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Copyright and Legal Information 

Copyright BatchMaster WEB-Physical Count Process © 2026 by BatchMaster Software. 

All rights reserved. 

Your right to copy this document is limited by copyright law and the terms of 

the license agreement. As a software licensee, you may make a reasonable 

number of copies or printouts for your own use. Making copies for any other 

purposes constitutes a violation of copyright law. 

Trademarks The names of actual companies and products mentioned herein may be 

trademarks or registered marks of their respective owners in the United 

States or other countries. 

The names of companies, products, persons, and/or data used in the 

examples are fictitious and are in no way intended to represent any real 

individual, company, product, or event, unless otherwise noted. 

Warranty Disclaimer BatchMaster Software disclaims any warranty regarding the example data in 

this documentation, including the warranties of merchantability and fitness 

for a specific business use. 

Limitation of Liability The content of this document is provided for informational use only, is 

subject to change without notice, and should not be construed as a 

commitment by BatchMaster Software. BatchMaster Software assumes no 

liability for any errors or inaccuracies that may appear in this document. 

Neither BatchMaster Software nor anyone else who has been involved in the 

creation, production, or delivery of this documentation shall be liable for any 

indirect, incidental, special, exemplary, or consequential damages, including 

but not limited to any loss of anticipated profit or benefits, resulting from the 

use of this documentation nor the examples contained herein. 

License Agreement Use of this product is covered by a Software License, Services and Support 

Agreement signed when your organization purchased BatchMaster 

Enterprise. 

Disclaimers The information provided herein is not intended to replace the statues, rules, 

or approved procedures that apply to your business. Instead, you should use 

this information to ensure compliance with internal, customer, and 

regulatory requirements. This user guide is considered to be proprietary and 

confidential and may not be reproduced for any reason other than stated 

below without prior written consent of BatchMaster Software. 

Exclusion This document has been prepared exclusively for ERP client end-user 

training. All other uses are prohibited without prior written consent from 

BatchMaster Software. 

BatchMaster Web Training Module © 2026 by BatchMaster Software. All 

rights reserved. 
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About the Manual 

Purpose of the Manual This user guide provides instructions for using BatchMaster Enterprise. The 

scope of the document is limited to training users on how various BatchMaster 

modules are inter-related, the purpose of various BatchMaster screens, and the 

procedural steps to maintain them. The training objective is to help the user get 

hands-on experience of how BatchMaster Enterprise functions. 

This document aids as a hand-out during training and as an introduction to 

other manuals. It is not as descriptive as other accompanying manuals, but it is 

packed with necessary and important information that is required for someone 

to use BatchMaster Enterprise as a new user.  

We designed the user guide based on experience obtained from numerous 

training sessions. This document aims to strengthen user knowledge on the 

functioning of BatchMaster Enterprise.  

Target Audience This document is intended for a vast group of people which may include 

Trainers, VARs, Customers, and even BatchMaster employees who are 

undergoing BatchMaster training. We hope it will be of immense use as a 

conceptual guide for Trainers, as a resource material for VARs and customers, 

and as a reference guide for existing BatchMaster Users and employees.  

Organization  The user guide is organized module-wise to reduce bulkiness and enhance 

usability. Each module contains an overview of the module, concepts you must 

know before you begin using the module, an overview or purpose of the screen, 

how to maintain data in the screen, Key Points, and FAQs. Examples have been 

included to help you understand the logic better and maintain data quickly. 

Symbols &  Symbol Description 

Conventions 
 Note 

  Mandatory setting 

 
 Tips 

 

 Convention Description 

 Italicized (Sales Order Entry) Module name, screen name & components 

 “ ” (“BatchMaster Web 
Accounting Guide”) 

Reference document 

 

 Abbreviation Description 

 API Application Program Interface 
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1 BatchMaster Web - Physical Count  

BatchMaster Web features physical count capabilities that streamline inventory tracking. Users can 

export current inventory data to an Excel sheet, record their counted quantities, and import the 

validated information back into the system for processing and confirmation. This seamless workflow 

-comprising preparation, excel updates, and final data import-supports non-tracked items and ensures 

accurate, efficient inventory management. 

