
COPY ACTUAL TO VARIANCE STOCK 

 

1. Enter and SAVE the actual 
stock take 

 
 

2. Select all the items on the stock sheet from the 1st SKU code to the bottom right of the last 
stock item on the stock sheet. Right click and COPY 

 

 

 

3. Go to the VARIANCE stock 
take 

 
 

4. Select the applicable COST 
CENTER 

 
 

 
 

5. Select the applicable stock 
take date on the calendar and 
click on CLOSING STOCK. 
 
** All stock takes must 
always be entered as the 
CLOSING  STOCK 

  

6. Click UNIVERSAL IMPORT 
 

7. Paste the Actual stock into the 
block under the yellow header 
and click GO. 

 

8. Select the 1st column as the 
SKU code and the 2nd last one 
as the STOCK COUNT 

 



9. Click on CONTINUE 
 

10. Scroll to the bottom of the 
screen and click IMPORT  

11. Select OK 

 
12. Import is complete 

 
To view the Variance report 
navigate to PERIOD 
VARIANCE REPORT. 

 
13. Once all variances are check 

any all necessary adjustments 
have been made, navigate to 
the Variance Closing stock 
and click on FINALIZE / 
ACCEPT STOCK. 

 

 


