Module 9 - Working with Weekly / Monthly
Routines

Overview

Managing stock is not a complicated process and only requires diligence and systematic thinking. This module
aims to give you some sound approaches and procedures for working with stock.

The learning objectives for this module:

By the end of this module, you will be able to:

Review the consequences of poor stock and financial management
Review Pilot POS stock terminology and concepts
Recognise the critical stock information that has to be captured onto the system

Indicate where in the material you can find the information for best practice procedures related to working
with stock

Review and practice procedures and routines for purchasing stock
Estimate and schedule minimum and maximum weekly order levels
Practice procedures and routines for working with the Stock Count Sheet.
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Common Mistakes When Starting Up - And How to Avoid Them
There are a number of common mistakes that new businesses make, such as:

e Poor stock and asset management

e Poor stock control

e Holding excessive stock.

B Think and Do!
Poor stock management ~
Poor stock management not only means that your capital is tied up

unnecessarily but that you also run the risk of losing perishable products.

One way of avoiding this is to implement good stock management
procedures to ensure that perishable products are used effectively.

Poor stock control
Efficient stock control means you have the right amount of stock in the right

place at the right time so that capital is not tied up unnecessarily. Having

good systems in place that enable you to keep track of stock levels and
values will allow you to free up cash, while having the right amount of stock

on hand. There are a number of ways you can approach stock control:

e Reorder when stock reaches a minimum level

e Carry out regular reviews of stock
e Use justintime (JIT) delivery to avoid excessive stock build up.

Holding excessive stock
Buying in bulk can seem beneficial at the time, but holding excessive

amounts of stock ties up money, particularly if the stock is not sold quickly.

If you stock raw materials and / or finished products, effective stock control
is the key. The costs of storage can also add up so such costs should be

considered when buying in bulk.
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Managing and Maintaining Stock Information on the System

The Stock system forms the basis for most of the weekly and monthly reports and it is therefore essential that a
systematic routine is followed to ensure that reports are accurate and consistent. Each step of this routine must
be completed before continuing with the next.

Think and Do!
Suggested Stock Routine

As there is a high turnover of stock within a restaurant, you should be counting stock on at least a weekly basis
for maximum control. By doing this, you can eliminate problematic areas before they become too big to resolve.
You can also learn to identify specific trends within your business for ordering and stock level purposes. This
routine should also be completed at each month-end, enabling you to draw reports for a monthly period.

Most sites make allowances for week-ends and month-ends that fall within two days of each other. This is to cater
for a situation if a week-end falls within two days of the month-end. In this case, a business would only perform
the month-end stock routines.
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Reviewing How Stock Terminology and Controls are Used

Although you may already know what stock is in relation to the business that you are part of, the point of this
section is to position how the Pilot POS System relates to the set up, daily management and reporting of stock

concepts. The Pilot POS System uses three stock types:
e Bulk stock

e Back stock

e Front stock.

Think and Do!

Purchases

v

Bulk
Stock

Back Stock

Back
Stock

v

Front
Stock

A A

Sales

|.> Portioned to _I |.> Issuedto —
Front Stock

Portioned to Front Stock

Think and Do!

Purchases

ADMIN SYSTEM

Duaily Controls

Prep Sheet

Y

Income Statement
[Foodcost)

Diaily

Batch

p  Bulk Sheer
F/veg Sheet
Drystock Sheat

Daily Purchases
Note When stock is purchased on a daily basis, Pilot
POS can automatically update the relevant stock levels:
e Bulk stock
e Back stock
e Food stock.
These stock items can then also be updated to the
relevant Daily Control Sheets.

Important We highly recommend doing daily stock
controls and updating the information to the Pilot POS
System. This tightens your control over stock levels and
directly influences the Food Cost portion of your Income
Statement.

Batch Purchases

Note Batch purchasing of stock does
not update your daily stock levels or
any of the control sheets. Batch
purchases update supplier
information and monetary value of
the relevant categories, items and
accounts for the period which you
have posted them to.
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ﬁ-) Think and Do!
Understanding Bulk Stock g

Bulk stock can be defined as any item which is received in a
bulk unit, which needs to be portioned for use, for example
heads of rump.

