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C‘ Inventory Count Wizard

Overview

The Inventory Count Wizard enables Users to perform a Book to Physical Reconciliation within the

Office Product, and post the associated Inventory Adjustments related to the process. The tool has

Count Sheets to assist with Physical counting, and online reconciliations to help finalize Inventory
Adjustments.

Use Case

Periodically, Managers at Clubs will want to perform physical counts of their inventory, and book

the related adjustments (overages/shortages) to ensure financial statements are properly

stated, and to determine that financial controls and processes are effective.

Accessing the Tool

Within the Clubessential Office Product:

1) Choose Items

2) Inventory Count Wizard
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C- Inventory Count Wizard

Screen Overview

u Inventory Physical Count x
Process Count For Area: Golf L]
Item Categomy Vl Tatal ltems ?| Locked On Hand 7| Countz Entered Vl Locked On i Lock
P en a amm 6 7 \i’ Selected
h“é.;als 42 5375.00 .0000 /2016 12:00 A B =) Unlack
Banquet Other 0 0.0000 (2] seleces
Ertrees 0 0.0000 9 % Sggzteéd
Glove 1 0.0000
GolBiag 1 0.0000 LDCI—_," Date:
Hats 1 0.0000 riizots =
lrans 1 0.0000 gl 1
Linda's Categary 0 0.0000 i z:a::;:
tens Clothing 5 168.00 0.0000 B/9/2016 12:00 Abd
Mizc MoneTax 0 0.0000
Popzhack Sundries 0 0.0000
Pro Services-Non Taxable 1 0.0000
Putter 1 0.0000
Shoes 1 0.0000
|q<i1p m i AN @IL' @
@ Print Count | For Category: I(P.II Locked Categories) j B iy Eaurt Bl Bzl
Shests ¥ show Locked Count On Count Sheet, Shests ©Of Counks

[ Start Mew Page On Count Sheet For Each Item Category.
[T Exclude Items With Zero Yariance

1. Process Count for Area - For Multi-Inventory Clubs, designates specific area to Inventory. Use

lookup button to assist with area selection.

2. Item Category - This is a list of all ltem Categories that are associated with Items that are marked

as an Inventoried Item.

3. Total Items - This is the total number of Items that are marked as Inventoried Items and

associated with the Item Category Listed.

4. Locked on Hand - This is current total count (quantity on hand per item) of all ltems associated

with the Item Category listed.

5. Counts Entered — This column will reflect the total Item count for the Item Category listed once

item counts have been entered.

6. Locked On — This column displays the date the Item Category counts were locked.
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C- Inventory Count Wizard

7. Lock Selected — This button is used to lock the count in the Lock on Hand column to be used

as a reference point in regard to the Counts Entered.
8. Unlock Selected - This button is used to Unlock Selected counts allowing the user to start over.

9. Reset Selected - This button allows the user to reset the Counts Entered column back to 0 after

counts have been saved for that Item Category.
10. Lock Date - This is the date at which point the lock feature takes place.

11. Lock Type — This specifies whether the lock should look at posted or unposted batches. The
cleanest and best process uses On Hand numbers and looks at posted batches. Available provides

an option for Users to include quantities impacted by unposted batches.
12. Print Count Sheets — This button allows the user to print count sheets.
13. For Category — choose All, Selected or a specific ltem Category

14. Show Locked Count on Count Sheet - if checked the locked count will print on the count

sheet.

15. Start New Page On Count Sheet For Each Item Category - if checked the system will
page break after each Item Category. (regardless of length)

16. Exclude Items with Zero Variance - if checked the system will only display records with

variances; counted (physical) quantities do not match expected (book) quantities
17. Enter Count Sheets — This button is used to enter the item counts.

18. Final Review of Counts — This screen gives you an overview of everything that’s been done to

that point, and allows you to complete the inventory count process.

Prepare for Inventory

Post Prior Batches

Prior to beginning the Inventory Count, ensure all open batches impacting current On-Hand
Inventory are posted. The following Warning message will appear, and will serve as a reminder

to handle these items.
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C- Inventory Count Wizard

1 Warning

I ! L Ttis highly recommended that you post all batches that affect inventoried items. Unposted batches that contain sales or adjustments of inventaoried items will not be included in the locked count.

Click, “OK” to proceed.

