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1      Complete a stock take and put down the quantity of your existing stocks.  

 
 

2     Zero stock (To make sure the stock level back to 0)  

Click stock in the menu 

 

 

 

 

 

 

 



 

Click stock movement  

 

 

 

Click zero stock  

 

 

 

 

 



 

Select all stock and click ok (If you like to do one category at a time, please select specific 

category and click ok) 

 

 



If you never use stock control before, your stock level may be minus. 

Before zero stock  

 

 

 

 

 

 

 

 

After zero stock  

 

 

Make sure the inventory report looks like this in order to confirm that the zero stock was 

successful. 

 

 

 



How do I get such inventory report?  

3     Check stock level by running Inventory report   

Click stock in the menu 

 

 

 

 

 

 

Click Inventory  

 

 

 



4     Export your stock takes to the POS 

Click stock in the menu 

 

 

 

 

 

 

 

 

Click stock on the menu 

 

 

 



Choose the supplier and click export order. This time, we will take BATA as an example. 

 

   

 

 

 

 



 

By default, the file will be saved in my Document. But you can modify that path. 

By default, the file will be called Blank-Bata. But you can modify the file name. 

Click save to confirm  

 

 

 

 

 

 

 

 

 

 

 

 

 



Open the excel file. 

 

Select separated by Comma. Click Ok. 



 

 Put in your stock take. This time, we assume that the stock level for 3 of the Benson & 

Hedges products are 1,2 and 3 accordingly.  Save the document. 

 

5     Import your stock takes to the POS 

 

Click stock in the menu 

 

 



Click stock on the menu 

 

Locate file that you have modified (My document) and import the order  

 

Make sure the import is successful.  

 

 

 

 

 



6     Check imported orders report to make sure the correct product and quantity has 

been imported.  

Click stock in the menu 

 

 

Click on imported orders report. 

 

 

 

 

 

 

 



Select the date and run report, double check what you just have imported. If you import 

multiple time on the same day. Also check the date and time. 

 

 

 

7     Check stock level by running Inventory report again to make sure the import was 

successful  

 

Click stock in the menu 

 

 

 



Click Inventory  

 

 

 

Now the inventory report should look like this. 

 

Attention, please check the inventory report after you import an excel file in order to make sure you 

did not import the wrong file. 

 



8    What do we do when new stocks come in?  

In a week or a month after your first stock take, there will be new stocks coming in. You 

must keep your stock level up to date by doing following. 

Solution 1: By stock movement  
Click stock in the menu 

 

 

 

 

 

 

Click stock movement  

 

 

 



Choose a reason for the stock movement (move in or out) 

Click product search  

 

 

Scan your product or search it by category, sub-category or supplier.  Click execute.  

 



Select the product that you want, click Ok. 

 

Now, you can see the current stock level. We assume that we are adding 2 extra Cartons for 

the Benson& Hedges. We should click “2 * +”  

 

 



Now, you should able to see the Units has been changed from 0 to 2. 

 

 

Now, we are adding another product. 

 

 

When all the stock movement is done.  Click “=”. 



 

Click yes.  

If you are importing multiple products from specific supplier or category. You can also do 

the following. 

Scan your product or search it by category, sub-category or supplier.  Click execute.  

 

 

 

 

 

 

 



 

This time we select Imperial as supplier, click execute and tick the box “Select All”. Click OK 

 

The screen should look like this now.  

 



Select the product that you would like to modify and highline it. Click 5 and +, and now the units 

have changed from 0 to 5. You can use “+” to increase the number of units or “ –“ to reduce the 

number of units.  

 

Keep adding units of product to the list until it is completed then press the “=” to complete the stock 

movement. 

 

 



 

Click yes. And you docket printer will print out a list of products that you just imported. 

 

Solution 2: By importing new stock  
Repeat step 4 to step 7.  

 

 

 

9    Check stock level by running Inventory report (step 3) or by checking Inventory: 

Difference  

 

Click stock in the menu 

 

 

 

 

 

 



Click Inventory: Difference  

 

Select a field if you need it.  And run report  

 

 



10 You may wonder how the system works, such as, how the system deducts 

packets from a carton? 

Take Benson & Hedges 20 as an example, if we search sub-category “BH20”, we will able to 

find 6 products in the sub-category.  

 

If you check the “optional” tab for product 537 & 538, the products are linked to each other 

by putting in stick counts, sub product reference and sub product quantity. 

 

 

Let’s try to sell a packet of Benson & Hedges 20 classic and check the inventory report after. 



If we go to stock >inventory report (Step 3) and put BH20 for the sub-category.  Now we can 

see the carton of Benson & Hedges 20 classic has reduced to 0 and number of packets has 

increased from 0 to 9. (There are 10 packets in one carton)  

 

 

 

 

 

 

 

 

 

 

 

 

 



What if I refund this product? Let’s check the inventory again. The packet has increased 

from 9 to 10. 

 

 

 

 

 

 

 

 

 

 

 

 