You receive this item in kilograms, but need to portion this
item into selling portions.

Note Bulk stock items need at least two items to be set up
in the Master File.

The bulk stock item will be allocated to the Bulk sheet, while
the portioned items will be allocated to the Prep sheet. They
are linked in the Bulk Sheet Setup section in the Admin
system.

Items portioned from Bulk stock items are then allocated to
either back or front stock status.

7N Think and Do!
Additional Information ﬁ(‘?

If you portion the bulk item and then return the portions to storage, i

which are not counted every day, then these portions are considered as

back stock. This affects the BSTK column in the Prep Sheet Setup by
adding to the quantity available in Back Stock.

If the portioned items are immediately included in your daily counts,
then they become front stock. This will be automatically reflected in the

FILL column in the Prep Sheet.
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[~ . Think and Do!
V..
.

Understanding Back Stock

Back stock can be defined as pre-portioned items that are ready to be issued
to front stock and available for selling. This category also includes items
used to produce recipes, like groceries, and items such as 340ml cans.

Back stock items only need one item to be set up in the Master File. If you
want to control these items daily, then allocate them to the Prep Sheet.

Set the BSTK column in the Prep sheet setup to Y.

I £
PREP SHEET w 3 i | g @
SETUP D D :
SotedBy CODE Sort Find Prin| PmtL Link Exit
- [mame [oone [Gre [owTRL [Poon [esTk [ FacTdR]  osace|  ave[- [«
e il section == oo 1 M 1] 0003
|- fresh chips (kg) ooz 1 M N 0003
|- frazen chips (kg) o3 1 M i -0003
" burgers - 100agr o4 1 \d N ooo3
" burgers - 120agr oos 1 \d i 8178
" burgers - 160agr noe 1 \d N 1.7790
" burgers - 200agr oo 1 \d i
1" biltong - 20gr [portion) oog 1 \s i
| | * gwize cheege dice - 20gr (por 009 1 \s h <_
| | * sliced cheese [each| o010 1 M A 9663
| | comon the cob [portion] o 1 Y hd 0003
- oil - icensed 1) o1z 1 M hd
| |7 rump - 100gr 013 1 Y hd
| |7 rump - 150gr 014 1 Y he 0857
| |7 rump - 200gr 015 1 \s N 9512
|_|* rump - 300gr 016 1 \s N 0003
|_|* rump - 400gr o7 1 \s hg
|7 rump - B00gr o1s 1 \s N 0907 j

Understanding Front Stock

Front stock can be defined as items which are received directly to front
stock. This category includes stock such as milk, fruit and vegetables.

Items in this category need to be counted every day, wherever they are
stored in your restaurant.

Front stock items only need one item to be set up in the Master File. These
items are then allocated to the Prep sheet, the F/\VVeg sheet or dry stock. The
Master File is then allocated to the Prep Sheet.

As a purchase for this item is captured, the system automatically updates the
front stock levels.

An item needs to be a front stock item if you want to include it on your daily
orders report.

Set the BSTK column in the Prep sheet setup to N.



Module 9 — Working with Weekly / Monthly Routines ¢ Page 9-— 7
Reviewing Weekly Procedures and Routines Related to Controls

Reviewing Weekly Procedures and Routines Related to Controls

The weekly routine deals mainly with stock taking and reporting on these stock levels. The weekly routine needs
to be completed in a specific sequence, as some steps can be taken before the Day End report and some may
only take place once the Day End report has been generated.

The steps listed below are for those using every possible control and report that the system has to offer. If you are
not using certain reports, then skip that item in the routine. The weekly and monthly routines are very similar,
depending on what reports you are using, and the frequency of which you clear certain reports.

Remember Refer to Module 8 — Using Pilot POS Daily Routines to Manage the Business for more information
about daily controls.

ﬂ Think and Do!

ﬂ Think and Do!
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0

ﬂ Think and Do!

ﬁ Think and Do!