Select Area (For Clubs Using Multi-Inventory System)

For Clubs utilizing the Multi-Inventory System (Multiple Areas with Inventory), select area to be
inventoried. Start typing or Utilize Look-Up Button for assistance.

nuIJ b4
Process Count For Area:@olf ) Gy e
M a Lookup Yalue _ o | x Lock,
. Selected
Appetizers
Search:  golf| W & Guick Add
dels Unlock
Banquet O Marne: 4 Description Selected
Galf
Entrees Reset
Selected
Glowe
GalfBag —_—

Select Categories

Select Categories for inclusion into Physical Inventory. Select with Mouse (for Range), or
Control Select (hold CTRL and click with Mouse), for singular selections.

Process Count For Area:  Golf Shop

nem Calegory V| Total ltems 7| Locked On Hand 'V Counts Enlered 7 Locked On = i Lock

Cab / Mesitage 0 0.0000 B seected
Chardonnay 0 0.0000 Uriock
Club Reps 1 0.0000 S sdecd
Golf Acceaaanes N 0 0000
Golf Bags 28 0.0000
Goll Balls 30 0.0000
Golf Chaba 2 0 0000
Golf Clubs - Demo 7 0.0000 e

C OnHad
Goll Clubes - rons &0 0.0000 € e
Golt Clubs - Pusers " 0.0000
Gol Clubs - Wedges [y 0.0000
Golf Clubs - Woods 1 0.0000
Gl Gifts ® 00000
Gol Gloves 2 0.0000
Goll Headwes == 0.0000

(Al Mans Clathina a8 £ O -
14 i B
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C- Inventory Count Wizard

Lock Selected

Once Categories are selected, click the Lock Selected button. This will provide a snapshot in
time of system (book) quantities.

Process Count For &res:  Golf Shop o
e Caleger, 7] Totsl lieme 7] Locked On Hand 'V Counts Entered 7 Locked On r |;‘

Reart
Seected

Lock Date:
6/23/2016

Lock Type:
© OnHand
@ Avalable

Once Locked, the “LockedOn” quantity column will populate with the Lock Date. This may take a
few minutes to appear.

Process Count For Area:  Golf Shop N
e Calegory 7] Total ltems 7| Locked On Hand 7 Counts Entered On ﬁ Lock
Galf Accessaries o 100 0.0000 6222016 12:00 AV Sefected
Gelf Bags = 1000 D.0000 £222016 1200 AV @ ——
Goll Balle » -361.00 00000 | 6232016 1200 AV Sohucnd
Golf Cluba n 500 00000 B202016 1200 AV ﬂ ——
Galf Clubs - Demo 7 000 0.0000 6222016 12:00 AV ——
Goll Clubs - Iroes 0 400 0.0000 §232016 1200 Av ]| LockOe
T
Golf Cluba - Puers » 1200 0.0000 202016 1200 AV
Golf Clubs - Wedges 9 20 0.0000 w232016 1200 ]| Lok T
© OnHand
Goll Clubs - Woods ® 0 0.0000 6232016 1200 A
@ avaistle
Golf Gifa o 1800 00000 £222016 1200 A%
Golf Gloves 2 100 D.0000 6222016 1200 A%
Goll Headwes: P %400 0.0000 6232016 1200 A

Golf Mens Clothing *s 305,00 00000 \ 6222016 12:00 Av/
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C- Inventory Count Wizard

Print Count Sheets

To assist with the Physical Count Process, select, “Print Count Sheets.” Note that Printing
options exist to Show All Locked Categories or a Selection, Show/Hide Locked Count on Count
Sheet, and/or Paginate based on Category. The “Exclude Items with Zero Variance” will apply

only after initial counts have been entered.

Shoes 1

Side Nrders n

4] —

;'- j Print Count®™ - For Category: I(.ﬂ.ll Locked Cateqgories) j
Shests ¥ show Locked Count ©n Count Sheet,

[ start Mew Page On Count Sheet For Each Item Category,
[T Exclude Items With Zero Yariance

Example of Count Sheet

Count Sheet
Clubessential Office; Club at Grand

Golf Shop
GRANDKEY
L \f.itdgnll"l’l!l Count

Once printed, physically count the Inventory (either by hand, or with a Scanning device).

Enter Counts

When physical counting is finished, click “Enter Count Sheets” to enter counts. Counts may be

entered manually, or with the assistance of a *.csv file generated from a Scanning Device.

