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Why do we take Inventory?

There are a number of reasons . . . 
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COGS
Taking inventory allows a business to determine how
much merchandise is in their store. By knowing how
much inventory is on-hand, management can calculate
the cost-of-goods sold, and consequently, the profitability
of their business.
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Theft
Taking an accurate inventory count can expose items that
have a High Theft Rate. This allows managers to better
monitor or move these items to a more secure location within
the Student Store.
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Data Entry Errors
When employees incorrectly enter items, quantities or dollar 
amounts from vendor invoices, the store inventory is affected 
immediately. Taking inventory locates these discrepancies, 
which allows entries to be made to correct them.
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Cashier Errors on the Terminal
Every time a cashier makes a mistake or rings in the wrong item, it 
incorrectly changes the store inventory. Workers are encouraged to 
bring mistakes to the attention of management immediately to 
better control cash and inventory errors.
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How do we take Inventory?
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There are 3 STEPS involved in 
Taking A Month-End Inventory:

1. Counting the Merchandise

2. Entering Counts in Computer

3. Submitting Documentation
to Student Activities
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Important Tip!

Before Taking Inventory . . .

Make Sure ALL invoices have been entered 
into the InTouch Student Store Inventory.
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Important Tip!

Before Taking Inventory . . .

Create a file folder on your computer where you can 
keep all the Inventory Adjustment Excel Files.  
At the end of the inventory data-entry process, you 
will be prompted to save the Excel file.

101/2/2019



Important Tip!

Before Taking Inventory . . .

Remember to write-off all “Breakage” and  “Spoilage” 
items, as these will not be entered into your physical count.  
Failure to do this prior to taking inventory may result in the 
“duplicate write-offs” of these items. 
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Temporarily Close Store

 When taking inventory, close the Student Store.  
Transactions in InTouch cannot occur, and merchandise 
cannot be sold from the time you print your Inventory 
Count Report until the final number counts have been 
entered into the InTouch Student Store Inventory module.
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Print an Inventory Count Form

 Log on InTouch Student Store Manager

 Click on Reports

 Click on Inventory Count Form

 Select ALL VENDORS

 Select the Category to be Counted

 Select BLIND QUANTITY

 Select SHOW REPORT  

 Print Report
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The Inventory Count Report
Depending on how many students are available to help
with the inventory will determine how many copies to print.
Each group can do a section of items, or overlap items and
compare totals when finished.
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TEAMS of “2” or MORE
Creating Teams of “2 or more” is the Most Productive Method 
of Taking Inventory.  This method is also District Policy, as it 
implements its own standard of “Checks & Balances.”

#1 Person Counts #2 Person Writes
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Exact Counting Only!
There should never be any 
“Guessing” or “Estimating” 

when taking inventory. 
Take an exact item Count. 

Locate all merchandise 
within the store for each 
line item.  Every single 
unit must be counted.
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Zero is a Number, also!
When taking inventory, please do not skip lines.  Any items 

that are sold-out or no longer being sold should have a “zero.”
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Visually Check the Numbers
 Compare totals on duplicate Inventory Count 

Reports.  Have students re-count any items that 
do not match perfectly on multiple count forms.

 Ask students to re-count any items with 
questionable tallies.  

(For example:
If you know you have two full cases of Fruit Punch G2 on hand, 

but only 10 items were counted, ask students to count again 
and direct them to check for extra stock).
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Entering the Numbers in 
InTouch

When you have completed counting and are satisfied with the 
accuracy of the numbers, the inventory tallies may then be 
entered into InTouch.
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Adjusting Inventory

 Log on InTouch Student Store Manager

 Click on Inventoy

 Click on Adjust Inventory

 Select the Category that was Counted

 The Category that you chose will be displayed:
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Enter Numbers in Adjustment 
Column

Enter the numbers from the Inventory Count Form in the 
Adjustment column.  The Adjustment column is your 
inventory on-hand for each item.

