Stock taking

Starting for the first time
    stocktaking.doc         2015   011 792 4429 
The  STOCK SYSTEM consists of a screen (menu) from which other screens (menus) may be selected, by entering the relevant number and pressing enter.

DEFINITIONS:

INGREDIENT=STOCK

A food item (stock item) that can be added to a recipe OR used separately in a 

meal/menu.

Stock items also refer to enteral feeding products, and also to disposable items, such as paper bags, plastic wrap etc.

DELIVERY INVOICE

The invoice that is handed over on delivery of goods to the kitchen by the supplier. Each invoice has its own number, and the items delivered are listed with unit costs/item and the total costs indicated.

AUDIT



Track record of stock items (usage/rejections/delivery)

PURCHASE UNIT



The units in which ingredients/stock items are purchased.


For the purposes of this program: 
kilograms= KG e.g. meat








Liters=L e.g. milk








Each= EA e.g. apple

PURCHASE MASS

The mass of the ingredients to be purchased expressed in the specified purchase units.
STOCK STORAGE LOCATION AREA

Area of the kitchen (eg pantry/fridge) where a stock item is stored. This area is used for stock taking purposes.
GENERAL PROCEDURE:
To enter the  stock system, first enter the password: NATAL

To LEAVE the  stock system programs and return to your dos prompt/ windows desktop: select 1 and then ENTER
TO INDEX ALL THE  STOCK SYSTEM FILES: select no. 2
· These files are then indexed for computer usage
· This program automatically fixes many problems which can occur, to reduce down time and    to allow telephonic support

· This is a major time and cost saving feature of the system

· Should there be any problems, use this program
· Use this program as often as you wish

SUMMARY OF PROCEDURE TO BE FOLLOWED:

1. Enter STOCK details

2. DAILY: enter stock issued, rejected, delivered

3. STOCK-TAKING (daily/ weekly/fortnightly/monthly etc)

4. BACKUPS

PROCEDURE
1) STOCK DETAILS: S

· All stock details are entered here.

· Currently >700 items are already loaded

VIEW/UPDATE STOCK DETAILS

Note: Stock is coded as follows:

The first 2 digits indicate the FOOD GROUP HEADING, with the second 2 digits specifically designating each stock item with it’s own number within a food group.

FOOD GROUP HEADINGS- See appendix I

Examples of food group headings:



02 corresponds to FAT



07 corresponds to DAIRY PRODUCTS

Ingredients are then numbered according to the specified food group heading (See below)
Example of an ingredient code: CONDENSED MILK: 0722

(07 corresponds to the food heading group: DAIRY PRODUCTS)

1.1) Print the list of stock in STOCK CODE SEQUENCE:

Select 3 from the main menu, program C

Decide on codes to be deleted /added

Now select S from the main menu

1.2) Print the list of STOCK LOCATIONS

Refer also to suggested list of Stock Locations

-Appendix II

Correct and update your own list to suit your specified situation: L

Now print out a new list.

 P – Refer to this list when entering in your stock details.

1.3) DELETE any stock codes not used (ONLY IF REALLY NECESSARY) 

S – Go into the code and type spaces over the description.

Tip: It is advisable to leave most codes on the file 
(you never know when that item might become available/necessary, e.g. for functions)

1.4) ADD new stock codes: S

Decide on code number (the fist 2 digits indicate the FOOD GROUP HEADING, and the second 2 digits follow on from the last number used- see code list)

Type in the new code and its description
1.5) UPDATE ALL STOCK DETAILS: S

Type in the following for each ingredient:

-Package size

-supplier

Stock storage location area (refer to list)

-Minimum stock quantity (reqd. in stock)

-Cost per purchase unit

-Contract cost per unit

-Purchase unit (NB: IN KG/L/EA)

-Purchase mass

-Conversion factor (if using EA for each, to KG or L) E.g. 1apple=0.12KG

1.6) If required, print the new list of stock in code sequence-using 3 from the main menu, program no. C, OR A to print the stock alphabetical name sequence.

It is not essential to print out this list. Another way of finding a stock code is in:

Main menu, program number 4

Menu S, program number 4

Menu H, program number 4

1.7) To change a stock code, use Menu S program C

2) INITAIL STOCK TAKE: A

2.1)
Print a stock taking list: Menu 3, number 2

(This prints out in stock location order)

2.2)
 Manually count all kitchen stock –fill in on this list

2.3)  
Now select program A from the main menu:

-Type in each stock code (start with the first one, then use the page up/down keys to move through the files in the same order as on your stock-taking printout)


-Enter in the counted stock amount.