Module 9 — Working with Weekly / Monthly Routines e Page 9-— 9
Reviewing Weekly Procedures and Routines Related to Controls

Understanding How Best to Enter Stock Counts

Before you count your stock, it is always a good idea to tidy your store rooms and fridges, and order them
according to your count sheet. This can save you time when you have to count. Take note of the units for the
stock item on the stock sheet, and count in that unit only. Some steps can be taken before the Day Close routine,
but as a rule, most of the stock routine must occur after the Day Close.

Tip You can count your bulk and back stock during the day, only if you are sure that you are not going to portion
or issue any items for front stock.

Creating a Stock File to Enter Stock Counts

This step creates the stock file that you will use to enter your stock take figures into. It is important that this step
be done after your Day Close routine is completed. The reason for this is that when a stock file is created, the
system draws in the Front Stock values from the daily prep sheets. If you create the stock file before the daily
reconciliation sheets have been closed off, then the front stock values represented in the stock file will be from the
previous day.

P Use the following information as a guideline to create a stock file and work with the Stock Entry functionality:

V- .‘5\} 1. Access the Pilot Admin program:
C‘i Admin SELECT STOCKFILE |

2. Select the Stock...Stock Entry DATE  JEADLE | E

menu option to display the Select

Stock File window: ¥ Cancel

———
stockple
Stock Entry =
STOCK SHEET 3 \:) ﬁ @ PREP | & INCLUDE
. DATE 30/11/08 N SHEET | (7 EXCLUDE
3.  When prompted for the date, click o Fd | pint | cale | Ext TEMS | B/5T0OCK ONLY
on the calendar button. Select the
date of the new stock file. This date e E’:T | costjumr | estk] sk "“L“Elil
must be for the last trading day that [ e chesse (E00) be 900 PORTION 624 B1152
has been completed. If you || cheddar bulk grated (ka) be o0 KGE 241 107 67
. _cheddau’mnzz mix 70g [portion] be 240 PORTION 200 480
Counted StOCK on Sunday nlght’ | | cheddar/mozz mix bulk k) be 31.50 KG
then use Sunday's date. If you [ oattage chunkybulk fkal be
counted stock on Monday morning, i o Prep Sheet ltems
. . N || gariic butter [KQ| c . . .
then you will still use Sunday's Jeman bultr kgl b This frame allows you to customise the view
date. [ mini butter kgl be you have in the stock file. You have three
Th . | |sliced cheese [ach) bc Options:
) ST Al S H ovmeas ™ = *Include This include all prep sheet items
window will be displayed. | A beverages be _ prep L
| :jazzlna sorup (1] " :e * Exclude This excludes all prep sheet items.
|| bubblegum syrup ] i i
|| ceres juice apple (200mi) be * B/ Stock Only This excludes all items that
| |ceres ice fkchi (200m) be have been allocated to back stock.
|| ceres juice secrets (200rnl) be

If no stock file is found
If the system warns you that no stock file was found, click on OK to create a new stock file.

When prompted to sort the stock file by location, select your option. If you do not have locations entered for all your stock
items, it is suggested that you do not use this option, as the stock file will not be in any logical order.

The system will create the stock file automatically and display it.
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Think and Do!

DEMO DATA

STOCK REPORT
Stack Date: 301108

ceres suwwaﬂﬁlﬂ

Stock Entry
Weekly Order
Order Status
Count Sheet




Module 9 — Working with Weekly / Monthly Routines « Page 9— 11
Working with the Stock Count Sheet

m Think and Do!

Working with the Stock Count Sheet

Although many business owners try and aim to count stock on a daily basis, it is often not feasible to complete an
accurate stock take of the entire inventory that a business may have. Weekly stock counting and reconciliation
with figures on the system can be done using the Pilot POS Count Sheet functionality. The Count Sheet is used to
record physical stock counts of your back stock and can be used to generate a "snap shot" of your file at a
particular time.

