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Essential Points

- Use Count Inventory to set your initial inventory levels in
LightSpeed, or when you do a regular physical inventory count
to compare

actual quantities with what you show in the database

- Each Event consists of one or more Counts in which you count,
then post your actual counted quantities

- Once you have finished your Counts, you can summarize them,
compare them with existing totals, and make adjustments

- You can count directly into Warehouses, and also disregard updating. (TOOLS > UTILITIES > BACKUP DATABASE)

uncounted quantities without affecting their totals

- Count Inventory can count specific serial numbers for Products ] You should perform a backup before importing or

- You can import from a pre-counted data file to post and adjust
quantities in a batch

- LightSpeed does not freeze inventory when you are doing a

2500 Count Inventory

‘ [ Inventory Events 1

Count

Summary Compare
| Inventary Count | user | Counted
2 Front Room LightSpeed Administrator 22

Name | Date
November Count 11/12/2007

Stockroom LightSpeed Administrator 58

Introduction

The Count Inventory tool is to be used when you need to enter a
complete count of your entire inventory, either when you first begin
to use LightSpeed, or when you do a regular inventory count. It al-
lows you to compare the results of this physical count with the exist-

ing quantities in LightSpeed and make the necessary adjustments up C New )

or down to reconcile these totals. Before using Count Inventory, = ‘ o
the Products you are counting must exist in LightSpeed already. Creating an Event in Count Inventory

LightSpeed
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Step 1: Create an Event

o Create an Event.

First, choose Count Inventory from the Tools menu. Then, create an
event by clicking the left New button. An event is the name you give
to an entire count, such as“Year End". Events can be deleted by click-
ing them once and pressing the Delete key on your keyboard; how-
ever, this is not recommended, as it can cause discrepancies in your
inventory.

a Create a Count within the Event.

To create a section (“Count”) within an event, make sure your event
is selected and click the second New button in the Count Inventory
window. A window asking you to name the new Count will appear;
this typically represents the section of the store that you're currently
counting.

If you have multiple Users logging into LightSpeed
to count, they should not be counting into the same
Count within an Event; they should each have their
own separate Counts.

Step 2: Count your Products

Q Enter/scan Products into the Receipt window.

Once you have saved a particular Count, the Inventory Count window
displays where you will begin to enter the Products you count in your
store.

In the Receipt section, you enter/scan the Products that you count,
until you decide to click Add to add them to your tentative, pre-post-
ed totals for the Count.

If you are selecting it from a list of results, you must double-click the
item to add it to the count. Or, you will be able to use your barcode
scanner to add Products to your count with their barcodes. To in-
crease the quantity, continue to scan the barcode with the scanner,
or enter the number manually in the quantity column. If the Product
is serialized, you will be asked to scan or enter the serial number.

0 Click Add to add them to your Count.

Once you have completed counting the Products and entering their
serial numbers in this area, click Add to register them as “counted”.
You may continue to count and save to add the Products to the

Count Inventory
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Adding Products to a Count

J Counts M Compare
i | Code | Description | Counted | Serials | Warehouse
SEN-580 Sennheiser HD 580 Headphones 21 o Inventory
874-087 Belkin Acrylic iPhone Case 31 o Inventory
INCAS-5P0 Incase Sports Armband for Nano 31 0 Inventory
IPHOME-ISKIN iPhone Case by iSkin 5 o Inventory
v MIG9ZLL/A Apple iPod Touch 8gb 1 1 Inventory

BMCBZXCZ
Vaja iPod Classic Case

VAJA-IPOCLS

Inventory Count Summary

Inventory
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Count Inventory
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| Cowrs  Summary | Compare ] |
| Code  Description | Counted | Serials | Inv | Serials | Diff | Cost|Warehouse
SEN-580 Sennheiser HD 580 Hea... 21 0 4 H 17 217.00 Inventory
874-987 Belkin Acryic iPhone Case 31 ] 13 0 18 21.26 Inventary
INCAS-5P0 Incase Sports Armbandf.. 31 1] 15 0 16 20.44 Inventory
IPHOME-ISKIN iPhone Case by iSkin 5 0 2 (H -3 26.98 Inventory
MLEDZLL/A 1 261.09 Inventory

Apple iPod Touch 8gb

Inventory Count Compare Layout

Counted section. It is recommendd that you click Add periodically as
you enter/scan your Products to display them in the Count area. You
may delete a Product that you have added by selecting it and clicking
the Delete key.

e Click Post to post or “register” the results to your Event.

