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1 Stocktake 
For preparation for the end of financial year, you need to ensure that your stock on hand is 
accurate within LOTS. This can be achieved via any of the following methods: 

 
(a) PharmaScan 
(b) Rolling Stocktake Print-Outs 
(c) Scanning Stocktake 

 
A description of each of the stock take methods and instructions are contained in the 
following sections. 

 
 

 
The recommended procedure is to perform regular rolling stock takes throughout the year.  A 
Rolling Stocktake means counting the stock, one section at a time, on a regular basis. This 
will keep your stock count up to date and accurate.  
 
Having a process of regular rolling stock takes should prevent the need for a rushed 
stocktake at the close of the financial year. Added benefits to this are accurate reporting and 
ordering throughout the year. 

 

Handy Hint! 
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1.1 PharmaScan 
 
Stocktaking with the PharmaScan is the preferred and easiest method of performing 
stocktakes in your store.  The PharmaScan provides the following benefits with regards to 
stocktaking: 

 
• Connected to your LOTS database in real-time you can stock take while the store is open 

and trading. The second that you key a SOH value it is directly updated into your LOTS 
database. 

 
• Opt to count your front shop and your storeroom separately with PharmaScan prompting 

to add to the SOH total. 
 
• Eliminates data transfer duplications and error potential. 
 
• Review product sales data on the spot.  
 
• Other benefits allow you to create and edit orders by simply scanning the required 

product. It also allows you to change prices and print new shelf labels.  
 

For further information regarding the PharmaScan unit please contact your local state office. 
 

Please Note: Corum also has a very limited number of PharmaScan units available for hire 
if this is a more suitable option for you.   
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1.2 Rolling Stocktake 
The Rolling Stocktake utility is a method of stocktaking whereby you generate a set of print-
outs to take to the shelf for counting.  The print-out displays the current SOH and allows 
space for you to write the correct SOH if different. After counting the section and writing the 
correct values on the print-out, return to the LOTS utility and enter any changed values. 

Please Note: If the store is open and trading this must be done without delay. 
 

From the LOTS ‘Start Menu’ 
select: 
 
1. Select ‘Tools’  ‘Utilities’ 

> ‘Stock Utilities’  
‘Rolling Stock take’ (as 
shown on Figures 1.1). 
 
 
 
 
 
 
 
 
 
 

 
2. You will be prompted to 

key in your staff ID. Select 
‘OK’ to proceed (as shown 
in Figure 1.2). 

 
 
 
 
 

 
 
3. The ‘Rolling Stocktake’ 

screen will display (as 
shown in Figure 1.3). 
Select the ‘New’ button to 
start a new stock take. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
Figure 1.1 
 
 

 
Figure 1.2 
 

 
Figure 1.3 
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4. The ‘Rolling Stocktake’ 

options and filters screen 
will be displayed (as 
shown in Figure 1.4). 

 
• You need to specify at 

this stage whether you 
require to include ‘All 
Stock’ or ‘Active Stock 
Only’ in the rolling 
stocktake. 

 
• Likewise, you can 

modify the ‘No. of 
Products’ that will be 
included in the rolling 
stocktake. 
Approximately 75 
products will fill an A4 
sheet of paper. 
 

• Use the Filters if you 
want to nominate a 
specific Department, 
Sub-Department, 
Supplier or Stock 
Group to stocktake.  
Leave filters un-ticked 
to stocktake entire 
store alphabetically. 
 

5. Once you have keyed in 
your criteria, select the 
‘Ok’ button.  

 
 
 
6. The rolling stocktake will 

be generated to include 
your search requirements 
and this will be displayed 
(as shown in Figure 1.5). 

 
 
 
 
 
7. Highlight the rolling 

stocktake you want to 
check and select the 
‘View’ button (as shown in 
Figure 1.5). 

 
 

 

  
Figure 1.4 
 

 
Figure 1.5 
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8. All of the products 
contained in the specified 
rolling stocktake will be 
listed (as shown in Figure 
1.6). Select the ‘Print’ 
button. A hard copy of the 
report will print. 