Stock Entry
Weekly Order

Order Status _ BE® 1 v |88 EE| o
Count Sheet

lpdats GOSSIP
STOCK COUNT SHEET
All Stock ltems
ITEM NAME WICOST STOCK COUNT

MINERAL S

1.00
330 grape tizer redd 6.00
330 grapetizer white 6.00
330ml sparletta 480
330 appletizer 6.00
320 tab 4.80
330 twist naartjie 4.80
330ml tizer pear 6.00
‘330ml twist man go 4.80
330ml-coke 4.80
330ml-coke lite 4.80
330ml-coke zero 440
330ml-creme soda 4.80
330mi-fanta grape
330mk-fanta orange 480
330mi-grenadilla twist 4.80
330mk-ift-peach nestea 4.40

<

|Pagel of 10
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-x Cancel
|

STOCK SHEET FREP |  INCLUDE
DATE 13/10/09 ' SHEET | ¢ EXCLUDE

Stock Entry
Weekly Order

Order Status _ Print Cale Esit ITEMS | ¢ B/STOCK OMLY

Count Sheet

fast

COST | UNIT B/STE F/STK VALUE | =
100 EACH
EO0 EACH
EO0  EACH
480 EACH
E00  EACH
480 EACH
480  EACH
EO0 EACH
480  EACH
480 EACH
480 EACH
440 EACH
480 EACH
481 EACH

Updale 230 grape tizer redd

330 grapetizer white
330ml zparletta

330 appletizer

330 tab

330 twist naartjie

330l izer pear

330ml bwist mango
330ml-coke
F30rnl-coke libe
F30rmk-coke zer

F30rml-creme soda

330mnl-fanta grape

330mnl-fanta arange

330rnl-grenadilla bwist

The F/Stk column will have
information about stock that has
been pulled from the Prep
Sheet that was closed when
doing Day End.

330ml-ift-peach nestea

EEEEEEEEREREEREEREREEEER

F30mk-lemon buist

Think and Do!
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Reviewing the Bulk Variance Report

The Bulk Variance report indicates losses that may have occurred in your bulk and back stock items by
comparing actual stock quantities on hand with theoretical stock quantities on hand. This helps you determine
whether you have a stock theft problem in these areas. This report is affected adversely by incorrect issuing to
front stocks or portion sheets and incorrect purchasing of quantities. You have to ensure that these procedures
are completed correctly before you can get an accurate report on bulk losses. This report works from your
previous stock file to the current stock file.

Extra Notes

DEMO DATA
BULK VARIANCE REPORT

Stock Date: 30/11/08 Value Limit:0
CATEGORY meaw

Butter & Cheese

brie cheese (60g) 98.00 -400 624 10.24 100352

cheddar bulk grated {kg) 37.00 291 29 10767
sliced cheese (each)

2lbeverages

banana syrup (k) 518 6.18 6.18 320
bubblegum syrup (1) 518 3.46 3.46 1792
ceres juice apple (200mf 1.75 -24.00 24.00 4200
ceres uice secrets (200m) 175 -6.00 6.00 1050
ceres sparking apple (275m) 340 8500 95.00 32300
ceres sparking rgrape (275mi 3.40 -7200 7200 24480
ceres sparking w/grape (275ml 340 -1200 12.00 4050
coke (200m) 333 -16200 192.00 63936
coke (340n) 369 40800 408.00 150552
coke lght (340mm) 369 19200 192.00 70848
coke kte (200mi) 333 -2300 23.00 7659
dry lernon (200rm) 333 -1800 18.00 5994
ginger ale (200rm) 333 -3000 30,00 9990
lemonade (200r)

irne syrup (k)
lipton lermon (330r)

ipton peach (330mi)
lipton raspberry (330mi)
ar0s appleberry (250m)
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i

Counting Stock and Estimating Weekly Order Levels

It is important to revisit and recall the importance of effective stock counting routines.

