Create a Count Journal for Physical
Inventory— Enterprise Portal

Description

Use this task to create a Count journal to perform an inventory count.

Trigger

Perform this task when the need to perform a cycle count or physical inventory must
be performed.

Prerequisites

Physical inventory needs to be counted.

URL Address
https://Impaxportal.ohio.gov

Helpful Hints

+ Based on your role, screens may differ in the system from the screens in
this job aid.

+ Count journals will also be used to reduce inventory when the agency has caused
the damage.
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1. Begin this task by going to the DOLC Enterprise Portal:

https://Impaxportal.ohio.gov

@@ http://oitsoclmaost05/Enterprise3:20Portal/Role

terRetailStorelnventoryClerk.asp:
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Stock counts

3. Click from the Retail panel on the left.
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to create a new Count journal.
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5. Click .

New stock count

Create
w B
Continue Close

Commit

4

Description:

I} Continue I| Close

Leaving the Description field blank will enable the system to auto-populate the
Description field with “Audit Count — User ID.”
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6. Click “# Additems 5 add a product to the Count journal.

Stock count details
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7. Select [ ] to the left of the item number(s) to add to the Count journal. In this

example, select [ ] to the left of “0006B, 0028B, 0057B and 0510B.”

If the item number is known, search functionality can be used at the top of the list.
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This grid is empty.
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8. Clic to add the item to the Count journal.

@ To count a specific category of liquor, select Category Master on the left panel

and choose the category to count.
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This grid is empty.

Variance

9. Click OK when all line items have been added to the Count journal.
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Save and

10. Click “** to save the Count journal and send it to the RF Scanner.

Stock count details
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Results

You have created a Count journal to perform a physical inventory.
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