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PHYSICAL INVENTORY 101 
HOW TO PREPARE FOR AND ACCOMPLISH A PHYSICAL INVENTORY IN RFMS 

 

IMPORTANT NOTES 

 

DAILY PROCEDURES FOR INVENTORY CONTROL 

 

Taking a physical inventory is vital to keep your cost of materials, gross profit, and 

available inventory accurate. 

Physical Count requires that no activity relating to or affecting inventory records 

takes place during the count.  

 

Use Picking Tickets 

Enforce use of Picking Tickets 

Follow Picking Ticket rules 

Document all Inventory Discrepancies 

Use RFMS generated Inventory Tags 

Replace Inventory Tags when missing 

Keep Warehouse neat and well-organized 

Track & Document Excess Materials Returned 
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PRE-INVENTORY PROCEDURES 

 

PRE-INVENTORY REPORTS 

INVENTORY RANGE REPORTS FOR NEGATIVES 

 

Roll Inventory Range Item Inventory Range Reports: 

Inventory>Reports>Roll Inventory Range Report (Legal size paper 8 ½ x 14) 

Inventory>Reports>Item Inventory Range Report (Legal size paper 8 ½ x 14) 

 
These reports print detailed roll and item inventory information, based upon the framing 
parameters selected on the report generation screen. 

To prepare for the physical inventory, run these reports to find negative quantity inventory lines 
that may be lurking in your system. 

 

Set the date for inventory & let everyone know 

Assign someone to manage the physical count 

Establish counting teams and areas of responsibility 

Use a visual marking system to mark counted materials  

Verify all materials have RFMS inventory tags on them 

Segregate Cut materials & exclude them from count 

Segregate excess materials not in inventory & exclude 
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MATERIAL ANALYSIS REPORT FOR CUT/DELIVERED 

 

MATERIAL ANALYSIS REPORT FOR RESERVED/STAGED 

 

 

Material Analysis Report:  Sales Reports>File>Materials Analysis>Orders   

(Legal size paper 8 ½ x 14) 

This report includes many sort orders and framing parameters that will provide almost any 
combination of figures.  Configure the report parameters to list all Cut & Delivered inventory, and 
then configure to list all Reserved & Staged inventory. Ensure these materials are properly 
identified and even segregated from the physical count area. 
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OPEN ORDERS REPORT 

 

 

Open Orders Report:  Sales Reports>File>Sales>Open Orders   

 

This report will print a list of all open (not delivered or job costed) customer 
orders.  This report can give a listing of order lines that are Cut & Delivered, and 
then distributed to the salespersons for verification of the statuses of their jobs. It 
can also help identify jobs that may need to be closed prior to physical inventory to 
remove the Cut & Delivered lines from Inventory.    
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PRE-INVENTORY TASKS 

FIX NEGATIVE AVAILABLES – INVENTORY ADJUST  

 

 

FIX NEGATIVE or STUCK RESERVES – ACCESS CODE 

 

Inventory Adjustments: 

Adjust negative available quantities back to 
-0-. 

Inventory stuck in reserved status: 

Depending on if the reserve is stuck in Rolls 
or Items click on Fix Roll Inventory or Fix 
Item Inventory.  NOTE: This requires an 
access code to go into all the options for Fix 
Inventory. 

 

 

 

 

 

 

https://rfmsinc.zendesk.com/hc/en-us/articles/202516423
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ITEM INVENTORY CONSOLIDATION 

 

 
 
BATCH ROLL ADJUSTMENT 

 

Batch Roll Adjustment: 

Inventory>Utilities>Batch Roll 

Adjustment 

Rolls can now be scrapped in a batch 
rather than individually.  Rolls less than 
the amount specified will be 
automatically adjusted to -0-. 

 

 

Consolidate item 

inventory: 

This feature allows 
consolidating Item 
inventory onto a single 
record. Items must be 
costed to be eligible for 
consolidation & only the 
available amounts can 
be moved. 
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COUNTING SUPPLIES – HAVE AT THE READY 

 

WAREHOUSE PREP – STAGE THE ENVIRONMENT 
 

 

 

Prepare for the Count: 

Enforce a neat and well-organized warehouse. 

Ensure that all roll goods and item in the warehouse have computer generated roll or 
item tags on them. 