Think and Do!

setectStock e [N g -

X Cancel

Stock File L X ]
STOCK SHEET 2, C = INCLUDE
DATE 13410709 \_3 g_é ﬁ e EEEET (" EXCLUDE
_— Eind | Print | Calc  Exit ITEMS |  B/STOCK ONLY

NAME cat | 00ST [UNIT [ BssTK STK. WALLE |
> Ay 1.00)  EACH L
o 330 grape lizer redd Ay B.00 EACH
o 330 grapetizer white Ay B.00 EACH

330ml sparletta Ay 4.80 EACH
B 330 appletizer Ay £.00 EACH
I m
:330 bwist naartjie Ay Prep Sheet Items
p i - This frame allows you to customise the view
| 330ml-coks s you have in the stock file. You have three
| |330mkooke e 4 options:
|| 330ml-coke zero A * L. .

ik creme soda 2 Include This include all prep sheet items.
0kt grope an * Exclude This excludes all prep sheet items.
o 330rnl-fanta orange Ay
|| 330r0-grenaciila twist m * B / Stock Only This excludes all items with
o 330ml-i/t-peach nestea Ay B/STK set to no.
|| 330ml-leman twist By
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Estimating and Scheduling Minimum and Maximum Weekly Order
Levels

Weekly Orders are based on stock on hand and are used to estimate your order requirements from suppliers.
This functionality requires that you have set up the reorder levels in the Master File.

Setting Order Levels
Use the following information as a guide to setting weekly order levels:

1. From the Pilot POS Admin |
program select the MASTER FILE ™ =
Files...Master menu option to SETUP (& e \5’ w @ @

. . New Edit Find Print Cat Exit
display the Master File Setup
window: - [HeME [car | stock|  umim[ cost|sWEEr | -
P 200 ml cans 2z 0.00 FREF
Zhes [ || 240ml cans = z PREP
Plu Itemns I B00m| wines = 22 FREFP
o 750l wines = zz 1.00 FREP
Master | [# = account & sudit fees == #a NONE
. account/ audit fees ** %a 126,78 MNOME .
2. To set minimum and maximum [ | oo e~ - i
. = advert. general **
weekly orders for an item, | |* * advertising prom = || MASTER ITEM DETAILS & 0K | % Cancel
search for and select the item. || advertising spur =
. . | |® " aperitifs = #

1. Click on the Edit button to T = st esa o =L pusEelEn
dlsplay the Master ltems detalls |_|* ™ balance shest spur = Category Pilot Headings - Draily Drder I
window. 7 benkcnwes 47 | Stock Counl [ppco = Order Level 48

2. Use the Order Level and Order H Order Level The stock level at which Order OTY £
Quantity fields to confirm the [| reordering estimates must be implemented. Pack OTY [ =
order levels for the selected This field can be used as a minimum or a »
item =1 maximum stock level figure. Pack Descripion  |CA5E

: ; Order QTY The reorder quantity of the stack Cocl

3. Conﬂrm_the EJLEIILL Ievels_and item when stock levels drop below the order
description of the selected item. level.

4. Click on OK. Pack QTY The number of each individual

stock item contained in a bulk pack, for
example 24 for cokes.

Pack Description The description of the
bulk pack, for example case for cokes.

Think and Do!

Running a Minimum Stock Level

This Pilot POS ordering system enables you to run stock levels that
reorder a set quantity of stock (Order QTY) when the stock levels drop
below a pre-determined stock level (Order Level).

To run this type of ordering system, you need to confirm and enter
figures for both the Order Level and Order Qty fields in the Master

File.

For example, if an item’s order level is 20 and the order quantity is
100, when stock levels of this item drop below 20, the system will

order another 100 units.
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G - Think and Do!
"
P

G~ Think and Do!
Vap
P

Running a Maximum Stock Level

This Pilot POS ordering system enables you to run stock levels that
reorder up to a set maximum quantity (Order Level) when the stock
levels drop below a pre-determined stock level (Order Level).

To run this type of ordering system, you only need to enter figures for
the Order Level field in the Master File. The Order QTY field must be
left blank.

For example, if an item’s order level is 50 and stock levels for this item
drop below this level, let’s say to 40, the system will order 10 units of
the item to bring stock levels up to 50 again.

Using Pack Descriptions to Set Stock Levels

The Pilot POS ordering system allows you to order in bulk packs,
however the item's unit may be single units.

