bottom if they are turned on
in File>Preferences>Stock tab. Enter text values as required.

When you've added all the details click on the Add new button to add the line to the stocktake. It will
appear at the bottom of the table of stocktake lines.

Delete a line from the stocktake

To delete one or more lines from the stocktake, select them in the table and click on the Delete
line(s) button. After confirmation the selected lines will be deleted.

Please note, you can only delete lines from the stocktake that you manually added to it uysing the
New line button.

After finalising a stocktake

After finalising a stocktake the stocktake becomes read-only but you can now print out an In progress
stock count sheet from the Print button. This is what it looks like:
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Stock Count Sheet (in progress)

Date: 13/12/2023

Count ref: ABCDE Aisla: 3B Tima: 17:30:01
Count ID: 00001 Page 1 of 1
Pack | Original | Count |Variance
Location Product Description Batch . Oty Gty (a7}
8004 IOITEZAAADAY | DishtngemieLasividiea Tanalovs 50/300/300m, 160 ks i 180 T30 50 60
JpLoa L0 M2AAALTY | DiohteasryirLamivadire Tenofovlr $07100/300ma, 1B tabs sy ] Tl ".ﬂ]l 3]
IB11A I0ITEZAAADTY  |Dishngeie/Lasivudiea  Tenolovir 50/300/300mg, 160 thts 18D 768 nl 768
Jaiza 10EPE2AAADTY | DiohAmgenvie/Lamivudice Tenofoeir S0/00/100ma, 160 tabs ] T I.'Il A
EETET) LZTE2AAADTY | Dehangemie/Lamivisdiea Tenolor 507100300, 1BD tnks 18D 68 ] 768
JBtas 10X M2AAADAY  |DoluteoraviriLamivudice Tenofoeir $0700300ma, 160 tabs ] !hsul |:|| M8
38154 LIITEZAAADTY  |Diohutegeni/Lamivudies/Tenolovir 50/300/300mg, 160 tabs 180 768 0 768
IBLGA I TEIAAANAY | DohteosaiLsshudica Tenofoels 501000000, 16D tats LB T ] A
BT LIITEZAAADAY | DishtmgemieLasmividiea Tenalovi 50/100/300m, 160 tats 180 768 1 768
JB24aa LEPG2AAADTY | DrohategeeryinLamivadice Tenofoir 000300, 160 tabs 1] L] 0 Td
IB2AA LIZTEZAAADTY | DiohutegmieLamivudiea Tenofovir 50/300/300ms, 1B tats 180 68 [ 768
TR ANATEIAAANT ik dnamde L nssbdicn Menobods. SO0 000, 00 tnb o 0N 1l e

When you finalise the last stocktake with the same Count reference (as entered in the options
window when creating the phased stocktake) then you will be asked if you want to print out the Stock
comparison report, which will show you all the discrepancies recorded in all the stocktakes with the

same count reference.
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