 
 
 
 
9. At this stage you are 

required to count the 
items on the shelf and 
cross check these items 
on the printout. Ideally the 
SOH on the shelf should 
match the SOH on this 
rolling stocktake printout. 
If these SOH figures 
differ, manually record the 
correct SOH figure on this 
printout. 
 
 
 

 
10. Once counted, you are 

able to correct the SOH in 
the ‘Actual SOH’ column 
only (as shown in Figure 
1.7). By updating the 
correct SOH value in this 
column, this will update 
the SOH in the stock 
cards. 

 
 
 
 
11. Once you have entered all 

of the correct stock on 
hand figures, choose the 
‘Save SOH Values’ button 
or alternatively select the 
‘Save SOH & Clear 
Stocktake’ button if you 
have totally finished 
working on that rolling 
stocktake. Select the 
‘Close’ button to exit. 

 

Figure 1.6 
 
 
 
 

 
Figure 1.7 
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1.3 Scanning Stocktake 
The Scanning Stocktake utility is useful for scanning items that are at hands’ reach of the 
computer as a method of quickly and easily amending stock on hand levels. 

 
1. From the LOTS ‘Start 

Menu’ select, ‘Tools’  
‘Utilities’  ‘Stock Utilities’ 

 ‘Scanning Stocktake’ 
(as shown in Figure 1.9). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. You will be prompted to 

key in your staff ID (as 
shown in Figure 1.10). 

 
 
 
 
 
3. The ‘Stock Search’ screen 

will appear (as shown in 
Figure 1.11). From this 
point you can either scan 
the item, key in the 
PLU/PDE or enter in part 
of the description. 

 
 
 
 
 
4. Select the ‘Search’ button, 

or simply press the 
<Enter> key, to proceed. 

 
 
 
 
 
 
 

Figure 1.9 
 
 

 
Figure 1.10 
 
 
 

 
Figure 1.11 
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5. When the item is 
displayed on the screen 
you can amend the stock 
on hand to be the actual 
stock on hand amount.  

 
 
 
 
6. This program also allows 

you to change the retail 
price, which updates the 
stock cards accordingly. 

 
 
 
 
7. Select the ‘Ok’ button to 

record your changes. 
 
 
 
 
8. A confirmation message 

for amending either the 
stock on hand and / or 
retail price box will appear 
(as shown in Figure 1.14).  

 
 
 
 
9. Select the ‘Ok’ button to 

record your changes. 
 

 
Figure 1.13 
 
 

 
Figure 1.14 
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2 Report & Backup 
Accurate End of Financial Year stock reports can be achieved once the entire store has been 
counted and the correct stock on hand figures are updated in LOTS.  
 
A backup should also be created and set aside incase you need to refer back to it for any 
reason. 
 
The below processes should be prepared at the end of trading on the 30th June. 

 
(a) Stock List & Value Report 
(b) Department Report 
(c) End of Financial Year Backup 

 
Note:  The SOH values in LOTS are always current, not stored, which is why you must 

generate the reports at the end of the financial year. 
 
Exporting reports has the additional benefit of allowing you to keep a ‘soft copy’ for future 
reference, allows further analysis of the report in external programs and it may be emailed. 
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2.1 Stock List & Value Report 
 
The Stock List and Value Report displays a listing of stock information dependent on the 
search criteria specified. Included in the report are the item’s PLU (price lookup number), 
Trade Name (descriptions of each item), List Cost, Real Cost, Average Cost, Mark Up, Retail 
Price, SOH (stock on hand) and the Extended Value (which is the cost that the report was 
generated via e.g.: List, Real or Average Cost multiplied by the Stock on Hand).  
 
At the very end of the report the total stock on hand is shown for the selected search, along 
with the extended value for all items. 
 
1. To access the Stock List 

and Value Report, from 
LOTS ‘Start menu’ select, 
‘Reports’  ‘Stock 
Reports’  ‘Stock List and 
Value’ (as shown in 
Figures 2.1). 

 
 
 
2. The ‘Stock List Report’ 

screen will be displayed 
(as shown in Figure 2.2).  

