
 
 

Stock Take Procedure 

© Copyright Interprise Solutions LLP                                            Page 1 of 6 
 

 

Prior to stock take, we recommend that all outstanding sales invoices are posted and stock 

is de-allocated from outstanding sales orders.  This ensures that stock can be adjusted out 

later in the stock take process.   

To create a new stock take, select menu option 404 from the inventory menu.  

 

You will then see a list of warehouses.  Double click the warehouse you would like to run a 

stock take for and the stock take form will open.   
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(1) You must tick a location(s) to count.  In this example location 1 has been used as 

most of the stock is stored in this location.  

(2) Note that you can search for specific codes if you want to count a selection of items.  

(3) You have the option to include zero quantity items if you want to count all stock.   

(4) You have tick boxes next to the items so that you can select the items to stock take. 

(5) You also have the option of select all/none buttons on the right-hand side.  

 

Once you have selected the items to print you can click save (or save and close) to save the 

stock take.  
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When you are ready to print the stock take forms, open the stock take back up (if you 

closed it) using the find stock take (option 414).   

You can then click the print button (6) on the tool bar to print the forms. 

 

You would then give the forms to the people counting the stock in the warehouse.  There is 

a field on the report to enter the actual quantity counted (7) 
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When you are ready to enter the figures, you would open the stock take up again using 

option 414 Find Stock Take  

 

 

(8) Click to the stock take values tab.  You will then see a list of the items which you 

ticked earlier. 

(9) You can then start entering the figures which have been counted into the quantity 

column. 

(10)  The Quantity diff column will show you any variances between was is counted & 

expected. 

(11)  Note that you can save and close out of the stock take and then go back and re-

open it multiple times.  You don’t have to enter the quantities in one session.  
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An additional feature that has been added is the ability to use a spreadsheet to enter your 

stock take values, so you don’t have to do these manually through Interprise.  

If you click the “Export to Excel” button, (12) it will ask you to save a spreadsheet of your 

stock take values.  

Once you have this saved and have opened this spreadsheet, you simply amend your stock 

take values (the “Quantity” Column) as necessary. Once you’re happy with the new figures 

on your spreadsheet, it’s just a case of clicking the “Import Excel” (13) button and importing 

your new data. 

NB. Do not delete any fields off the export or it will fail to import back in. 

 

Once you’ve re-imported your new quantities, you’re ready to proceed to the next step.  
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Once all of the figures have been entered (Manually or from your spreadsheet), you can 

click the save and post button and the system will generate 2 stock adjustment records.  

One is for the adjustment in where the quantity counted is greater than the expected 

quantity.  The other is for the adjustment out when the quantity counted is less than the 

expected quantity. 

 

 

Go to find stock adjustment and check the adjustment in and out tabs.  If there is an 

adjustment with the stock take reference against it, check that the adjustment is posted. 

Adjustment in: 

 

 

Adjustment Out: 

 

Providing that any stock adjustments generated from the stock take are posted, the stock 

will have been adjusted and you have successfully completed the stock take. 

 

  