Counting supplies: Clipboards, Calculators, Pencils, Pens, Markers, Gloves, Box Knives, 
Post-It Notes, Caution Tape, Etc., Etc. 
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PHYSICAL INVENTORY REPORTS 

ROLL INVENTORY PHYSICAL 
REPORT 

 

ITEM INVENTORY PHYSICAL 
REPORT 

 

Roll Inventory Physical Report:  

Inventory >Reports>Roll Inventory 

Physical Report 

Item Inventory Physical Report:  

Inventory >Reports>Item Inventory 

Physical Report 

These reports allow more easily taking a 
physical inventory.   

Fields that display:  
• Roll / Item Number 
• Style / Item Name 
• Color / Description 
• Location 
• Reserve Amount 
• Amount Available 
• Physical Amount 
• Amount on Hand 
• Dye/Run Lot 
• Sidemark 
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PERFORMING THE PHYSICAL COUNT 

TEAMS OF TWO 

              

RECONCILERS 

             

RUNNERS / CHECKERS 

            

Performing the physical count: 

Mark each area or bin as it is counted. 

Prevent inventory movement during the count.  

Clearly mark any materials that should not be 
counted. 

Take a second look after the count to ensure 
nothing was missed.  
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RECONCILIATION METHODS 
 
MANUAL INVENTORY ADJUSTMENTS 

CUSTOMIZE ADJUSTMENT TYPES 

 

INVENTORY ADJUSTMENTS 

 

Adjustment Types- User Defined: 

Use this feature to add your own 
Adjustment Types to the drop -down 
list. 

 

 

 

 

 

 

 

 

Inventory Adjustments: 

This tool makes an adjustment to 

the highlighted inventory record 

and posts the information to the 

inventory History.  

These adjustments can then be 

reported using the Inventory 

Adjustments Report. 
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CUSTOMER ORDER FOR THE PHYSICAL COUNT 

 

 

Alternate Method for Recording Inventory Adjustments: 

Enter a customer order in the system to record adjustments to materials. This prevents any 

confusion around whether the adjustment is made for inventory that has not yet been costed, 

and through job costing, reconciles the gain/loss to the general ledger. 

Best practices for inventory adjustments for a gain/loss of material is to follow procedures for 

releasing goods from inventory including use of a picking ticket and explanation of what or 

why the material was given away, lost, or sampled in the line notes of each record. These pick 

tickets can be gathered and the order job costed each month. This is especially important for 

use tax states as it allows the system to calculate the tax liability for loss of material 

automatically.  
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BARCODED PHYSICAL INVENTORY  

 
BARCODED INVENTORY - ROLLS 

 

 
 
BARCODED INVENTORY - ITEMS 

 

 

Barcoded Inventory: 

Inventory>File>Barcoded 
Inventory>Barcoded Rolls 

Inventory>File>Barcoded 
Inventory>Barcoded 
Items 

The Barcoded Inventory 

module is used to take a 

physical inventory with a 

hand-held terminal 

(RFMS Tricoder), and 

then transfer that 

inventory information to 

the RFMS inventory 

system for 

reconciliation. Bar-

coded Inventory is 

convenient and reduces 

the time required for the 

taking of physical 

inventories.  
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RFMS BARCODED ITEMS 

  

 
RFMS Barcoded Items (R Code): 

This feature is an alternate method of reconciling physical item inventory and 

locations.  It utilizes the RFMS Barcode (called R barcode), which gives the same “R” 

barcode number to inventory records that match on PC, Item #, Name, Description, 

and RunLot.  It can also be used with Item Barcodes (I barcode records). If you have a 

Tricoder, it is used with menu option 3 for RFMS Barcode. 
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BARCODE DEVICES FROM RFMS 

 

https://www.rfms.com/product/scanner/

 

https://www.rfms.com/product/tricoder/ 

  

3of9 Barcode Font 

RFMS uses the 3of9 Barcode font for all barcode applications. The font can be downloaded 
under your customer portal at RFMS.com and is also available from any RFMS trainer. 

Handheld 

Barcode 

Scanner 

Use this device 
for all barcode 
applications in 
RFMS except for 
taking a 
Physical 
Inventory.  

RFMS Tricoder 

Use this device 
specifically for 
taking a 
Physical 
Inventory.  
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NOTES: 

 

 

 

 

 

 