To run this system, you need to enter the number of units (Pack -
QTY) that a bulk pack contains.

You also need to enter the bulk pack name (Pack Description), so that
the Orders report prints this out.

For example, if you are ordering 24 cokes and your pack quantity is
set to 24 and pack description is case, then the system will convert
the order for 24 cokes into an order for 1 case.
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|SUPFLIER
| rib warld
|
|

| maszter distributars

I iztribul

& Add Supplier

View All
Supplier . i

| target foods
Il

WEEKLY ORDER
STOCK DATE 02/12/08 § Q!ige \;’ M éﬂ M? ? ?
Fin Supplier iew eCom  MailBox Prin il

ITEM PRICE ORDER [SUPFLIER PACK.
cheddar bulk. grated (ka) 35.00
cheddar/mozz mix 70g [portion) 240 mazter distributors
fresh cream (It] 1355 mazter distributors
bacon - 80gr 24 mazter distributors

Think and Do!

Please "REPFLY"
§0rder Detailsg

to confirm this Order

ITEM
cheddar bulk grated (kg)
cheddar/mozz mix 70g (portion)
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Generating the Weekly Orders Report

Weekly Orders are used to estimate the placement of orders with suppliers. The information contained in the
report is based on stock on hand. It requires that you have set up the re-order levels in the Master File.

Note A Weekly Orders report can only be created once all your stocks have been entered into the stock file and
a stock update has been run. Once all your information is captured, you can generate a printout per supplier, or
an e-mail order for the supplier.

Stock Entry
Weekly Order
Order Status
Count Sheet

o | %

WEEKLY ORDER

STOCK DATE 02/12/08 a a o M g ﬁ & 9

Find | Chamge e, eCom  MailBox | Print Exit
Supplier

Update

ORDER

SUPPLIER
i waild

brie cheese (0]
cheddar bulk grated [ka)
cheddar/mozz mix 70g (portion] 2.40 20 master distributors
cheddar/mozz mix bulk(kg] 3150 target foods
cottage chunky-bulk. [ka) 2599 target foods

master distributors

feta cheese [kg) 21.50 target foods

garlic butter [kg) 26.45 laraglen superspar

lemon butter (kg) 26.94 vector

mini butter (ka] 3|70 vactar

sliced cheese (each) 0,79 vechar

= beverages = nion standard supplie

2| beverages 14.04 tritor bakery

330ml - pilot kest 1.00 2 CASE (24]
banana syrup (It] 5.18 arcangelos

bubblegum syrup (It] arcangelos

Think and Do!

S S e . Z D &

Find | Change o eCom  MailBox | Print
Suppher
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[ @E® v 1|58 BE| goe

DEMO DATA
PURCHASE ORDER

abi postmix orders ACCOUNT: 1901072
ATTENTION: dominige TEL: 879-9600 FAX: 4566TC

ITEM STOCK  PRICE ESTIMATE ~ PACK
creme soda postmix (i)

sprite postmix (It)

acs catering ACCOUNT:
ATTENTION: Wendy TEL: 979-2067 FAX:

ITEM STOCK  PRICE ESTIMATE  PACI
knives - butter

Jugs milk

|Page 2 of 18
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Viewing the Order Status Report

The Order Status report is used to check up on what stocks have been received from your suppliers. You can use
this report to ensure that suppliers are not short delivering or delivering erratically. To use this report, you need to
be completing purchases on a daily basis as well as using the Weekly Orders system. As stated before, you need
to use all functions of the system to gain exceptional control on all aspects of the business.

Stock Entry
Weekly Order
Order Status

Count Sheet ORDER STATUS Q a S
ORDER DATE:02/12/08
- Select Find Print Detail

Updale SUPPLIER: ALL 2 L L L

SUPFLIER ORDER | RECEIVED
brie cheeze [B0g) 10.00
cheddar bulk. grated [kg] master distibutars 15.00
cheddar/mozz mix 70g (portion]  master digtibutors 20,00
cheddar/mozz mix bulk[kg) target foods 25.00

ﬁ Think and Do! e a & %

Select Find Print Detail




