Kilwin’s Quality Confections
Franchise Store - Physical Inventory

A recent addition to the web based Kilwin’s Kitchen Store includes a Physical
Inventory System. This system uses both the web in conjunction with Microsoft Excel
to capture items, print count sheets, enter the counts for items and print the inventory
valuation reports for the store. You can opt to count a group of items or all items
during a physical inventory. Both Kilwin’s products as well as miscellaneous vendor
items may be included in the physical inventory. Additionally the web based item list
may be downloaded to Excel for further analysis and reporting.

All Kilwin's items are coded with a Physical Inventory Classification. The 31
classifications are listed below. The aim is to group similar items together to make
the actual counting more efficient.

Class Description Class Description
NA Not Assigned KRI Krispies
SF Sugar Free LBL Labels
APP Apples MMW Marshmallows
BEV Beverages MOL Molded Items
BOX Box Chocolates MSC Miscellaneous
BSK Baskets ORE Oreos
BUL Bulk Candy PLA Plates
CHO Chocolates PPL Paper Plastic
CHR Christmas PRE Pre-Packaged
CNB Corns & Brittles ROD Rods
EAS Easter RRP Ribbon, Wrap & Picks
FDG Fudge SBB Shortbread/Biscotti
FHN Fall/Halloween TWI Twists
FRU Fruits VAL Valentines
ICR Ice Cream WIN Window Boxes

ING Ingredients

The Physical Inventory process is divided into two main sections:

Generate Physical Worksheet
Update Physical Worksheet.

Each section has easy to follow procedures and allows for store personnel to print,
count and enter data through the on line Kitchen Store.

A history of prior physical inventories taken is also available for review. Below are
the step by step instructions for completing a physical inventory at the store level.
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To access the Physical Inventory system, sign into the Kitchen Store and navigate to
the Kitchen Items page. The Physical Inventory option is listed along the left side of
the page. Selecting this option displays the main Physical Worksheet application
areas which include:

1) Generate Physical Worksheet

Selecting which items you wish to count
Generating the Count Sheet File
Printing the Count Sheets

Counting and recording the quantities
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2) Update Physical Worksheet
a. Entering the item counts
b. Create Inventory Valuation Report
c. Printing the Inventory Valuation Report
d. Finalize Inventory

Getting Started
Step 1a — Selecting the Items to Count

When preparing to take a physical inventory you must first decide which items you
will count. The options available from the dropdown box include:

My ltems
All ltems
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Step 1b — Generating the Item file

Once you make your selection of what items to count click on Generate. The system
“captures” this data, creates an Excel spreadsheet and stores it for printing and
subsequent data entry. Below the Generate button the captured file name and date
will be displayed. This file name is a link to an Excel spreadsheet.
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The selected items are grouped into the Physical Inventory Categories and allow
you to print count sheets and enter the actual counts.

NOTE: You may only have one “ACTIVE” physical inventory file at a time. Once you
capture the items to be counted, the previous “capture” will be erased and a new one
created. You must Finalize the previous physical inventory process prior to
beginning a new inventory. If you have not completed a prior inventory the system
will display a warning message and allow you to erase any partially completed
inventory worksheet. Please follow the instructions carefully to avoid losing prior data

entry work.
Microsoft Internet Explorer @

b J Generate Mew Count Sheets?
‘-';"’ This will delete all counts that have MOT been finalized!

| Ok, d [ Cancel
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Step 1c — Printing the Count Sheets

Once the Excel data file is created in step 1b, you may click on the file name to open
and print the count sheets. Additionally, you can save this file to your local PC for

your own analysis.
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When you click on the file name the following dialogue box appears.

File Download [X]

Do you want to open or save this hle?

@ Mame: count_sheets,xls
Type: Microsaft Excel Warksheet

Fram: wiwnw, grsofbware, com

Open ][ Save ]| Cancel |
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4

Select the Open option to start Excel and open the count sheet file. When the
spreadsheet opens you need to print the count sheets. Simply print the Excel

spreadsheet using the print option within Excel.
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Each Physical Inventory Category prints on a separate page allowing you to
distribute the pages to multiple counters if desired. We recommend you work from
just one copy of the count sheets to avoid confusion.

If there are no items for a specific category then no Count Sheet will be printed. For
example, if you selected My Items in step 1a and you do not have any Fruits as part
of your store’s My Items, then no count sheet would be printed for Fruits. During the
entry of the item counts you will have an opportunity to add items to the count sheets
that may have been missed during the capture process.