[ERRINININ]

PR LR =23
IC:i & Mrdars n 10N | _l_'l
3

A

Final Review

Enker Count
OFf Counts

Shests !

@ Print Count | For Cateqory: I(.C\II Locked Categaries) ﬂ
Shests ¥ show Locked Count On Count Sheet,
[T Start Mew Page On Count Sheet For Each Them Category.
[T Exclude Items With Zero Variance
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C- Inventory Count Wizard

Enter Manual Counts

To enter manual counts, type the physically counted quantities in the “Counted Quantity”

column.
Enter Inventory Count Sheet x
Item Category | ltem 7| SkU 7| UPC | Locked Quantity 7| Previous Count 7} Counted Cluantity Total -
Eallz Bridgestone BE30R> 100011047 301.00 0.0000 350 350.0000
Ball: Bridgestare Fixx Sle 100011052 0.00 0.00o0 2 2.0000
Eallz Callaway Hex Black 100011050 19.00 0.0000 21 21.0000
Ball: Pinnacle Jar Ball Sle 100011055 0.00 0.aooa o 0.0000
Ball: Precept Lady 10 Slee 100011048 0.00 0.o000 /" 0o 0.0000
B allz Taylor kade Burmer 10007 2008 0.00 ,&ﬁml/ 0.0 00000
Ball: Taylor Made Perta 51 100011062 0.00 00000 0o 0.0000
Ballz Titleist MAT Sleeve 100011058 240,00 0.0000 oo 0.0000
Ball: Titleist Pro' 1 Sleer 100011060 10020.00 00000 0o 0.0000
Ball: Titleist Pro1 w/ Log 100011230 43.00 00000 0o 0.0000
Eallz Titleist Solo Sleeve 100011056 2000.00 0.0000 oo 0.0000
Ball: Titleist Solo w Logo 100011722 358.00 0.00o0 0o 0.0000
Eallz Titleist Tour NxT Sle 100011721 1000 0.0000 oo 0.0000
Ball: Titleist Taur MxT w/ L 100011726 324.00 0.00o0 0o 0.0000
Ball: Titleist Welociy Sleey 100011057 £20.00 00000 0o 0.0000
15375.00 0.0000 w 373.000(0
[« | ©

% Cancel V' File Has Header

Imnpark Counks From z Count:
Scanning Device (*,csv) ERE SN

(Or) Enter Counts via *.CSV File

Export data from scanning device to a .csv file. Then, import data into system by clicking,
“Import Counts from Scanning Device (*.csv).”

| B

‘el Impart Counts From E S
B} Scanning Device (%.cavd




Inventory Count Wizard

Next, select (count) *.csv file, and click, “Open.”

-
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|
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Inventory Count Wizard

Save Counts

Once finished, click “Save Counts.”

— | v
-‘h"‘l‘ Fa
B ek Import Counts From | e
i { ER)  Scanning Device (*.csv) Nl
Vg

Review Variance Report

After clicking “Save Counts,” message will appear and will prompt user to review a variance

report (Count Sheet Summary).

- N T ol Nl NN

Vicw Summary

Woud you ke 0 vew a counl sheel summa y?

‘Ita- Mo

3 £ UL = DOLU

Click “Yes,” to launch Variance Report and view Differences between System Quantities (Book),

and Physically Counted Quantities (Physical).

Clubessentlal Office: Club at Grand 'L

GRANDKEY

Item Cost Locked Qty Counted Gty Counted § (nfterence itterence §
Golf Accessones