Once you are satisfied with all the Products you've counted in this
section, click the Post button to save the reported quantities for that
area or section, and you will be returned to the main Count Inventory
window, which will list all the Counts you've completed for the cur-
rent Event.

Note: You may continue to Add Products to a Count even after you've
posted it. Simply click Post again, and LightSpeed will add only those
Products that have not yet been posted to your totals for the Count.

Itis not recommended to delete any Products from a Count once the
Count has been posted.

Step 3: Compare your Totals

0 In the main Count Inventory window, click the Summary tab
to review a summary of all your Counts added together.

Go to the Summary tab to see all of that Event’s Counts summarized
by Product, including the list of serial numbers you counted. To com-
pare the quantities that you counted with the inventory totals cur-
rently listed in LightSpeed, click the Compare tab.

o Click the Compare tab to review the totals you counted with
the totals that you show in LightSpeed.

The Compare layout displays the quantity you counted, how many
serial numbers were entered for the quantity you counted, how many
LightSpeed currently shows in total, how many serial numbers are
showing in LightSpeed, and the difference between the quantities.
The detail arrow beside serialized Products will expand to display
the serial number differences between what’s counted and what'’s
shown.

| Coums  summary [ Compare |
| |Code | Description 4| Counted | Serials | Inv | Serials | Diff | Cost|Warehouse
v M74L4LL/A  Apple iPhone 8gb 3 3 3 3 o 349.12 Inventory

Count Inventory Import File

o000 Import Count Inventory
[ Preview Drag fields to reorder ]
Preview Field | Impart
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Browse

P 1 of 45 records (1 omitted)

[ amit This Record

Options

Import Inventory Count matches of v Product Code
Product ID

Import Count Inventory Window
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Serial numbers shown highlighted in purple indicate serial numbers shown
in LightSpeed that were not counted. Serial numbers shown highlighted
in grey indicate those which were counted which do not appear in Light-
Speed. Serial numbers that match between what’s counted and what
LightSpeed shows as being in stock do not appear here in the Compare
layout.

Step 4: Adjust your Quantities

0 Review the discrepancies, and click Adjust Inventory to adjust your
quantities to what you counted.

After reviewing both the expected and the counted quantities, use the Adjust
Inventory button to adjust the quantities and serial numbers in LightSpeed to
the quantities and serial numbers of your count.

Checking the Zero Inventory for Uncounted Products box will adjust the inven-
tory of any Products in your database that weren't counted to zero. If left
unchecked, Products in your database that were not counted will remain un-
touched. Adjustments made to your Products will be listed in the Product
history with a note saying “Count Inventory”.

You can export the results of your Event to a tab-delimited file, named “Year-
End - Stock Taking Export.txt’, that includes your counted quantities, the
quantities that were in LightSpeed, and the status of the stock (available in-
ventory vs. Warehouses).

You are able to delete a Count by clicking it once and pressing the Delete
key — you will be asked to confirm the deletion. Deleting a Count does not
undo the Count adjustments.

Importing

In cases where you have previously counted inventory quantities into a
spreadsheet, you may wish to import directly into the Count Inventory tool.

o Click the Import button in the “counting” window, once you have created
a Count within an Event.

e In the Import Count Inventory window, click the Open File button and se-
lect the file that contains the data you wish to import. This file must be
comma- or tab-separated, and include the fields Product Code/Product
ID/UPC, Inventory Quantity, and (if applicable) Serial Number. Note: Your
source file must only contain the Product Code, the Product ID, or the
UPC, and this must be the same field for the entire file.

If you are importing counts for serialized Products, each line must include
the Code/ID/UPC, a quantity of 1, and the serial number. The Product being
imported must also, of course, be classified as a “serialized” Product. For non-
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serialized Product, you need only put in the total quantity you wish
to import. (see Count Inventory Import File image)

Add and post your totals as you would as if you'd counted the Prod-
ucts manually.