Step 1d — Counting and Recording

The next step is to count the items in your store and record the actual quantities on
the Count Sheets. We recommend you pick a slower time of the day to count to
avoid items moving in and out of the locations as you sell or restock the shelves.
Also, if you count an item that is not listed on the count sheet and you want to include
this item in this physical inventory, record the item number, description, quantity and
cost on the count sheet. You will be able to add the item during the enter counts
phase.

It is important to note that you must count the items in the Unit of Measure that you
stock them. For example, item 500, Milk Tuttle 5# Box is purchased by box but
priced and stocked in pounds. Therefore, you would count or weigh the item and
record the quantity for this item.
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Step 2a — Entering the Counts into the System

Once a count sheet is completed you may enter the counts into the system. You do
not have to wait until all count sheets have been completed. You may enter the

actual counts into the system as you complete the sheets. Select the Enter Counts
option under the Update Physical Worksheet as shown below.
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The Enter Item Counts screen will be displayed as shown below. The items are
displayed for a specific Physical Inventory Category. Use the dropdown box to select

the category for the counts you wish to enter. Only the items for that category will be
displayed.
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Enter the counts for each item in the count box on the right side of the page using the
TAB key to advance to the next quantity entry box. Use decimals to indicate partial
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units of measure. Once you have entered quantities for items, be sure to click on the
Update Counts button to record your entries.

You may suspend data entry at any time and your counts will be saved in the system.

Once you have entered the counts for a particular item class, the system will add the
word “Counted” to the category name.

Admin
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You may enter the counts in any order you like moving from one category to the next.
Use the dropdown option to select a Physical Inventory Category. After you enter the
counts and hit the Update Counts button quantities are recorded and saved in the
system. You may exit the Physical Inventory system at any time and return to finish
the data entry.
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Entering Counts for “Missing” and “Non Kilwin’s Items

The physical inventory system allows you to count items not part of the capture
process including Kilwin’s items not part of the My Items selection as well as items
purchased from other vendors.

Use the dropdown box and select a category for Other Vendors.

AT

{2

Fabibian, Wrap 4 Pecks
Faocky

= bt v e R S
Sugar Frae

Twisls

et s

i diorw Buooers

e Wi of B askit
Cithear " d o B ervanaoey

Cittear " d o Cills

Dt et d on | o6 Crcammi
itheai et i o | recgposac s
O e ] KA’ s Bania

Aol A b ey Kol ' B el

Dithea " o Mo Chio pol ks T dy

ac MIE-Codked En
PRLE MIE-Ccanked Ea
APRLE WIS-Coked EA.
MEL AFFLE MIE-cookad Ea
| op
Hadbor 5prisgs
y Cambectiong 355N, Dradon  Palockay, M 35770 - Phome: (221] 2473200 - Fae (231) 247-B951

Page 8 of 13



Kilwin’s Quality Confections
Franchise Store - Physical Inventory

For example, if you have a supply of baskets to be included in the inventory valuation
which were not purchased from Kilwin’s you would select the Other Vendors Baskets
category. The system will display the following screen:

Kitckss Rems Account Hstary Mpse i Sre Predoct Franchixe Silm
Fwck Enter ltam Counts
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DestipGas Aot Class
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Baskats =

For each unique basket counted enter a description, unit of measure, unit cost and
total count and hit Update Counts. These items will be included in your inventory
totals as well as shown on the printed valuation report.

Certain non Kilwin’s categories include “hard coded” item numbers we assume you
may carry from other vendors. An example of this is Other Vendors Beverages.
While Coke products are not purchased from Kilwin’s, the system includes several of
these products assuming you will carry them in your store and want to include them
in your count.

In addition to these “hard coded” items there are empty spaces to add items to this
category. You may enter and item description, unit of measure, unit cost and
quantity counted. Once you hit Update Counts, these items will be a part of this
category. A sample of the screen is shown below.
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Step 2b - Creating the Inventory Valuation PDF

After the counts have been entered you may print the physical inventory worksheet.
From the Enter Iltem Counts screen select the Back button to return to the Physical
Inventory Worksheet page.
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Select the Create Inventory Valuation option from the Update Physical Worksheet
panel. This option collects the item and count information you have entered and
creates a PDF document for reporting the inventory valuation. Each time you select
this option a new PDF file is created and the name is displayed on the screen.

