
 

 

 

   

How to Setup  

Cycle Counting 
 



Introduction 

What is Cycle Counting and how do I setup my inventory to do this? 

Cycle Counting is an alternative method to doing an Annual Physical Count.  Each day a portion of the inventory is 

counted and updated. This allows any errors to be found and corrected in a timely manner. Each inventory record is 

ranked as an A, B, or C item. The A items are counted four times per year. The B items are counted twice a year. The C 

items are counted once a year. The items can be ranked as A, B, or C by sales, gross profit, or the number of issues.    

A items are the top 20%, B items are the next 30% and C items are the last 50% of the items (this depends on the 

option selected for sales or gross profit). 

These are the steps to setup Cycle Counting. Note: this is setup for each location. 

 

Cycle Count Code 

 

 

 

 

 

 

 

The cycle count programs are found 

on the Inventory menu > Cycle 

Counting 
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The first step in setting up the 

cycle count is to enter the 

dates that will be used for the 

cycle counting periods.   

Note:  Each year the dates will 

need to be changed to the 

current year. 

 

 

 

 

 

 

The next step is to run the 

assignment program.   

 

 

 

 

 

 

 

Then the operator will select the option to be used to rank the 

items. 
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When the program has finished running, it will display how many 

inventory items are ranked into each code. 

Using these numbers the operator will determine how many A, B and C 

items will be counted each day. 

A items will be divided by 60. (the average working days in a three 

month period) 

B items will be divided by 120 (the average number of working days in a 

six month period) 

C items will be divided by 240 (the average number of working days in 

one year) 

In this example: 

 1,456/60 = 24 

 2,183/120 = 18 

 3,639/240 = 15 

 

You can now go back into the Cycle 

Count Maintenance program and change 

the number of items to be counted for 

each code. 

Note: if you have a large number of 

inventory items that are no longer used, 

then you would want to do some cleanup 

so that these items don’t continue to 

show on your listings as items that need 

to be counted. You can check with your 

Support Representative about the best 

way to do this. 

Also, items such as labor or repair can be 

coded in the Inventory Master file as 

non-stocked on the miscellaneous tab. 

This will stop them from printing on the 

listing as items to be counted. 

Each day the Cycle Count Listing is run, and will be used to count the items. This report can be run in inventory item, bin 

number, or vendor number order. 
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After the listing is completed, the Cycle Count File Maintenance is used to enter the counts. 

 

 

 

 

 

 

 

 

 

 

 

After the counts have been entered, they will need to be updated. This is on the Inventory menu > Physical Count. 

Note: the comparison listing can be run to compare the on-hand amounts before and after. 

The Physical Count Update will need to be run to update the inventory items. Note: the Inventory Master record and the 

Inventory Transaction History will be updated with a Physical Count adjustment. 

 

 

Have questions? Feel free to send us an email, we welcome the questions! 
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