 

1.1 Process 

Prepare Physical Count Excel: Prepare the items for counting by exporting them to an Excel sheet. 

Prepare 
Physical 

Count Data

•Initiate Count 
Preparation

•Export Data to Excel

Record 
Counted 

Quantities

•Open and 
Edit Excel 
Sheet

Import 
Counted 

Data

•Import Data 
Back to 
BatchMaster

Confirm 
and Process 

Counts

•Confirm Physical Count

•Process Physical 
Counting Orders

Update 
Inventory
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Import Counted Excel: Import the counted items to the BatchMaster database for confirmation and 

processing. 

 

Process the Physical count in an MS Excel file:  

a) Use the Prepare For Physical Counting screen to prepare the items for physical count. Here 

we are using Chicken Meat as an example.  
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b) Click the Process button to select the specified lots. On the next window select the item and 

its lots for physical count. 
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c) Click Save to save the item lots.  The system will display the success message.  

 

d) Switch to the Prepare Physical Count Excel screen. Select the specified item – Chicken Meat.  
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e) Click the Process button. 

f) The system will download the excel sheet with the file name nomenclature of “Physical 

Count+DDMMYY”.xlsx.  

 

g) The excel sheet will be saved at the specified location.  
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h) Double click to open the Excel Sheet and to enter the counted quantities. The format of the 

exported data is shown in the figure below. This excel contain Data and Rule Sheet.  

 Data Sheet is shown below: 

 

 Rules Sheet is shown below: 
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 General Rules for Users 

 Do not change column headers in the Excel file. 

 Do not delete pre-populated rows unless explicitly instructed. 

 Only editable fields should be modified; all other fields are system-controlled. 

 Date formats must strictly follow DD-MMM-YYYY (e.g., 01-Apr-2026). 

 Numeric fields must not contain text, symbols, or formulas. 

 Blank values are allowed only where explicitly mentioned. 

Field-Level Description & Validation Rules 

SrNo (Serial Number) 

 Description: System-generated sequence number for each row. 

 Mandatory: Yes 

 Editable: No 

 Visible: Unhide 

 Validation: 

o Must be unique per row 

o Cannot be blank or duplicated 

OrderNo 

 Description: Physical Counting Order number used to group records into one counting 

session. 

 Mandatory: Yes 

 Editable: No 

 Visible: Unhide 

 Validation: 

o Cannot be blank 

o Must belong to an active Physical Counting Order 
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TagNo 

 Description: Unique tag assigned during physical counting to identify a counted item/lot. 

 Mandatory: Conditional 

 Editable: No 

 Visible: Unhide 

 Validation: 

o Required for lot/batch tracked items 

o Must be unique within the same OrderNo 

ItemKey 

 Description: Unique identifier of the inventory item. 

 Mandatory: Yes 

 Editable: No 

 Visible: Unhide 

 Validation: 

o Must exist in the system master data 

o Cannot be modified or left blank 

Description 

 Description: Item description corresponding to the ItemKey. 

 Mandatory: No 

 Editable: No 

 Visible: Unhide 

 Validation: 

o Display-only field 

o Automatically populated by the system 

Location 

 Description: Inventory location where the item is physically stored. 

 Mandatory: Yes 

 Editable: No 

 Visible: Unhide 

 Validation: 

o Must be a valid location mapped to the ItemKey 

o Cannot be blank 

DateReceived 

 Description: Date when the item/lot was received into inventory. 

 Mandatory: No 

 Editable: No 

 Visible: Unhide 

 Validation: 

o Must be a valid past or current date 
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LotNo 

 Description: Lot or batch number for traceability. 