RLPolo Seck 1000 1806 $6.00 6.00 10.0000 $50 00 6.0000 $26.00
Anead Ball Markers 950807 s103 000 7.0000 N 7 0000 ST
Asxthe Pro 10001 1000 $7.13 U.00 2.0000 42¢ 2.0000 51426
Callawny Grips 100013180 $3.00 0.00 0.0000 0.0000 $0.00
Callaway Cart Bag Trar 960030 $130.00 0.00 4.0000 4.0000 $620.00
Callaway Impact Tape 100013189 $S0.00 0.00 0.0000 0 0000 S0 00
Calaway RangeFinde 100011673 $10.00 0.00 1.0000 1.0000 $10.00
Callaway Scorecard R 960712 $0.00 0.00 0.0000 0.0000 50.00
Calawny Stand Sag T 960640 $0.00 000 0.0000 0 0000 $000
Calaway UPro MX + C 960005 $0.00 .00 0.000C 0.0000 $0.00
CCC 1897 Tie 100012468 20.00 0.00 0.0000 0.0000 $0.00
CCC CW Bet 51700C 100012465 5117 000 0 0000 0.0000 S0 00
Clarermont 1097 Ties 950090 $0.00 0.00 0.0000 0.0000 $0.00
CNGWmneGlasses 100013267 $0.00 0.00 0.0000 0.0000 50.00
Felson Hoiein One Fr 58010 0 00 000 0 0000 0 0000 $0 00
Frizpatncs COC Cudn 950017 pieRee U 0.0000 L0000 Ko
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C- Inventory Count Wizard

Adjust Counts

After revisiting the Variance report, differences may be investigated. Additional inventory may
be found and/or counts verified again may yield a different result. To change quantities

previously counted, click, “Enter Counts Sheets” again.

JHuGs ] [ERNTNTNIN]

Qirip Mrdere n n.nnnn _Ij
K |

@ Print Count | For Cateqory: I(.C\II Locked Categaries) ﬂ
Shests ¥ show Locked Count On Count Sheet,
[” Start Mew Page On Counk Sheet For Each Them Category.
[T Exclude Irems With Zero Yariance

Enter Count : Final Review
Shests ! OF Counts

Note that a “Previous Count” column now exists. New counts may be entered in the “Counted

Quantity Column.”

Lnter laventory Coant Sheet

ltem Category ' hem w7 sKu 2| uPc 2| Locked Quantity vm Counted Guantity 7" malj
| T e

N -

14
Can [+ P— - e) Impart Counts From ] & Counts
ancel le as Heace (%) Scarring Device (*.csv) ;) SeveCos

“Total” column will reflect “Previous Count” + “Counted Quantity” Columns.

Example:

To decrease previously counted quantity from 60 to 59, enter “-1” in the “Counted Quantity”

column. Total will reflect new balance of 59.
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C- Inventory Count Wizard

To increase previously counted quantity from 60 to 65, enter “5” in the “Counted Quantity”

column. Total will reflect new balance of 65.

Once new counts are entered, click “Save Counts”.

— | L4 |
| _ Import Counks From | ‘E S
2 i ™ER)  Scanning Device (*csv) N
Y,

Adjusting/entering counts may occur as many times as necessary.

Finalize Counts

Once counts are reviewed and are deemed final, click the “Final Review of Counts” button.

Final Review
OF Counts

Final Variance “Diff” (difference/differential) will be shown.

Click “Print Summary” to capture details associated with the finalization of this inventory.

Fiter Summary By Count Sheet: Iﬁ.ltm.ru

$25.00 coce $50.00
GoMAccessories  Ahead Ball Mackers 100 | 000 000 70000 8721 70000 |

Goll Accesscnes Ask the Pro $1.13 0.00 $0.00 2.0000 $14.26
Gol ccessones Calleway Grps $3.00 000 $0.00 0.000C $0.00/
Golf Accessones Callyway Cant Bag Travel $72000 000 $0 00 40000 $520 00 00 52000
Goll Accesscnes Callaway Impact Tepe $0.00 0.00 $0.00 0.0000 $0.00)
Golf Accessonies Calleway Range Finder Bat $10.00 0.00 $0.00 1.0000 $10.00
Golf Accessones Callaway Scorecard Reade $0 00 000 $0.00 00000 $000 $0 0
Goll Accessones Callanay Starnd Bag Travel $0.00 0.00 $0.00 0.0000 $0.00 $00
Golf Accessones Callewsy UPro MX - GPS $0.00 0.00 $0.00 0.0000 $0.00) $0
Golf Accessonea CCC 1897 Tie $20.00 000 $0 00 00000 $000 $00
Goll Accessones CCC Cw Belt $120.00 $51.17 0.00 $0.00 0.0000 $0.00 $000
Gol Accessones Clarermont 1897 Ties $0.00 0.00 $0.00 0.0000 $0.00 tului]
Golf Accessones C'WG vine Glasses $0 00 000 $000 0 0000 $0 00 00000 s000
Golt Accesecrien Felson Hole in Une Frame $0.00 0.00 $0.00 0.0000 $0.00 0.0000 $0 O
Golf Accessones Fitzpstnck CCC Clubhouse $0.00 0.00 0.0000 $000
Golf Accessones FJ Cedar Shoe Tree $1550 000 w s000 -
% Cancel I exdude mems with Zero Vardance i \7’3 :L:i:'z:;‘::;
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C- Inventory Count Wizard

Print, or Save the finalized Count Summary.