 
 
 
 
 
3. For an End of Financial 

Year stock report for the 
entire store you should 
select the filters ‘Active 
Stock Only’, ‘Exclude 
negative SOH’, ‘Exclude 
negative costs’ and select 
to base the report on ‘Real 
Cost’. 
 
 

 

Figure 2.1 
 

Figure 2.2 
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4. Once you have chosen 
your criteria select the 
‘Search’ button to 
generate the report 

 

 
Figure 2.3 

Active Stock Only  
When you place a tick next to this option a report will be generated with “Active Stock Only” 
only, which includes items that have been stocked, have stock on hand and have sales 
history. 
 
Exclude negative SOH 
This will exclude all products that have a stock on hand value of less than zero. 
 
Exclude negative costs 
This will exclude all products that have a negative List/Average/Real cost based on the 
selected filter. 
 
Real Cost 
By selecting ‘Real Cost’ the report will be generated to reflect the real cost value (including 
GST). The extended value and totals at the bottom are calculated with Real Cost. The Real 
Cost is the cost that you have actually paid for the goods which is usually the best buy price 
from the wholesaler and/or supplier. This price also reflects bonuses that have been received 
from the supplier. 
 
5. Once the report has 

generated it is previewed 
on the screen as shown 
in figure 2.4 

 

 
Figure 2.4 
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6. The total amount of Stock 
on Hand and Real Cost 
values are displayed on 
the last page of the report. 

 
 
7. By selecting the  button 

on the toolbar it will 
quickly take you to the 
last page of the report 
where the totals are 
displayed (as shown in 
figure 2.6). 

 
 
8. By selecting the  

button from the toolbar or 
by selecting ‘File’ and 
then ‘Print’ from the 
toolbar or alternatively 
select [Ctrl]+[P] will allow 
you to print the report. 

 
 
9. Once selecting to print, 

the ‘Print’ window 
appears. Within the ‘Print 
Range’ you are given the 
option to print ‘All’ Pages 
or to nominate a selected 
‘Pages’ range that you 
wish to print eg: 

 You 
can also select the 
number of ‘Copies’ that 
wish to print out. LOTS 
defaults to one copy, 
however you can click on 
the arrow up to print 
additional copies if 
required. 

 
 
10. Once satisfied with these 

settings select ‘OK’ to 
print. The report will print 
directly to the specified 
reports printer (as shown 
in Figure 2.8). 

 
 
 
 
 

 
Figure 2.5 
 
 

Figure 2.6 
 
 
 

 
Figure 2.7 
 
 
 

 
Figure 2.8 
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11. If the specified printer is 
incorrect select ‘Cancel’ to 
terminate printing. Go into 
‘File’, ‘Printer Setup’ and 
redirect the printing to the 
required printer from the 
listing in the drop down 
menu and next select 
‘OK’. 

 
 
12. Exporting the ‘Stock List 

and Value Report’ would 
be the preferred method 
as opposed to printing out 
possibly hundreds of 
pages that are contained 
within the report. 

 
 
13. By choosing to export the 

report this allows you to 
save a copy of this end of 
financial year stock list 
report to various other 
methods external from the 
LOTS Program.  

 
 

14. By selecting the  
button from the toolbar a 
screen will be displayed to 
allow you to ‘Export’ the 
Report (as shown in 
Figure 2.11). 

 
 
15. There are several 

different methods of 
creating the Export. The 
most commonly used 
‘Format’ type for the 
report would either be 
‘Word for Windows 
document’ or ‘Excel’. 

 
 
 
 

 
Figure 2.9 
 
 
 
 
 
 
 
 
 
 

 
Figure 2.10 
 
 
 
 
 

 
Figure 2.11 
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16. By choosing to export the 
report this allows you to 
have copies that are 
external from LOTS 
Program.  

 
 
17. Once you have selected 

the Format type you need 
to select where you want 
to save the report. 

 
 
18. Create a ‘File name’ for 

this report and select a 
name that would refresh 
your memory about the 
report that has been 
exported eg: Stock Report 
300609. Then click the 
‘Save’ button (as shown in 
Figure 2.12). 