Import Log

Each time you use the Import feature of Count Inventory but expe-
rience a failure of any of your records to successfully import, Light-
Speed saves a file to your desktop called Inventory Count Import Log.
In the event of any record(s) failing to import, LightSpeed will still fin-
ish the import and any records that imported successfully will appear
in the Receipt window. Consult your Import Log for a breakdown of
line items that were not imported, and why.

Counting in Warehouses

LightSpeed allows you the option to count into your virtual Ware-
houses, breaking down the “total” quantity normally seen in a Count
into each Warehouse’s quantities. To count into Warehouses, you
must check the Count in Warehouses checkbox after you create your
Event, but before you create any Counts. When you check Count in
Warehouses, Zero Inventory for Uncounted Products is automatically
checked, and cannot be unchecked when you adjust your inventory.

For example, if you had 12 iTrips, 10 of them in your available inven-
tory, and 2 in Warehouse #3, a standard inventory count would show
you as having an inventory quantity of 12 in the Compare layout.

However, if you had enabled the Count in Warehouses checkbox
when you created the Event, you would see a breakdown of each
Warehouse's quantities, labelled in the Warehouse column of the
Compare layout.

To count into a Warehouse, simply select the appropriate Warehouse
after you've created the Count and the Inventory Count window dis-
plays, but before you start adding Products to the Receipt window.
This option is used only if you need a detailed breakdown of your
counting into Warehouses. Otherwise, a standard, “non-warehouse”
count will display the same quantities, but as totals.

The basic steps of using Count in Warehouses:

o Create an Event. Select the Event and check the Count in Ware-
houses checkbox. (see image)

e Create a Count. In the Inventory Count window that appears, se-
lect the Warehouse you're counting with the pop-up menu. If
you are counting inventory reflected in your available inven-
tory, leave the menu with Inventory selected. (see image)

Count Inventory
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ERROR MESSAGE

"Error: Product is serialized but no serial number is specified, skipping product”

"Error: Unable to import more than one serialized product per line, skipping product”

"Error: Specified serial number has already been imported, skipping product”

"Error: Product does not exist, unable to import product"

Inventory Count Import Log Error Messages

Count in Warehouses checkbox

LN

f Inventory Count

Brad &
LightSpeed Administrator

¥ Inventary E

Warehouse 1
‘Warehouse 2
‘Warehouse 3
Warehouse 4
‘Warehouse 5
‘Warchouse &

‘Warehouse 7
Warehouse &
‘Warehouse @
‘Warehouse 10

Selecting the Warehouse to Count

LightSpeed
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e All Products you count and post will be compared only to the Ware-
house you'd selected in the pop-up menu. Create a new Count for ev-
ery Warehouse that stores Product, as well as your available inventory.

For example, you have a total of 3 bicycles: you have 1 in your available in-
ventory, and 2 in a Warehouse named “Warehouse 1"

If you do NOT enable Count in Warehouses, you will show a total of 3 bicycles,
and whatever you count will be measured against that. You will not be able
to choose a Warehouse to count against.

If you DO enable Count in Warehouses, you would first create one Count and
leave Inventory selected in the pop-up menu. You count 1 bicycle, and com-
pared against the 1 bicycle you show in Inventory, you are even. Then, you
would create a second Count and choose the Warehouse that holds the other
2 bicycles (Warehouse 1). If you then count 2 bicycles, that total will be com-
pared to the 2 you show in that Warehouse, and you will be even for that
Count. Therefore, you have counted 1 bicycle for your available inventory, 2
bicycles for Warehouse 1, and you are even. If, for example, you had counted
3 in that Warehouse, you would show an additional item for the Warehouse.

In the event that you count into the wrong Warehouse, your inventory count
will be incorrect, and any inventory adjustments you make will affect the
quantities of the Warehouse, and, ultimately, the total inventory for the Prod-
uct.

Correcting Errors

If you mistakenly adjust your inventory after counting your Products, you can
modify your Counts prior to clicking Adjust Inventory. Double-click the Count
you need to modify, remove the Product(s) you wish to recount, and recount
as your normally would. Clicking Post will change the quantities that will be
compared to the quantities you show in LightSpeed.

LightSpeed



