-\ VUMC

workday. | BUSINEss
EDUCATION

Create a Count Sheet (Desktop)

Inventory count sheets can be created in Workday to schedule the automatic generation of lists for inventory item
balances that need physical confirmation during the next count. These counts will occur periodically based on specific
department needs. Prior to the completion of a physical count on a handheld device, a count sheet must be created on
the Workday desktop application. Follow the steps below to complete the Create Inventory Count Sheets task.

Create a Count Sheet
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1. Search Create Count Sheet task in the search bar. create count sheet ?
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2. Select the preferred Run Frequency. ,}
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3 Select OK. Create Inventory Count Sheets y
Task 3
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4. Enter Request Name for the count Sheet.
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5. Select Physical Count in the Adjustment Reason field.
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6. Enter the necessary number of Counts Per Sheet. This field determines ifwl::re:’:lte Inventory Count Sheets
how many items will be separated onto each count sheet.

7. Enter the appropriate number into the Last Count Day Greater Than Run Frequency * | Run Now v

o Run Once in the Future

Daily Recurrence

field to avoid counting items twice within a specific period.

select one

8. Select OK.

9. Select Magnifying Glass Icon to view the count sheet.

10. View the Count Sheet Document Number which will be necessary for

the Physical Count. weekly Recurrence
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Submit a Physical Count (Handheld)

Physical Counts are counts of inventory in storage areas by hand that are submitted to Workday to ensure the system

accurately reflects available inventory. After a count sheet has been created on the Workday desktop application, a

Physical Count can be completed on a handheld device. The steps to complete this process are shown below.

1. Select the Inventory app.

2. Select the Count Inventory Task.

into the count.

Submit a Physical Count

3. Choose the appropriate Inventory Count Sheet number that was created
prior to the physical count (see Step 8 on Page 1).

4. Enter the counted quantity of each item. Check the Zero On Hand box if no
items are on hand for a certain item number.

5. Select Next Item, and repeat for all items in the count sheet.

6. Review all items. Any items without a green check have not been entered

7. Select Submit. Once submitted, item quantities will be updated.
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It's Friday, May 13,2022
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116687 - REAGENT CONC ICT DILUENT1 KIT
REAGENT CONC ICT DILUENT1 KIT

B6S2A

116688 - REAGENT ICT INT REF2X2L
REAGENT ICT INT REF2X2L
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26921 - CUP SMAC 5ML
CUP SMAC 5ML
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115448 - GLOVE STERLING EXAM NITRILE MED LF
GLOVE STERLING EXAM NITRILE MED LF

B6S2D

115447 - GLOVE STEo EXAM NITRILE SM LF
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Please email BusinessEducation@vumc.org.
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