(Note:  Numbers can only be entered and/or edited within the two blue    
columns on this page.)
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As you enter numbers, the computer will calculate the Variance and 
Cost Variance for you.
Do not leave any lines blank in the blue Adjustment Column, 
including items with zero quantities. 
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Verify Average Costs
The Average Cost of each item also needs to be checked. Errors 
from incorrectly entering invoices will be reflected in not only the 
quantities on-hand, but also in the calculated average cost of an 
item.  For example, the AZ GREEN TEA Average Cost, listed below, 
is incorrect.
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Knowing that all the AZ Drinks cost the same, the vendor price from 
a similar item can be used.  However, in some cases, past invoices 
may need to be checked in order to acquire the correct Average 
Cost of an item.  Do a quick visual check of the Avg Cost for each 
item, changing incorrect items, as needed, to reflect their correct 
cost.
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Comment & Save
At the bottom of the Adjust Inventory Screen, type these 4 
lines in the Comment Box:

 Student Store Name
 Date
 Reason & Item Category of Inventory
 Your Name

 Make sure the Reason Code is: Physical Inventory
 Click Save
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Save an Excel File
When prompted to Save as an Excel File, Click “Yes.”

Locate the Inventory Adjustment Excel File that was created earlier. 

The file name will automatically 
show as “Adjustment” plus today’s 
date.  Insert the Inventory 
Category (in this case: Drinks) 
at the beginning of the file name.
This will help you locate the file.
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Signatures Needed
The individuals taking inventory need to sign the 
bottom of the Original inventory count pages. 
(Two signatures are required per page)
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Inventory Complete

 As soon as the Inventory Numbers have been entered into 
the InTouch Inventory Adjustment Module and Saved, the 
Student Store may reopen.
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Inventory Guidelines
 The Student Stores will be conducting a month-

end inventory count each month of the school 
year.

 There will be at least one category per month to 
be counted. 
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One Week to Complete . . .
 Since each Student Store’s workers and delivery 

dates are different, choose the day of the week 
that best fits your store’s schedule. 
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Submit Documentation

31

Inter-Office Mail the Original Count Sheets with 
Signatures to: Student Activities / Kristina

Send an Email with the Excel File to: 
Kristina Hansen:   khansen@mpsaz.org

-and-
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 Inventory must be taken in Teams of “2” or more.
 Make sure students understand the importance of taking 

accurate inventory counts.
 There should never be any guessing or estimating of 

numbers. 
 Choose a day where your stock is at its lowest, and there 

are ample volunteers.
 Never throw away the Blind Quantity Count Forms; they 

need to be signed and then submitted to Student Activities. 
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Thank You!
Though it may seem like a lot of work, keeping accurate 
inventory records is extremely important to the running of 
any successful business.  Inventory controls are present for 
the protection of the manager and all the store workers.

The huge volume of product and the large amounts of money 
that circulate through the MPS Student Stores make accurate 
inventories essential to the accountability and profitability of 
each student store, as mandated by District policy.  

Thank you for the pride & commitment that you put forth 
each day within your Student Store.  

331/2/2019


	TAKING A MONTH-END�INVENTORY�
	Why do we take Inventory?
	COGS
	Theft
	Data Entry Errors
	Cashier Errors on the Terminal
	How do we take Inventory?
	Slide Number 8
	Important Tip!
	Important Tip!
	Important Tip!
	Temporarily Close Store
	Print an Inventory Count Form
	The Inventory Count Report
	TEAMS of “2” or MORE
	Exact Counting Only!
	Zero is a Number, also!
	Visually Check the Numbers
	Entering the Numbers in �InTouch
	Adjusting Inventory
	Enter Numbers in Adjustment Column
	Slide Number 22
	Verify Average Costs
	Slide Number 24
	Comment & Save
	Save an Excel File
	Signatures Needed
	Inventory Complete
	Inventory Guidelines
	One Week to Complete . . .
	Submit Documentation
	Slide Number 32
	Thank You!

