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Physical Stock Verification 

 

Physical Stock Verification: This section of the manual deals with procedures to be followed for 

the physical verification and reconciliation of anti-TB drug stocks at the Drug Stores and with 

immediate next steps for dealing with discrepancies determined, if any. Also, records shall be 

carried out under the supervision of the concerned officer-in-charge at the State, DTC, TU & 

PHI drug stores. 

Path: Services-> Stock Management -> Physical Stock Verification 

 

The ‘Physical Stock Verification’ process is a two-step processes.  

1. In First Step, user can change the quantity of existing batch/drug or add a new 

batch/drug and click on ‘Final Save’ button.  

2. Then in Second Step, click on ‘Go’ button again. Here user can view (V), modify (M), 

cancel (C) or final save/upload (S) the stock. To final upload the stock, click on ‘S’ and 

then click on ‘Save’ button. The voucher will be generated. 

The concerned officer-in-charge shall review and sign-off the PSV after thorough 

verification, comprising the following steps: 

a. Validate that all receipts & issues have been recorded in the Stock Register, 

based on first and last and/or discrete numbers of related documents confirmed 

by the suppliers. 

b. Verify that details of Batch numbers, Date of Manufacture and Date of Expiry of 

drugs are consistently recorded in the Stock Register at the time of receipt of each 
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consignment. Also that the Stock Register indicates expiry details in respect of 

drugs available in inventory. 

 

The following features are given in Physical Stock Verification process: 

 Increase or Decrease the quantity of existed drugs and batches 

 Adding new drug or new batch 

 Verification of stock with physical stock 

    

 

 

Change the quantity of existing drugs: To change the quantity of a batch or drug which is 

already existed into the inventory, follow the steps below. 

Steps to be follow: 

1. Open ‘Physical Stock Verification’ form. 

2. Click on ‘GO’ button. 
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3. In ‘To be verified drug details’ the system is showing already existing drugs and batches 

present in the inventory. 

4. Select the drug, with the batch number and enter the quantity into the ‘Counted Qty’ 

column, which is physically available at the store. The difference between previous and 

new entered quantity will be shown in ‘Var Qty’ (variation) column. To remove a batch 

or a drug, enter ‘0’ into the ‘Counted Qty’ column. 

             

 

5. Select multiple drugs/batches to update the current stock. 

6. Click on ‘Final Save’ button. 

7. If no further changes are required, follow the ‘Second Step’ of Physical Stock 

Verification to update the stock. 

Adding new drugs and new batches: To add a new drug or a new batch into the inventory, 

follow the steps below. 

 

Steps to be follow: 

1. Open ‘Physical Stock Verification’ form. 

2. Click on ‘GO’ button. 
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3. In ‘New Batch Details’ enter the details of the new batch or new drug to add. 

4. Following details to be entered by user: 

a. Group Name 

b. Drug Name 

c. Batch Number 

d. Stock Status 

e. Mfg. Date and Expiry Date 

f. Counted Quantity 

g. Manufacturer Name 

 

 

5. After entering the details, enter the ‘Remarks’ and click on ‘Add’ button. 

6. System will show the drug in front, similarly more batches or drugs can be added by 

repeating the same process. 

7. After adding all new drugs and batches, click on ‘Final Save’ button. 

Save a request in Draft mode: 

 

1. To save a request in ‘draft mode’, click on ‘Draft’ button. 

2. A draft saved request can be Modified, Cancelled or Viewed. To final save the 

request, click on M and then click on ‘Save’ button. Then repeat the second step of 

verification to final upload the stock. 
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Final uploading of stock: To finally upload the stock into the inventory, follow the steps below. 

 

Steps to be follow: 

1. In physical stock verification, click on ‘GO’ button again. 

2. The system will show the request for ‘stock updation is process’ and four green buttons 

to ‘Cancel’, ‘Modify’, ‘Stock Upload’ and ‘View’ the stock. 

3. To modify the request, click on “M” button, after doing the necessary modification click 

on “Save” button. 

  

 

 

4. To Delete/Cancel the record, click on “C” button and then click on ‘Save’ button. 

 

 

5. Click on “V” button to view the record. 
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6. Finally, click on “S” button, and then click on ‘Save’ to upload the stock into the 

inventory.  

 

 

 

 

 

 

Final Save and Voucher: 

 

 To final upload the stock into inventory, click on ‘S’ button and then click on ‘Save’.  

 The system will generate the voucher. User can also save and print the voucher. 
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View the Stock Verification details: 

1. To view the Stock Verification details, click on ‘View’ button.  

2. Select the duration between the verification was completed. 

3. Click on ‘Search’ button. 

4. System will show the records of stock verification has been done in that time period. 

5. Select the record and system will show the details of verification. 
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