Generate Inventory Adjustment Batch

To finalize the Physical Inventory process, click the “Create Inventory Adjustment Batch,” to have
system auto-generate the Inventory Adjustment that will be posted in conjunction with the
variances identified within the Physical Inventory process.

el N N el L

0 0000 $0 00 0 0000 ﬂm.ﬂ

o B )

After clicking the above button, a warning will appear asking for confirmation of the finalization

process. Click “Yes” to continue.

\ Are you sure you are ready to cesle an rvenlony adjusteent balch? This sl finslize your nventory process and you will ol be able to modify this batch fur e, Al counts sl be Sushed st Tis time,

——E=) -
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C- Inventory Count Wizard

System will generate batch and will appear for review. Click “Post Batch” to post to G/L.

’ 4 Y
Ecit Bt Mates| At Log
: FURE PR G .

Clubessential Ofhce: Club at Grand
Fvemtory Adustment Uatch Fostng Summay
Datch Comerol Numoer Frevew Only

Acevity Date G2202016

GRAND KEY

PREVIEW ONLY
G/ Posting
Account Debat Crednt
@ 00 1380-000 Irventery - Golf $52.718.42 $41,082.50
& 00-5700-050 COS - Merchardue Sews $41,002.50 $5278.42
Posting Total S0 81062 Sedgiom2
Inventory Adustment Detads J
SKU 8 tem adst=ent Descwton Lea Dane Ldustme~ Cost Vaue
0404 Bro v Tlesl " Physcal nvenlory Adpusime Gef Shop  &232018 400 51050 3381200
100017608  Adides Clmalee @ Physical mventory Adustment Gof Shop  GZA2016 100 $09% $328.50
10007 "848 Winn Grips Physcal nvenlory Adusimet Gof Shop  BQI2016 100 R 8%

Reporting - Inventory On Hand

To generate an On-Hand Inventory Report, navigate to Interactive Reports.

@ Membership

Expand Inventory Option, and choose “Inventory On Hand".

Inkeractive Reports « ? Club Inteligence Dashboard | 9 IManage Items

: H

;;9 Reporting Dashboard e ‘

B Data Gerie Report Overview

Display Mode: [ Search:

[+ Accounting

™ Financial Report Writer

Awerage Cost Reconciliation
- Due To Pro Reconcilistion

Irventary ©n Hand

i - Imvenkary Transackion History
Club Inteligence
- Imvenkary Transaction Summary Export

c [#- Ikem

‘ Accounts Payable [ Marketing
[#- Membership
[~ Paint of Sale

@ [#- vendor

Events




Inventory Count Wizard

Designate appropriate Area, and “View Report.”

Report Settings: | (Default) ~ [l save current Settings Make Public [ Provide Feedbac € View Reporl
AsOfDater | 7) 7f2016 = wendor: | <allz -
Areas:  Golf Ttem Cateqories:  Biling - Sales Tax,A
Detail Level: [1rem = ™ Include Ttems With Zero On-Hand
1 of 2 b M % | 3 A W | o0 - Find | Next
Clubsoft Acceptance Server I
Irvwenitary On Hand Repart

o club@ssential

Item Category: <All>

Vendor: <Al
Item Category s SKU# & Availab 2 On 2 Cost &+ Available : OnHand 2
[ Hand Value Value
B Appetizers
Inventory Test ltem 100012631 50.00 50.00 $0.00 $0.00 $0.00
Item Category Totals: 50.00 50.00 $0.00 $0.00 1000 ]

B Balls

Biidgestone BI30RK Sleeve 100011047 233,00 301.00 $11.24 $3,360.76 $3.383.24

Callaway Hex Black Sleeve 100011050 18.00 19.00 $2.95 $53.10 $56.05

Stixon Z Star Sleeve 100012010 2000 2000 $0.00 $0.00 $0.00

Tilsist HXT Slesve 100011056 836.00 840.00 $3356 $28,056.16 $28.130.40
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