 
 

Figure 2.12 
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2.2 Department Sales Report 
A Department Report, by date range, provides you with a listing of the sales totals for the 
given date range, grouped by either department or sub-department.  The report will show 
 
• Quantity sold 
• Total Sales ($) 
• NHS Value (if applicable) 
• GST amount 
• Gross profit ($) 
• Gross profit (%) 
• Stock value 
• Stock on hand 
• Return $/yr 
• Return/yr 
• Overall ‘Totals for all products’ 
 
 
1. From the LOTS Start 

Menu select Reports  
Sales Reports  
Department Sales Report 
(as shown in Figure 2.13) 

  
Figure 2.13 
 

2. Or using the LOTS 
search box you can type 
“department” which will 
bring up all the menu 
items that contain the 
word department. 

  
 
Figure 2.14 
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3. Enter your Staff ID (and 
password if required) 
when prompted. Select 
‘OK’ to proceed (as 
shown in Figure 2.15).  

 
Figure 2.15 
 

4. The ‘Department Sales 
Report’ screen will be 
displayed (as shown in 
figure 2.16).  

 
 
5. Ensure that you select 

the Date Range option, 
as shown, in the Report 
Type options.  Key the 
current financial year as 
the start and end dates. 

 
 
6. Select the level of detail 

that you require totals by 
either Department or 
Sub-department, from the 
Report By options. 

 
 
7. Select ‘OK’ to generate 

the report. 
 

Figure 2.16 
 
 

8. The report will preview on 
the screen using the 
criteria that you selected 
(as shown in figure 2.17) 

 
Figure 2.17 
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The Department Sales Report will be previewed on the screen.  You can nominate to narrow 
down to any individual department to display sales and additional information that have 
occurred within that department.  This can be achieved by double-clicking on a product group 
to view. Once you have selected this, the preview of the Department will be shown.  This 
displays all information regarding the items sold from that department. 
 
 
9. The total amount of Stock 

on Hand and Real Cost 
values are displayed on 
the last page of the 
report.  

 
 
10. By selecting the  

button on the toolbar will 
quickly take you to the 
last page (as shown in 
figure 2.18) 

 

 
Figure 2.18 
 
 
 

11. By selecting the  
button from the toolbar or 
by selecting ‘File’ and 
then ‘Print’ from the 
toolbar. 

 
 
12. Alternatively the 

keyboard shortcut 
[Ctrl]+[P] will allow you to 
print the report. 

 
 
 
 

 
 
Figure 2.19 

13. By selecting the  
button from the toolbar 
the following screen will 
be displayed to allow you 
to ‘Export’ the Report. 

 
 

 
Figure 2.20 

Handy Hint! 
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14. You will be prompted to 
select the format you 
wish to save the report in. 
Press ‘OK’ to continue. 

 
Figure 2.21 
 

15. Select a location on your 
computer to save the 
report then click the 
‘Save’ button. 

 
Note: If you select to 

export the report in Excel 
format the report will 
automatically open in Excel 
ready for viewing.  Save the 
report from within Excel. 
 

 
Figure 2.22 
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2.3 End of Financial Year Backup 
As a final procedure for the End of Financial Year it is recommended that you perform a full 
Backup of your LOTS Database and for this to be kept and not overridden for possible future 
requirements. 
 
Use a backup media for this backup that will not be re-used, such as a CD or USB Key, and 
label it clearly.  Keep the backup in a safe location preferably off-site. 
 
1. From the LOTS Start 

Menu select Tools  
Backup LOTS. 

 
Figure 2.23 
 

2. It is imperative that you 
DO NOT USE LOTS on 
any other computer whilst 
performing the backup. 

 
 
3. Insert your backup media 

into the appropriate drive. 
Select ‘Ok’ to proceed. 

 

 
Figure 2.24 
 

4. The ‘LOTS Backup’ 
screen (as shown in 
Figure 2.25). 

 
 
5. Select the ‘Backup All 

LOTS Program Files 
(Monthly Backup)’ option. 

 
 
6. Ensure that the correct 

drive has been selected 
and displayed in the 
‘Backup to:’ field. 

 
 
7. Select the ‘Backup’ 

button to commence 
backup.  

 
Figure 2.25 
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