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How to open stocktake:  
Click on Stock scan: 

 

Click on: Open Stocktake 

 

Fill In the name, then click on Create scan: 

 

  



 

 

How to start scanning: 
Click on Stock scan: 

 

Click on open stocktake: 

 



 

 

Click on Create Batch: 

 

Enter the name of the Batch, this must be a short list of products, for example one side 
of a gondola, or a shelf section. This is a required field 

 

Click add a line and start scanning the barcodes, here you can also read in the barcode 
manually: 

 



 

 

You can also click on the QTY Scanned to edit the QTY: 

 



 

 

You will also be able to see how many items you have scanned (to ensure that your 
QTY’s match up with the shelf/gondola)

 



 

 

If you are done with this batch you can press save: 

 

If you have saved, your batch should be displaying here.  

 

Repeat these steps until all stock has been scanned/counted.  

  



 

 

How to remove a batch: 
Click on Stock scan: 

 

Click on Operations then delete batch: 

 

You will then select the batch you want to delete:  

 
Then you will click on delete batch: 



 

 

 

Important: YOU WILL NOT BE ABLE TO RETRIEVE THE BATCH IF YOU HAVE DELETED IT. 
YOU WILL NEED TO RESCAN THE BATCH. 

  



 

 

How to run a variance report:  
NOTE: YOU CAN RUN A VARIANCE REPORT AS MUCH AS YOU NEED. 

Click on Stock scan: 

 

Click on Operations and then run comparison:  

 

 



 

 

Select Option “Variance” and then Run Comparison

 

Please note, when pressing run comparison, it will seem as if it only reloads but it 
does not, please follow the next steps to access the Variance Report 

Click on Stock Scan and then Variances:  

 



 

 

Your screen should look something like this: 

 

 

On the filters tab you can filter by the diƯerent type of reports:  

 

Overs: Scanned products are more than what is QTY on hand. 

Unders: Scanned products that are more QTY on hand than QTY scanned. 

Unscanned: Products that have no Scanned QTY but does have QTY on hand. 

Matched: Scanned QTY that matches with stock on hand  

If you need to add product that has been missed, please follow steps on how to 
create another batch and scan in the products. 

You cannot remove any items individually, you will need to delete the batch and 
rescan it to ensure that the product QTY is correct: 



 

 

Click on this button to export your variance report:  

 

  



 

 

How to validate stocktake:  
Click on Stock scan: 

 

Click on Operations then on Run comparison: 

 

Then click on “Process Journals” and then “Process Journals” in blue 

 



 

 

Note: This will not validate your stocktake. This will create a draft validation in 
Inventory > Inventory Valuation (Automated feature still in development) 

Follow the next steps to validate your Stocktake:  

Click on Inventory: 

 

Click on Operations and then Inventory Adjustments 

 



 

 

Your screens should look something like this:  

 

Click on the empty square below new next to location:  

 

Then press on Apply All:

 



 

 

Fill in your stocktake name here by Inventory Reference/ Reason and then press apply:

 
It will load a while depending on how much stock you are validating:  

Not much will change in the view, except your On Hand Quantity will be the same as 
what your Counted Quantity was, and your counted quantity will be empty.  
 

Then Click on Stock Scan again:  

 
Click on Operations and then Close Stock Take: 

 



 

 

Then your screen will look like this then youll just click on Close Scan. 

 


