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Stock Take 
 

The Stock Take Screen lists any previous Stock Takes that have been done within Flex.  
Remember that when scanning or adding barcodes manually, the product will need to have 
been added to stock previously. 

The first stock take which is done on FLEX will present a blank screen as below. 

 

New Stock Take 
 

 To start a new Stock Take, Click on the       New  
 Select from one of the three options  
 The new stock take screen will now be ready to  

Populate. 
 Enter a Stock Take Name in the bottom portion of the 

screen 
 Click on Barcode Entry 
 If using a scanner, start scanning your stock, which will then appear in the body of the 

screen. 
 If you are not using a scanner, enter the barcode manually.  
 When Barcode is entered, click confirm.  The system will check with stock to be sure it’s a 

valid Barcode. 
 Once the stock take is being populated, the Actions column will allow  you to increase or 

decrease the amount of each item in increments of one by clicking on the green or yellow 
buttons. 
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 Click on Close to come out of the stock take, FLEX will then ask the following: 

 

 

 

 

 

 Before closing the stock take, Click on Check for Errors 
 FLEX will ask if you have counted and entered every item of stock? 
 Yes, Check for Errors will do just that. 

Screen shot below will show what to expect if there are errors. 

o The Counted Qty can be manually over-written. If it then corresponds with 
the Stock count on FLEX, the red illumination will go out. If there is still 
an Error but you have ticked the Verified box, the light will also go out. 
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 Press Update Stock. The message below is shown. If you are happy with the 

message, press Yes, Update Stock. Note, before you do this, you should tick that 
each item has been Verified. 

 The Stock Take can then be closed, and the final message below will be asked: 

 

 

 

 
 
 
 
 
 
 
 
This completes the Stock Take process. It can then be Printed if needed. 
 
 

 