3) DAILY PROCEDURE: E, I, R
E: 
Stock items are delivered and checked against their deliver invoices.

(Check that stock deliver was actually ordered, and that it matched up to the quality specifications)

These invoices should be collected during the day, and then at a specific time each day (Eg between 1-2pm). This information is then typed into the computer into this program E

Procedure: 
Code each item on the invoice using program number 4

Go into E- type in invoice number, supplier, and total cost of invoice, food codes and the quantity delivered with its Rand value.


Once the invoices are typed in, the computer then automatically updates the stock file.


If necessary, these invoices can be corrected OR deleted, using C or D.
I: 
Stock items issued are coded and entered here- the stock file is then automatically updated.
R: 
Stock items rejected (rotten/sour etc) are entered here (again the stock file is automatically update)

4)    REPORTS: 3

STOCK TAKING

2
 STOCK TAKING LIST


This list is printed out in stock storage location order.


Stock items and their codes are listed.

Fill in the stock-quantity manually, and the adjust these amounts in program A (main menu)

(Any discrepancies between stock counted and the stock quantity indicated on the computer must be accounted for.)

L
CONTROL LIST


A list that can be printed daily.
A supervisor can use this list (also printed in stock storage location order) to fill in the daily issues and deliveries- and then to transfer this information daily onto the computer- thus updating the computers stock files.
3 STOCK FILE

This report lists all information entered in programs S, E, A, R, I (main menu) per stock item.

A total quantity of amount of stock used LAST month, and the quantity used month-to-date is also displayed.

4 STOCK-ON-HAND AND VALUE

This report lists current stock-on-hand and its total Rand value.

5 AUDIT MOVEMENTS OF A STOCK ITEM

This report lists all movements of a SINGLE STOCK ITEM: ie amounts purchased and delivered, issued and rejected, as well as the amount currently in stock.

If the stock quantity on hand is not the same as the actual stock then this program can be used to help account for the missing amounts.

6 SLOW MOVING STOCK

Infrequently used stock items are indicated in this report.

One can then easily determine whether certain items should ever be purchased again (not a popular menu item?), Or if one should check the shelf –life of the other infrequently used items (maybe used once a year for a specific function)

7 LOSS REGISTER

This report lists any stock items, their quantities and Rand values- as well as a total Ran value- that have been lost/rejected, over a set period of time determined by the user.

D
DELIVERY INVOICES

All stock items delivered over a predetermined time period: Quantities and costs are displayed.

F
INFLATION IN FOOD COST

Food costs, both old and current, and this the inflation for all food items over predetermined time period are displayed.

5) REPORTS: H

See screen summary: programs are self explanatory.

Decide on the report required- and select the relevant program.

1 To Leave


4
Search for a stock code


5
Search for a delivery invoice note


D
Delivery invoices (Amounts and costs) (what was delivered)


6
Search for stock used over time


7
Search for stock supplied by supplier


T
Search for stock supplied by supplier-summarized

Y
Yearly stock summary


8
Search all ward stock usage-summarized


9
Search for food cost over time

6) FILE MAINTENANCE

B
Backup of the data should be done weekly, and the backup diskette stored in a safe place.

Z
Restore of the data is only done if the programs must be copied onto a new hard disk or computer.


Contact Program Management (011 792 4429) before carrying out this procedure.

CHECK-LIST





SCREEN

PROGRAM
                                                                                    Menu 
1.1 STOCK DETAILS



1.2 STOCK LOCATION LIST


3

L
1.3 PRINT INGREDIENT LIST


S

C
1.4 (DELETE STOCK CODES)


S

S
1.5 ADD (NEW) STOCK CODES

S

S
1.6 UPDATE ALL STOCK DETAILS

S

S
1.7 PRINT NEW INGREDIENTS LIST

3

C
2 INITIAL STOCK TAKE

2.1 PRINT STOCK TAKING LIST

3

2
2.2 TAKE STOCK 




2.3 ENTER ON COMPUTER


A
3 DAILY PROCEDURES



3.1 ENTER IN DELIVERY INVOICE

E
(Manually code current menus)

3.2) ENTER STOCK ISSUED


I
3.3) ENTER STOCK REJECTED

R
4 
DATA OUTPUT: once all the above information is entered into the program, then only can all the reports can printed out, in menu 3 and H