NOTE: Each time you select the option to Enter Counts and update your count file
the system removes the PDF Valuation report and you must select the Create
Inventory Valuation button to generate a new PD valuation report.

. AKtalen Siore.

Hechen liems Azcomad Higinny Made In S8san Paoducs Framchizsn SEs

Generate Physical Workshestl
[ —
B2iTTs | Wiy lems EEr s ne
| Generale |

| Crest Iivaninn daluson |

File Codind Shagta o
D520 7 2= 00 Fila: Cowrl Ehene C oo pdf
[BCT0s Of 2610

Friakza Counte |

& Qunlity Confociean - 355 M Omann- Petoskep, W A0P0) - Phone, (2310 3473000 - Fas (297 REE051

Each time you select the Create Inventory Valuation a new PDF file is created from
the counts entered. You may select this option as many times as you like during the
physical inventory process. The PDF contains a separate page for each Physical
Inventory class and shows the item, description, accounting class, unit cost, quantity
on hand and extended valuation.

Note: Due to the fact that costing information is used for the inventory valuation
reporting, proper user security is required to create the valuation report.
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Step 2c - Printing the Valuation Report

Click on the PDF file name located under the Create Inventory Valuation button. This
file is a PDF which will launch Adobe Acrobat reader on your PC and display the
valuation report. You may print the report using the PDF print icon.

In addition to the items listed in the valuation report a summary section at the bottom
of the PDF file groups all item extension amounts by Accounting Class. This
summary shows the accounting class as well as the total extended inventory dollars
for each accounting class.

To ensure that all items were counted, the system will let you know which item counts
have not been entered. If you do not enter a count for an item, the system will
assign a zero count to it.

Note: If you discover mistakes or omissions in the PDF Valuation report you can
always re-enter the counts and create a new Inventory Valuation PDF report. This
process may be repeated until you are completed with the count entry and updates.

Step 2d - Finalize Counts

Once you have entered all the counts, printed the Inventory Valuation report and are
happy with the results you should Finalize Counts. This option clears saves the
current counts to a history file and clears the counts in preparation for the next
physical inventory.

When the Finalize Counts option is selected a warning screen is displayed to verify
you have completed the inventory, printed the PDF valuation report and are ready to
complete the inventory. If you have not entered counts for all items within a Physical
Inventory category the system displays the warning message.

Microsoft Internet Explorer, EI

P Are vwou sure that vou have entered all your counts and want to lock the physical count numbers?
H_*/ The Following pheysical classes have NOT been completely counted:
' Apples; Baskets; Beverages; Box Chocolates; Bulk Candy; Chocolates; Corns & Britkles; Fall/Hallmween; Fruits;
Fudge; Ice Cream; Ingredients; Krispies; Labels; Marshmallows; Miscellaneous; Oreos; Paper Plastic; Pre-Packaged;
Ribbon, \rap & Picks; Rods; Shortbread)Biscotti; Sugar Free; Twists; Yalentings; Window Boxes

[ ok | [ Cancel
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You may continue to finalize the counts by selected OK or return to the inventory
system by canceling this step.

Once you Finalize Counts the system will return to the Main Inventory screen with
options available to begin a new Physical Inventory.

Past physical inventory valuations are available to view and print.
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Selecting the View Past Counts option will display a list of all past physical inventory
valuations showing the date, time, items counted, user name, and item valuation file
name. To view a past inventory valuation, click on the file name.

Kilckis Mo Wi Casi Aetount Histary i Sione Predecis Feanckise Site Admin
Back Past Prvsecad ©oumnds
1z pm My Tteme PaLL BERKAS Physical Counts 0920 2005 12 09,pdf
FiEd am My Ttpms PALL BEFKAS Fhysical_Counte D9_g0_FP00L 0258 pdf
230 am Fdy JEmme PALL BERKALE Phy=cal_Counts 02 30 2008 02 38.pof
Til2 am My Ikems PaLL BERFAL Phy=pal Counts £2 20 2005 OF_12.pdf
2:ZT pm My Jtama PHLL BERKAL Fhysical Counts 09 15 2006 15 Z7.pdf
5:21 pm Py JEmmes PALL BEFKALE Fhy=gal Counts 09 15 2005 17 21.pdf
51T pm Py Jtpime PalL BEFkAS Phy=pal Counts 059 15-2005 17 _17.pdf
Jikl pm Py Thmmme PALL BERFAD Phy=ipal Sount=s 08 15 2006 15 51.pdf
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