 Mandatory: Conditional 

 Editable: Yes (for newly added rows only) 

 Visible: Unhide 

 Validation: 

o Required for lot-tracked items 

o Can be scanned or manually entered 

o Must be unique for the ItemKey + Location combination 

BinNo 

 Description: Bin or sub-location of the item. 

 Mandatory: Conditional 

 Editable: No 

 Visible: Unhide 

 Validation: 

o Mandatory if bin management is enabled 

o Must exist in the selected location 

ContainerNo 

 Description: Container identifier used for storage. 

 Mandatory: No 

 Editable: No 

 Visible: Unhide 

 Validation: 

o Use 0 if container is not applicable 

QtyOnHand 

 Description: Quantity onHand in Counted Unit. 

 Mandatory: Yes 

 Editable: No 

 Visible: Hide 

 Validation: 

o Numeric, system-controlled field 

QtyInstkUOM 

 Description: Quantity expressed in Stock Unit of Measure. 

 Mandatory: Yes 

 Editable: No 

 Visible: Hide 

 Validation: 

o Typically same as QtyOnHand 
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CountedQty 

 Description: It is calculated by the system. 

 Mandatory: Yes 

 Editable: No 

o Visible: Hide  

CountedInDispUOM 

 Description: User can enter quantity in Display Unit. Sum of Display + Stock UOM 

becomes final counted quantity. 

 Mandatory: Conditional 

 Editable: Yes 

 Visible: Unhide 

 Validation: 

o Either CountedInDispUOM or CountedInStkUOM must be entered 

DisplayUOM 

 Description: User-friendly unit of measure. 

 Mandatory: No 

 Editable: No 

 Visible: Unhide 

 Validation: 

o Auto-derived from item setup 

CountedInStkUOM 

 Description: Quantity in Stock UOM. 

 Mandatory: Conditional 

 Editable: Yes 

 Visible: Unhide 

 Validation: 

o Required if Display UOM not used 

StockUOM 

 Description: Base UOM used for inventory valuation and tracking. 

 Mandatory: Yes 

 Editable: No 

 Visible: Unhide 

 Validation: 

o System controlled 

CountedBy 

 Description: Name or ID of user performing counting. 

 Mandatory: No 
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 Editable: Yes 

 Visible: Unhide 

Suggestion: Unhide the Columns only when you want to add new line. 

i) Click Save to save the changes in the Excel sheet.   

j) Using the Import Counted Excel Sheet screen, locate the saved Excel Sheet that needs to be 

imported to BatchMaster Web after counting. Click the associated lookup button to locate 

the Excel Sheet.  

k) Clicking the Open button will default the path to the Process Physical Count Excel field.  

 

l) Click Process. A report stating success of the processed operation get displayed.  

 

m) Using the Confirm Physical Count screen, confirm the inventory under counting. Click 

Process. 
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n) On the Select Orders to Confirm window, select the order and click the Process to select the 

item and lot definition. 

 

 

o) A success message is displayed.  
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p) Using the Process/ Cancel Physical Counting Orders screen, process the item locations for 

which physical counting is in progress.  

 

q) Click the Process button and select the item and lots definition. 
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r) A success message gets displayed.  
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s) The system updates the Inventory On Hand quantity that can be viewed using the View Item 

Location option on the Item Master screen.  

 

Inventory Adjustment: During inventory transfer, adjustment, BatchMaster Web captures the actual 

lot codes associated with each item transferred or adjusted.  

 

It does the same when relocating a lot from one warehouse to another or to rectify differences. The 

system keeps an elaborate record of lot codes every time that allows tracking back the lot's journey 

as far back as the raw materials and on to the finished goods.  
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BatchMaster Web captures and updates the exact quantities of items involved in movements, 

adjustments or cycle counts along with their respective locations. This ensures that both the quantity 

on hand and location are just right.  
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Each movement and adjustment is traceable, and its link is directly to the lot or lots, which is 

traceable in a situation where there could be a food safety issue or recall, identified and retrieved 

easily. 

 

 

 

 

  

 

 

 


